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[bookmark: _Toc535049408]Introduction
Professional career development needs several skills as an employee. As for the, a person should have knowledge and understanding the skill and quality needed for getting and development in the job market. A person should be well groomed and skilled with verbal communication for outstanding guest or customer experience. A manager is responsible for people resource, man management and customer satisfaction for the continued success of the organization. The customer is the person who will be responsible for the growth of his career. In this report the employment and career goals, self-assessment of a person is described based on self-SWOT analysis and understanding the skill set and personal understanding for a person in the job market. 
[bookmark: _Toc535049409]Understanding the skill and knowledge
To work as an employee in any organization need various skill, Soft skills are the most required skills for the employees including a manager for the customer relation and for the delicacy of an employee that makes them attractive. A well-established organization tests the soft skills of an employee who applied for job in the organization. According to Buckingham, and Coffman, (2014, p.36) a manager cannot control employee, but he needs to analyse the situation and show his man management skills to solve any bitter situation. A manager should be a good friend to the employees and good consultants also and have the knowledge that people cannot change and take actions according that. Maximum appliers are rejected for the skill gap as the of the employer report. Manager of an organization is also responsible for the management of the employees also. One of the most important skills for a manager is the communication skill to develop good relationship with the customers and satisfy the customer needs with soothing verbal communication. As an employee a person should have a vast knowledge about different cuisines and beverages to recommend the best ones for the customers and make a good working relation with them.

Figure 1: Skills required for the position of a manager
(Source: Dunne, 2014, p.35)
[bookmark: _Toc535049410]Demonstrate red lines for employability
The employability of people is different for every person. However, after graduation the students need to incorporate some other skills for their future career otherwise their employability skills would not grow to be an employee. In case of a managerial post of an organization like royal mail needs several skills such as good communication skills, man management skills and also good people resource skills along with good customer relation skills. Education is a key factor for a person’s employability, however, in modern days skills are effective than education in the working industry (Arinaitwe, 2015). The competition of the market makes the days difficult for the employees. According to Salem, (2015, p.249), in case of employee of royal mail soft skills and communication skills are the vital ones for their employment and the soft skill gaps are found in employees for the lack of training they acquire from their employer. According to Hurrell and Scholarios, (2014, p.57), communication skills of a employees include interpersonal skills such as self-management, service orientation and other social skills. However, lacking these skills would take an employee to their rejection from an organization. 
[bookmark: _Toc535049411]SWOT   Analysis 
	Strength
· Communication skills
· Problem solving skills
· Customer relation
· Self-management
	Weakness
· Man management
· Team collaboration skills

	Opportunities
· Self-management skill will help in increasing confidence and improve decision making skills
· Problem solving skills would be helpful in tactically handle any adverts internal situation.
· Customer relation is the skill to make good relationship with customers and satisfy the customer and influence the customers also.
· Communication skills would be useful for customer satisfaction and employer satisfaction and that would help in the growth of the employee. 
	Threats
· Lacking man management skill would make a chaos among employees and hamper employee management
· Lacking team collaboration skills would be problematic in case of any event organisation and communication with other staffs


Table 1: Self SWOT Analysis

[bookmark: _Toc535049412]Analysis
As a contender of employee, I have the knowledge of communication skill, problem solving skills, customer relation skills, planning and organising skills and self-management skills which are advantageous for me. These skills would help me in customer and employee satisfaction also in solving various internal problems. However, the skills needed to be polished more. According to Dunne (2014, p.35), communication skills are the skills most required for the employability skills. Communication skills, man management, self-management, team collaboration and most of all customer relation are needed ones for managerial employability. I need to develop the man management and team collaboration skills for the growth and betterment of my employability skills.
	Ability area
	Specific tasks
	Measures
	Agreed
	Realistic
	Timings
	Comments

	Man management

	Training in a institute of management and interact with different people in the neighbourhood.
	Assessment through an exam by the institution and the reactions of the people.
	Yes
	Yes
	One month
	Man, management is a very important skill for a manager, so it is needed to professionally develop the skill for the development of employability skills of the employee.

	Team collaboration skills

	Training in a institute.
	Exam based on teamwork can evaluate the development.
	Yes
	Yes
	Three weeks.
	Team collaboration is needed by a manager for organising the employees according to different jobs and without this skill a manager would be helpless in a situation of work pressure when manpower is less.


