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1) [bookmark: _Toc57471089]Skills audit using PDP 
Self-awareness is very important in the context of auditing own competencies and skills. It can be defined as the capacity an individual possesses of analysing own character, motives, skills and capabilities by collecting information about oneself (Caldwell & Hayes, 2016). I have deployed various tools for analysing my own competencies and skills which I already possess and those which constitute improvement areas. I have been able to audit my skills using a personal development plan (PDP). It is a continual lifetime process dealing with shaping, improving and nurturing knowledge and skills for ensuring ongoing employability and maximum effectiveness. The PDP has helped me to establish my objectives and aims short, medium and long-term goals, assess the present realities, identify the present competence, knowledge or skills and select appropriate activities for developing the areas where there is scope for improvement (Beausaert, et al., 2013). From Honey and Mumford learning styles questionnaire, I have been able to derive that my learning style is that of an ‘Activist’ (Benmarrakchi, et al., 2017). It implies that I love to learn by doing, brainstorming, problem-solving and I am ready to dive into new experiences without the presence of any bias. I have further been able to identify on undertaking the Myers- Briggs Type Indicator personality tests that my personality type is ENFJ (Extraversion, Intuition, Feeling and Judging) which suggests that I am a pro-active and extrovert kind of a person with good communication skills (MBTI , 2020). On the basis of Johari window, I could analyse that I possess excellent communication skills, I am mature and professional, I am a multi-tasker and am articulate, I have a proactive nature or a ‘can-do’ approach ad I am both a good independent and team-workers. These are my ‘open areas’ (Halpern, 2009). I am a flexible individual who can easily adapt to different changes. However, I also need to improve certain skills including my analytical skills, decision-making skills, organisational skills, time management skills. 
An audit of my competencies and skills has been performed by using the Personal Development Plan as provided below:
	Objectives
What do I want to be able to do or do better?
	Success criteria
How will I recognise success?
How will I review and measure my improvement?
	Actions
What methods will I use to achieve my learning objectives?
	Implementation
How will I practise and apply what I learnt?
	 Time frame 

	To improve analytical skills
	I am able to analyse the good and bad of any activity that I have to perform at workplace.
Undertake critical analysis for any assignment
I will review and measure my improvement by checking my grades in class, obtaining feedback from supervisor during placement. 

	Undertake group-based activities where I have to take critical decisions, role-play where I have to analyse particular situations, undertake research-based tasks. 
	When I work in the school, I can apply my analytical skills for framing a curriculum plan along with the regular teachers that will be customised for SEND pupils, frame question papers to evaluate the success of the mentorship, resolve pupils’ problems. 
	4 months 

	To improve decision-making skills
	Undertake complex workplace-based decisions.
Evaluate the right and wrong of any decision before taking it
I will review and measure my improvement by acing tough decisions at workplace. 
	Peer support, undertaking cost-benefit analysis of any decision, identify and perform step-by-step problem resolution (Kallet, 2014). 
	During my school employment, I would be required to take crucial decisions regarding student progress, the milestones to be achieved in the mentorship activities, etc. 
	5 months 

	Improve organisational skills 
	I can schedule tasks, plan them and organise properly.
Plan activities based on students’ learning needs in classroom.
Plan my assignments and complete them on time in my academic sphere.
I will evaluate my improvement based on my ability to organise tasks and feedback from supervisor. 
	Making a to-do list of daily tasks and monitoring how far I am able to follow it. 
Maintaining file and folders for every important document (Hunter, 2020). 
	In school, I will be required to personalise play and group mentoring activities based on student learning needs.
	3 months 

	Improve stress management skills 
	I am able to work under extreme pressure in the school environment.
Not get stressed out or become angry unnecessarily.
I will monitor my improvement by taking regular feedback from supervisor and peers. 
	Develop a positive outlook towards life, practice relaxation strategies such as meditation and yoga, exercise regularly, making a to-do list and abiding by it (WebMD, 2020). 
	It will help me to deal with SEND children in the school network and also remain stress free with the multi-professional team. 
	3 months 



