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[bookmark: _Toc54634474]Introduction
Skills and competencies of individuals are valuable for their development and success. These are necessary for good performance in academics and employment. Learning and development methods used by managers for the personal development of their new employees do not just facilitate them but also ensure increased level of participation and productivity from employees. This assignment focuses on the identification of the required skills for a chosen profession, which is food and hospitality and analysing own existing skills with the help of personal SWOT analysis and the Johari Window. In this assignment, analysis of different tools of learning and development for new employees in organisation will also be discussed. This assignment also presents reflection of personal experience before and after studying this course.
[bookmark: _Toc54634475]Analysis Tools for Audit of Skills and Competencies
Competencies and skills are obvious predictors of success in each and every aspect of business. Jamali et al. (2008) identified that individuals who have higher level of skills and competencies are more prosperous in their life. Skills relate to an individual’s knowledge and abilities to perform diverse operational and functional tasks. There are various types of skills that an individual can have and these depend on various things like physical abilities, intelligence and dexterity. According to Cimatti (2016), skills, whether soft or hard, are required by graduate and undergraduate individuals in order to develop and grow.  
According to Moghabghab et al. (2018), competency refers to any individual characteristics which can be measured reliably and which can be demonstrated to distinct significantly among average and superior performers. Competencies are linked to the code of conduct which some individual manage better than others and they make individuals effective in particular situations. Competencies are referred to as the motives, self-concepts, traits, content knowledge, values and attitude (Ciarniene, et al., 2010). Personal competencies of graduates contain both inter-personal and intra-personal competencies about their self. They both contain the fundamentals of anticipation, understanding, comprehension, stress tolerance and advancements. Johari window and personal SWOT analysis are two important analysis tools used in the audit of personal skills and competencies.
[bookmark: _Toc54634476]The Johari Window 
According to Yadav and Gupta (2016), the Johari window is a significant tool for the assessment of skills and competencies of students and other professionals. The Johari window assessment for audit of personal skills and competencies is mentioned below;



The Johari Window 
	Open Self
· Able
· Adaptable
· Empathetic
· Clam
· Accepting
· Friendly

	Blind Self
· Confident 
· Energetic
· Observant
· Knowledgeable
· Responsive

	Hidden Self
· Introverted 
· Organised
· Loving
· Sensible
· Trustworthy.

	Unknown Self
· Brave 
· Dignified
· Sentimental
· Powerful 




                                                                Table 1 The Johari Window
[bookmark: _Toc54634477]Personal SWOT Analysis for the Audit of Competencies and Skills
According to Pilar et al. (2015), personal SWOT analysis is suitable and proposed criteria for the assessment of internal and external factors that have considerable influence on an individual. Personal SWOT analysis assesses the strengths and weaknesses of an individuals and the favourable opportunities and realistic or potential unfavourable threats. It provides systematic evaluation and comparative judgement of personal strengths and weaknesses in relation to the opportunities and threats. Personal SWOT analysis for the audit of competencies and skills is mentioned in the table below;









SWOT Analysis  
	Strength
	Weaknesses

	Better understanding of I.T and digital skills which save my time.
Effective independent learning and writing skills that increase creativity.
Effective communication and presentation skills that helped to deals with others efficiently.
	Lack of awareness about how to solve problems by implementing knowledge. 
Insufficient time management skills which create stressful environment to manage diverse tasks.
Lack of managerial ability to competently manage different tasks.






	Opportunities 
	Threats

	Increase management support which is helpful for blended learning. 
Increase utilization of technology provide better opportunity to learn regardless of location.
Provision of developmental training to students.



	Time limitation
Increase external pressure from which seriously threats academic integrity.
Lack of financial and administrative support.