Table 2: Smart Objective Template
[bookmark: _Toc535049413]Understanding for personal strength
An employee should be skilled with good communication, good attitude and with problem solving skills. Other than these a manager’s work efficiency level should be very high. Communication skills are needed for the good customer relation and relationship with other employees. However, communication skills are needed for the relationship with the employer also. Communication skills are for effectiveness of the employee, in this case the manager (Crawford, 2017). Different styles of communication styles mean different things considering gender, age and situations. Based on these different factor’s employees would be helpful. According to Cottrell, (2015, p.32), the students are expected to be work ready and can manage any complex situation by the government and the companies. As of this student are needed to develop various skills for their employment other than communication skills. 
A manager should have different attitudes for different situations to handle the situations (Crawford, 2017). A good listening power is the key attitude for handling situations. The manager is expected to be a good listener, polite and effective speaker for his employees. Work efficiency level of a manager should be high, so he has the influence over his employees and can do whatever needed at the situation for the reason of lack of manpower or something else. A good manager should have good leadership skills so that employees follow his words otherwise a chaotic situation would occur without a good leader (Forconstructionpros.com, 2018). A good leadership skill would help a manager to balance between workplace productivity and manpower. The listening skill and communication skills of a manager would help in all these factors. Employability skills of a student should be considering all these skills for the job profile of an employee. 
[bookmark: _Toc535049414]Establish employment goals
Communication
This skill is one of the useful ones as an employee. A good manager is needed to communicate with the customers, employees and others in the workplace for betterment of the organization and his own growth (Crawford, 2017).
Leadership
A manager should be a good leader at his workplace. He should have a presence and influence over his employees otherwise the organization would not be able survive as there would be no harmony (Bernazzani, 2018).
Attitude
A good manager should have positive attitude for every situation. Politeness along with farm nature is a good character trait for a good manager (Forconstructionpros.com, 2018).
Problem solving skill
It is the skill by which a manager can be distinguished as a good manager. A manager should have the skill to maintain the balance between the productivity of the organization and employees and financial status of the organization (Crawford, 2017). 
[bookmark: _Toc535049415]Career planning (individual planning)
	A. Future Aspirations & current roles
Brief outline of current roles & responsibilities
· Directing and guiding all the employees during the absence of employee.
· Keeping the updates of the customer satisfaction by delivering quality services through all the employees responsible for the allocated job.
· Taking session with the workers to comply the company policy and the briefing discussion at the beginning of the day.
· Distributing and shifting multiple tasks among the different workers in the organization
Future goal related to career

· To become a good employee and to earn respect from other employees.
Contribution to organisation
· Achieving satisfactory feedbacks from the business clients.
· Adding a special benefit to the concern by adding some innovative business ideas.






	B. CPD objectives
	C. Required development
	D. Strategy for development

	· To interact with the customers and other employees.
	· Effective communication skill


	· Observing my manager’s way of communication at the time of handling situation and interacting with the employees and customers
· Could improve communication skill through course work and learning materials

	· To deal with troublesome situations.
	· Problem solving skill
	· Defining goals
· Brainstorming
· Evaluation

	· To manage employees and make them adhere to company regulations accomplishing their duties properly.

	Organisational Skill
	· Go through coursework
· Read business journals and reports to increase the productivity & efficiency. 
· Comprehend the needs of the organisation to understand the best practice to add the good work.

	· To manage issues in different teams of the company.

	· Team management skill
	· Knowing the details of the team and its members.
· Understanding the employee needs.
· Observing the motives of the employees to the work.
· Emerging interest among the employees to their work.
· Making fun activities in workplace and giving rewards for the good work.
· [bookmark: _GoBack]Develop a communication with the workers. 


	· To understand the brand value and reputation of the organization. 
	· Commercial understanding skill
	· Doing a proper market research to understand the current situation and needs of in the job market.
· Checking the earned profit every quarter.
· Reviewing employee performance and their contribution
· Keeping the latest updates of the other competitors in the market.



Table 3: CPD Template


	Required development
	Development strategy
	Required resources
	Criteria for success
	Deadline to complete the development

	I will have to focus on the communication skill in order to interact with the clients and the other employees of the organisation because convincing people in a positive way is one of the most important parts of a business. Along with that, I have to enhance skills of problem solving regarding organisational context.
	I will observe my manager how to respond the workers and customers according to the situations. I will evaluate my potentialities for the necessary steps and decisions from my superiors and the company authority. Along with that I will follow some expert advice of experienced business professionals to acquire a successful business communication skill.
	I need learning materials related to this context. Apart from that support from organisational management will be required to develop my skill.
 