I want to work as a social, mental and emotional health mentor. The skills important for this career are interpersonal skills such as empathy, mutuality and trust, communication skills for liaising with parents, teachers and other staff, caring, analytical, problem-solving, decision-making, team-working, time management, stress-management, organisational and active listening skills (National Mentoring Resource Center , 2020). These skills are important as I have to continuously interact with the SEND children, undertake group-based activities, and liaise with my inter-disciplinary team and parents. 
On undertaking an evaluation of my own skills, it could be stated that I possess most of the skills which are required for becoming an effective practitioner. These skills include interpersonal skills like empathy, trust, excellent communication skills team-working abilities, ability to multi-task, I have a proactive nature and I have good problem-solving skills. Above all, I am a mature, flexible and professional person. As per Foronda, et al., (2016), communication with service users is compulsory for framing a personalised treatment plan. Therefore, my communication skills along with interpersonal skills will help me to engage on an emotional level with the students and also communicate effectively with the parents and school authorities. Perhaps, it will also help me to engage community resources in framing a proper group mentoring programme. My excellent team-working abilities will help me to maintain a good professional relationship with the multi-professional team and yield best outcomes for the SEND pupils. However, the skills which require development have already been listed above. Working with the multi-disciplinary team the school setting as a social, mental and emotional health mentor would require me to demonstrate effective organisational, analytical, decision-making and stress-management skills. 
2) [bookmark: _Toc57471090]Training and development to new employees 
A most significant part of continuous professional development (CPD) is training and development procedures to improve, and harness skills required in the professional field. An Assistant Manager must be able to identify the learning and training needs of the newly recruited employees to help them adjust and be of value to the organisation (Noe & Kodwani, 2018). For this purpose, it is necessary, that the manager is self-aware and possesses exclusive knowledge about the various recruitment and training procedures. At the same time, the advancement of technologies and the rise of different health and social issues have made it necessary for the new employees to be highly skilled, aware and employ smart workers who are able to mould and change themselves according to the rising and changing needs of the organisations.
For holding the position of assistant manager and supervisor, on-the job training is very important. It provides scope for continual development. Various organisations such as ‘Institute of Leadership and Management (ILM)’ and ‘Institute of Healthcare Management (IHM)’ provide supervisory courses of the general level. There are various professional bodies which provide more specific training. The NHS has developed a ‘Graduate Management Training Scheme’ which helps to disseminate knowledge about various specialisations such as informatics, strategy management, finance and HRM. There are options of both ‘senior management training’ and ‘middle management training’ provided by the NHS (NHS , 2020). 
As I am holding the position of Assistant Manager, it is likely that I would be bestowed the responsibility of curating development activities and providing training to frontline professionals. Therefore, ‘NHS Graduate Management Training Scheme’ would be the most contextual. It will enable me to provide training to the professionals on different areas that can help them to maximise their knowledge and expertise (NHS , 2020). I would ensure that the professionals are provided with both mandatory and statutory training. Training areas would consist of ‘occupational health and safety’, ‘fire safety’, ‘safeguarding adults and children’, ‘codes of conduct’, ‘infection prevention and control’, ‘equality, human rights and diversity’. 
The training programme would be customised to suit the learning needs and learning styles of the trainees. The training activities would consist of theoretical concepts as well as practical training in the form of simulation and role play. In the role play, some students will play the role of managers while some students will play the role of new recruits. In this way, they will be inducted into their duties and responsibilities within the organisation. Providing them with a holistic overview of the organisation is also important. 
As per the leadership needs of an Assistant Manager, self-awareness needs to be enhanced with the help of reflection and meditation, while psychometric tests can be undertaken to perceive own self-awareness as that of the newly recruited employees so that the best training methods can be chosen to develop their individual skills or meet their individual gaps. The Myers-Briggs and Predictive Index can be applicable in this case as it will help in analysing the talents and capabilities of all the employees under a single scale (Tjan, 2015). The Myers-Briggs personality test enables in evaluating the psychological personality types to understand the way a person will react in a team or crisis situation and under work pressure. This also helps in the final selection and assigning the person to a team. Similarly, assessing the learning style of the employees based on the Honey & Mumford models helps in assigning the employees different roles which are Activists, Pragmatists, Theorists and Reflector, which provides them with ample opportunity to imbibe information skills in the most comfortable manner (Rolfe & Cheek, 2012). Similarly, Sarabdeen (2013), notes, that learners have different preferences and trainers need to identify and customise the programmes as per these preferences to not only ensure effective engagement and transfer of knowledge or skills but also yield the best outcomes from the training process. For this purpose the different learning styles proposed by Neil Fleming will empower the manager to design the training messages in visual, aural, written or kinaesthetic (VARK) basis. 