                                                           Table 2 Personal Swot Analysis
[bookmark: _Toc54634478]Skills Required for Food and Hospitality 
According to Ciarniene et al. (2010), competencies are required for students when selecting a career and entering into a profession. Skills are required for employment are crucial component for success (Patacsil & Tablatin, 2017). Leadership skills, employability skills, problem solving skills and skills for effective marketing of services and products are required to become successful in the selection of career. Work experience is regarded as important factor in the profession of food and hospitality. According to Harris and Clayton (2018), relevant experience of work in the specific field is identified as the most significant factor in recruiting employee. Leadership and problem solving skills help individuals working in the food and hospitality sector to identify and resolve conflict among employees. Effective marketing skills are helpful in creating awareness of offerings and ensure success and development of the business. Different competencies required in the career of food and hospitality include knowledge intensiveness, ability to interact with customers and employees in order to build relations and the ability to follow and implement ethical standards, which is the essential requirement of this profession (Suh, et al., 2012). Knowledge and better competency to deal with employees are helpful for individuals who select food and hospitality career to become confident and build better relations respectively. The above mentioned skills and competencies are required by every individual who wants to successfully operate in the hospitality industry.
[bookmark: _Toc54634479]Analysis of Own Skills in Relation to Food and Hospitality Career
Information technology skills provide better opportunity and allow me how to use modern technology and information systems which are viable and provide benefit to business in terms of time and cost reduction. According to Suh et al. (2012), IT skills in hospitality industry are beneficial in providing understanding of the industry that allow new graduates to successfully operate in regularly changing global environment of this industry. IT skills help graduates who select food and hospitality as their career in the highly digitalised and global hospitality marketplace. Effective communication skills are important in food and hospitality and the success of individual in this industry is relate to effective communication skills. According to Alexakis and Jiang (2019), effective communication skills provide a link between the executives and employees, customers and educators which is useful for the success of business. Suh, et al., (2012) also stated that good communication skill is the most important requirement of career in this particular industry along with leadership skills. Success of career in hospitality industry has been based on creativity, effective creativity skills provide ability to develop new ideas and manners to satisfy customers. These skills and competencies are helpful in the success of individual in the business of food and hospitality will more depend on them. I believe that I have all the skills required to become successful in the food and hospitality sector. 