	Successful and effective interaction with different stakeholders will describe my success in this context. Enhancement of problem-solving skill could be identified through successful managing of crisis situation in the organisation 
	3 months



	In order to be an integral part of a business I have to develop some organisational skills to comply with company policy. Being a manager, it is my responsibility to manage teams for a better workforce. I have to stay updated about the business market in order to sustain in the competitive world. So commercial understanding is the key to achieve the drive towards the complete success. 
	I will go through the variety of business journals and articles as a basic guideline to draw an idea of the necessary skills along with that I will approach to the employees of each team to comprehend their interest and motives to the work. Accordingly, I will handle their needs as well as the business requirement. Doing a proper market research will help me to gain knowledge in commercial achievement of the concern. I will keep latest updates of the competitive organization to sustain the reputation and retain the brand value in the market. 
	Learning materials, expert’s advice and support from management of the organisation is required in this context.
	Successful management of employees and effective decision-making ability will evaluate the development of the skill. 
	4 months



Table 4: Learning Goals
The fundamental objective is to build a career in organization is to possess effective business communication skill to deliver good service and convey message to the employees as it will add a benefit to the organisation to earn the brand value. Solving problems is one of the major areas to focus on for dealing with the real time scenario. It is a severe requirement of compliance of the company policy to build an organisation. Therefore, possessing organising skill is very important to maintain the rules and regulations. In order to enhance the skill comprehension of needs of the organisation is necessary as it will help to understand the best practice in workplace. Reading business journals and articles will help to understand the achievement of profit and productivity of business. Becoming a good team player is beneficial for any industry, so the team management skill is important to look into. Knowing the details of each teams and its members will enable the manager to deal with the team issues appropriately. Making fun activities and rewarding the employees for a good work will increase their work interest. Lastly the most required skill is to gain the commercial awareness to sustain the business in the market in the long run. 

	Goal
	Description
	Benefits

	Employee Management 
	This is a primary skill of a manager. This will allow the manager to regulate the time properly and effectively.
	Organisational operations will be performed effectively.

	Time management
	This is a major part of a manager to accomplish the required task within the required time span. Accomplishing the responsibilities and all the jobs on time will reflect the efficiency of the organization.
	This will allow performing maximum operations in minimum time in an effective manner.

	Decision-making
	This skill will enable a manager to handle the business dealings as well as the business expansion.
	This will allow adopting effective decision and solving problems in a rational way.

	Customer satisfaction
	Customer is the key of business. This will bring more customers to the business and will earn more profit.
	This will facilitate the organisation to retain customers and improve sustainability.



Table 5: Organisational plan
(Source: Influenced by Jogaratnam, 2017)
The goals and its importance mentioned above are helpful to ensure the position as a manager in my job. As suggested by Ferguson et al. (2014, p.225), an authoritative part of a business it is required to direct and manage the employees to add more value and productivity to the business. Time management skill will enable me to showcase the efficiency to the work. Solving problems and taking effective decisions is the crucial role of a manager to enhance the business quality. Last but not the least customer satisfaction is the major concern of a business to earn direct profit and reputation in the market.

	Criteria
	Prioritised 
	Aspired

	Qualification
	Must possess a high school diploma or a bachelor’s degree in employee. Age limit should be above 18 years.
	Employee’s qualification is not fixed. At least should complete a high school diploma. 
Possess a bachelor’s degree 

	Skills
	Should have effective communication skill, problem solving ability, organisational skill time management skill.
	Communication skill will help the manager to convey the manager to the workers and handling different situation is a part of the job. Abiding by the company compliance is required. Ability to manage time for the assigned tasks will be needed to become a manager

	Experience
	Anyone having the required qualities is applicable.
	At least 2-3 years of experience in other organization industry is preferable. 

	Knowledge
	Basic ideas of business.
	Knowledge required for food industry.
Knowledge of the managerial work.