On the other hand, using a Johari Window or SWOT analysis methods can also be applied to identify the areas for skill development and the training needs of each of the new employees. It is important to note, that this tasks can be assigned to the employees during induction or immediately after and the feedback obtained from the employees can also help the Assistant Manager to devise effective learning and training methods for the employees (Ramani, et al., 2017). The Johari Window is most applicable for helping the Assistant Manager and others learn about each employee as well as in increasing their own knowledge about themselves. Similarly, SWOT analysis allows to find deficiencies, risks as well as opportunities and provisions that could be used for the development and training of these individuals.
Furthermore, an on the job training method can be applied for helping the employees work alongside the existing employees and learn about the organisation, while obtaining a practical knowledge about the situation. This helps in maintaining both productivity and assessing the competency. Alternatively, off the job training would involve online courses, audio-visual teaching methods, case studies and role playing. However, this could be tedious, time consuming and costly and therefore, in case of health and social care, on-the job training would be most applicable to be proactive and work in a collaborative way. Moreover, it is also important to note, that training requires enhancement of particular skills and capabilities, whereas development entails the ultimate growth of employees (Salas, et al., 2012). Development will thus involve different forms of training, coaching, leadership and mentoring. In the recruitment and training process, leadership theories like transformational leadership can be applied to motivate and nurture the new employees to adhere to the organisational goals and mission, while coaching and mentoring will enable in overcoming the barriers of teamwork and personality constraints. Coaching and training methods could thus be designed as per the tests and learning styles, while monitoring and modifications can be made based on the reflective feedbacks and evaluation of the employee productivity.
[bookmark: _Toc57471091]3) Reflection 
Reflection is essential to look back on events and ruminate on own actions and efficacies. It can be said, that reflective actions are a significant part of developing self-awareness, which is essential for every professional (Moon, 2013). Before the start of this course, I was quite apprehensive about the whole situation as I was unaware of the course requirements and the length of studying I have to do. However, the suggestions from my mentors appeased me on this clarifying my doubts and queries. I have always been a versatile and professional individual, who is able to effectively communicate and socialise with people, whereas, I am also a multitasker and proactive person who is always eager to learn and gather more information. My experiences of working in the sales as well as with children has imbibed in me skills like working under pressure, responding to client complaints, managing conflicts and problematic situations, ensuring safety as well as decorum. These factors were of great value in helping me through my learning process. In the first two weeks I learned on how to form a Personal Development Plan as well as the importance of Self-awareness and how it could be undertaken. This made me realise my gaps and weaknesses, while I also felt, that had I possessed such knowledge earlier, I could have further developed myself to obtain employment in more specialised areas.
In the third week we were able to explore the different employment opportunities based on our knowledge of self, the emerging trends in the professional world as well as our areas of interest. Based on my previous experiences, I have an excellent quality of working with children as well as understanding and resolving their problems. At the personal level I am also able to adapt positively to the changing trends and challenges. I have thus decided to apply for a post as a mental, emotional and social mentor to counsel and guide children and adolescents through their educational and career growth. On the other hand, the open book assessment was personally helpful in boosting my confidence. Furthermore, as we worked on the PDP plans and CV development task I felt more encouraged to seek out better career opportunities and areas of professional development that I must work on. My hobbies and interest in sports also contributed towards my selection of job opportunities.
Despite these, as per my audit of own skills and competencies, I must work on analytical, decision making and stress management skills. My experiences before the courses in my personal and professional lives indicated that while I am an adept problem solver, I often spent huge amount of time in analysing and decision making on the correct pathway and consult my seniors. Developing these skills will not only improve my overall leadership skills, but also help me direct others or subordinates in a professional space (Dixon, et al., 2010). However, I also faced some challenges during the course as I had to contact my supervisors and classmates over Zoom video calls or WhatsApp chats, while the Covid-19 situation was highly demoralising as it prevented me from socialising, or obtaining any employment that could have enhanced my skills. I have learned the importance of CPD to maintain and develop personal competencies with changing needs. This has been immensely helpful in keeping a tab on my skills during the course. The information on the UK’s employment laws, the recruitment and selection procedures has been beneficial in highlighting the tests that I have to go through and must prepare myself for.
After the course, I find myself as more confident and self-assured, that I would be able to obtain a proper employment opportunity. Identifying the alternative opportunities for employment also delivered me multiple options where I can seek work. This was highly motivational. I realised that I can work beyond the health and social care sector, with these skills and in future undertake either on the job or off the job training. While I prepared for the assignments after the completion of the course, I feel that I have come a long way within these weeks, gathering a wide range of information on different theoretical concepts and methods and now I am also able to advice others. I can be more critical in my work and undertake quick, independent decisions that will help me in my future endeavours. 
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