[bookmark: _Toc54634480]Training Methods for Learning and Development
Identification of training methods for the learning and development is important for business and their employees. According to Rodriguez and Walters (2017) selection of method for the development and learning of employees can be a challenging issue for business managers which require more time and increase organisational resources. Truitt (2011) stated that progress and survival of business in the current economy depends on investment in the learning and development of employees as it can help a business obtain greater return in investment of human capital. Learning and development is more dependent on the learning styles of employees. According to Brix and Lauridsen (2012), learning style and perspective are the recognised issues related to the development and learning of employees. Learning style influences the learning outcomes obtained through development and training. Methods and theories used in this assignment selected by manager focus on the development and learning of new employees and these include:  
1- Kolb’s theory of learning styles
2- Neil Fleming Vark Model of different learning styles.
[bookmark: _Toc54634481]Kolb’s Theory of Experiential Learning 
Kolb’s learning theory is consider as the well recognise and widely used learning approach for learners. It enhance learning and development with the help of process by which knowledge is established through transformation of experience. Knowledge outcomes from the combination of transforming and grasping experience. Kolb’s theory is based on four stages and provide support and foundation for observation. The converger, diverger, assimilator and accommodator learning styles of this theory are valuable for new learners and allow them to develop their plans in response to new information. Employees who have converging learning style will effectively use their learning to solve problem and will utilize their learning in order to determine solution to practical problems they faced. Employees with diverging learning style have wide range of information which help them to perform better in particular situations which needed idea generation. Assimilating learning is logical but brief approach of learning. It is a precise logical format for those employees who require proper explanation instead of practical opportunity. Employees with this learning style are more focused in abstracts and ideas. Employees who adopt accommodating learning style are more rely on the utilisation of the analysis of other people’s and choose to take a experiential and practical approach. Learning styles discussed in Kolb’s theory are helpful for students and employees working in organisations to manage their learning styles which positively influenced their development. According to Akella, (2010) the experiential learning theory of Kolb’s has been used to determine and comprehend the diverse stages of learning and the different means adopted by employees and students to obtain and process new information. This learning theory provide greater learning opportunity to employees and also give the opportunity to solve problems and set goals in order to make effective decision. 
[bookmark: _Toc54634482]Neil Fleming VARK Model
VARK model learning styles are comprise up of visual, aural, reading and kinaesthetic models. It explained the significance of different learning styles for the learning and development of employees. According to Othman and Amiruddin (2010) those employees who are visual learners improve their level of knowledge through observing, watching and seeing object. Aural learning style allow employees to best learn to enhance their learning when they physically listen instead of seeing and reading. Kinaesthetic learning style also improve the learning of employees with the help of their experience. Reading learning style is the best way for people to take in information exhibits as words. According to Nordin, et al. (2016) VARK model determine and employ accurate learning styles which perform a vital function in improving knowledge of individual. It is an accurate learning model as its dimensions are intuitively comprehend and its applications in the business are practical. The use of this learning model is helpful for employees as they have distinct learning styles which influence on their learning and development. This method of learning is valuable which provide precise information to employees so that how to improve their knowledge. The use of learning styles of newly graduate students as employees in hospitality industry is seen as the initial step in the provision of learning experiences, opportunities and instructional strategies. VARK model is significant in the effective training of employees and also make aware managers about their training needs, essential requirement for learning and development. 
[bookmark: _Toc54634483]Evaluation of the Selection of Kolb’s Experiential Learning Theory and VARK Model 
According to Gooden, et al., (2009) the Kolb’s theory has been selected because it provide helpful suggestion about how to address the learning styles of employees and students in the mean to improve their learning process. Kolb’s theory is a well-established theory which can be effectively used or easily implement to grasp and can readily analyse the learning of individual (Akella, 2010). The theory of learning introduced by Kolb, provide a valid and logical framework to most of the people and it is frequently seen as the single theory referred to in most of the works on experiential learning. The primary reason behind the implementation of this theory in ameliorating the learning of new employees is the provision of number of learning methods. These methods include independent learning, work-based learning and problem based learning which currently received much attention in business organisations and higher education institutions. 
The main reason for the selection of VARK learning method developed by Neil Fleming is to improve their learning and development because it provide different learning styles for different people and facilitate their training program which leads to the remarkable improvement in employees learning (Bahrami, 2016). Othman and Amiruddin, (2010) also explained that this model is suitable in providing effective learning style to employees because different people have diverse learning style practice which affect their learning and behaviour. VARK model help managers when implement for the purpose of analysing learning and development outcomes in a way which clearly and systematically indicate the improvement in their learning through using four different learning style. 
[bookmark: _Toc54634484]Reflection of Experience
Before studying the course “professional development and career”, I was unaware about the importance of professional development in practical life. This course allowed me to understand the changing trends and directions in professional world. Before studying this important course, I was not able to recognise the important skills which are essential for professional development and to maintain competency during the career. “Professional development and career” courses are offered by higher educational institutions to help students improve their employability skills (Zareena & Haider, 2013). Before studying this course I was not able to understand how to select my career.  For example, I was not aware about the concept of personal development, self-awareness and different tools to analyse it. In short, before studying this course, I had little knowledge about professional world which is moving with fast pace. Before studying the course it was really challenging to develop personal development plan. According to Radu (2018) professional and career development provide opportunity to set their personal development plan after analysing own strengths and weaknesses. Studying “professional development and career” did not only improve my learning but also assisted regularly to become competent in my profession throughout the career.. Personal development plan is most effective for graduate students when entering in professional life that relates to the actual utilisation of tools and it influences on their learning and development. It is related to the development of long-term goal for my career and provide the mean that how I shall achieve it. According to Zareena and Haider (2013) personal development plan assist graduate students in their career development and also allow them to make effective decisions for their future employment. Development of personal development plan enable me to determine and identify my existing strengths and weaknesses. 
Studying this course also helped me determine how to utilise self-awareness tools for the selection of suitable career. After studying this course, I have recognised a powerful sense of self-awareness which helps me in searching job, interviewing and joining on a new team and career development. According to Baloch and Shah (2014), better understanding of students about themselves empower them to make improved and precise career decisions. Johari Window, SWOT analysis, personality test and learning styles are some important tools studied in this course that helped me in the selection of food and hospitality career. Self-awareness tools are valuable and help graduate students in framing reflective thinking and make sense of suitable career selection which require considerable time commitment. I had also learned how to prepare curriculum vitae and cover letter which took more time but allowed me to determine the most suitable type of job and how to make application process effective and easier. Effective development of cover letter allow individuals to effectively introduce themselves and their resume. Studying this course also made me aware about the important selection process in business. After studying this course, I have precisely understood the difference between the diverse steps used in the careful selection and recruitment of employees. According to Hughes et al. (2017), awareness of individuals about the selection process is helpful for them to select effective tools during actually performing this process. Studying this course also provided me an opportunity to better understand how to design mock interview. Mock Interview is important for me and provide a chance to test my skills of job interview. It is also significant for me in boosting my confidence level, provide constructive feedback and assist me to prepare for answering interview questions. These above mentioned are some of the major advantages I have accomplished after studying professional development and career course. 
[bookmark: _Toc54634485]Conclusion
This reflective portfolio provides an audit of the skills and competencies with the help of self-awareness analysis tools including personal SWOT analysis and the Johari Window. Self-analysis tools are valuable and assist an individual to analyse their own capabilities in order to reach greater levels of satisfaction. Personal SWOT analysis as well as Johari Window as has been used for self-analysis. This assignment also provides information on two important methods and theories for learning and development of employees including Kolb’s theory of experiential learning and VARK model of Neil Fleming. Reflection provided in the end of this assignment relates to my personal development before and after studying the course.    
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