Table 6: person specification template
(Source: Jogaratnam, 2017, p.112)
[bookmark: _Toc535049416]Interpersonal skills
Interpersonal skill is a crucial part of the job in order to interact and communicate with the workers and business clients. Effective communication is always required for a manager to direct the employees and distribute the works and responsibilities among the workers. It will also lead to manage the team work efficiently if a manager is approachable and effectively communicative (mn.gov, 2018).  Passively it will bridge a connection between the customer and the business value. As a result, this will bring an additional benefit for a successful manager.
[bookmark: _Toc535049417]Rules
OHS Act 1974
According to the law health and safety at workplace that is conveyed by the employers to their employees should be followed and maintained in an organisation (legislation.gov.uk, 2019). Awareness of the rule is a duty of a manager to ensure all the employees to feel safe and secure at work. This will create the company as a suitable place to work. 
Equality Act 2010
This law was effective from 2010 in UK to maintain equality everywhere especially at workplace (hse.gov.uk, 2019). A manager could consider guidelines of this policy to ensure that all the workers are treated equally and receive a indiscriminate treatment at work place.

Figure 2: Rules and regulations
(Source: hse.gov.uk, 2019)
[bookmark: _Toc535049418]Status
Employee takes responsibility of handling customer issues as well as ensuring best quality of foods coming out from kitchen. Due to which, several skills which are required for recruiting appropriate candidate are discussed below: 
Vast knowledge regarding the way of handling issues of customers
· Problem solving skills and strong communication skills 
· Great flexibility in doing job and effective teamwork skills
· Good interpersonal skills and organizational skills
In case of having strong communication, skill and problem-solving skill, an employee might be able to understand properly issues related to quality and price of customers. As per views of Brown et al. (2014, p.837), employee is main responsible person for maintaining an effective working environment by handling issues of customers and satisfying them. Along with that, the person could tackle critical situation in workplace with the aid of strong interpersonal skills and organizational skills.
[bookmark: _Toc535049419]Money
Money is required for the development of the skill to become competitive in the job market.  So proper Budget due to earning higher skill than others.  The aid of strong communication system and good interpersonal skills, employee conducts meeting by incorporating all employees. In case of conducting meeting by incorporating all employees, strategic decision based on financial budget can be taken. in case of making effective budget for the purpose of operational process, employee is able to conduct the business process in an effective way. Without having vast knowledge regarding market trend and demand of consumers, accurate improvement in the financial budget cannot be done. 
[bookmark: _Toc535049420]Making proper budget plan
Proper budget related to estimated cost for individual process such as improvement in quality and advance process in the work. As per views of Durrani and Rajagopal (2016, p.149), budgeting is most significant part of business process due to enhancing profit level and developing growth of an organization. With the aid of strong communication system, employee maintains an effective gap between financial condition and growth. Moreover, in case of conducting meeting by incorporating all employees, strategic decision based on financial budget can be taken. Therefore, it can be illustrated with the aid of strong communication skill and interpersonal skills, a perfect employee is able to handle problem of customers and meet individual plan includes in the financial plan. 
[bookmark: _Toc535049421]Forecasting about future business process
Employees takes responsibility of forecasting outcome of individual plan of business process. Based on which, the person is able to enhance growth of organization in a significant way. As opined by Brown et al. (2014, p.837), in case of forecasting about business process and fulfilling business objectives, effective analytical skill and understanding ability are required. Due to having good understanding ability and analytical skill, a manager is able to meet key objective of the business process. From the following point of view, it can be demonstrated that forecasting could assist in avoiding future risks related to reduction in sales volume and negative feedback from customers. 
[bookmark: _Toc535049422]Plan for success
	Appropriate plan 
	Effectiveness of individual plan 

	Improvement in delivery service and handling customers with good approach 
	Improvement in delivery service and the way of handling customers would assist me in developing the business process. Along with that, improvement   in behavioural skills would also help me to enhance business growth 

	Appropriate skills regarding time management 
	I am trying to improve my time management skills due to handling large number of customers at a time with the aid of strong communication skills. Because, I personally believe that handling large number of customers at a time could influence profit level which is key part of business growth. Therefore, I believe time management skills need to be improved immediately for fulfilling business objectives 



Table 7: Success plan
[bookmark: _Toc535049423]Conclusion
Thus, it can be concluded that a candidate in the job market could consider different skills based on communication and interpersonal as well as understanding ability. A student after his graduation should be focused on the development of communication, leadership, man management and problem-solving skills as well as his attitude. These are the key factors for his employability skills of a job seeker or who want to develop their carer. Customer relation and workplace balance maintenance are the most valuable things for a manager to develop the business. Being a future employee, a student should assess his strengths and weaknesses for the managerial post and should train for the development of the lacking skills. Skill gap would be a reason of rejection of employee, so this should be considered. This report a brief analysis of the skill set for a person to develop future credibility to enhance his professional life. These skills should be critically considered for the employability skill development of a future employee.
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