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1.1. Analysis of current skills set to identify gaps needed to be filled in order to be a suitable candidate for chosen career.  This portfolio is comprised of three parts.
1.2. A personal development Plan, (PDP) produced as intention for use to further develop skills identified as lacking, 
2. Evaluation of learning and development training methods for new employees.
3. Personal reflection of experiences before and after completing level 4 Cert HE :Skills for the workplace.

1.1 SKILLS CHECK                  
For an individual to inspect the set of skills they have acquired thus far, it is necessary to be aware of what they are, some level of self-awareness is required. This is the ability to recognise the diverse aspects of self (Eurich, 2018). 
A person’s skill set is described as the abilities, knowledge , strengths, weaknesses and experience the individual has acquired in order to accomplish various tasks in a variety of settings, (Doyle, 2020),(National Careers, 2020.) Skills/abilities can be categorised into assorted categories, including, 1. Hard skills, which can be transferable – used appropriately in a variety of settings, e.g. work (National Careers 2020), practical, and efficient skills. 2. Soft skills are attributed to an individual’s personality traits, how a person thinks, feels, behaves and interacts with the world. 3,.Knowledge based skills characterise the embodiment of facts, on a given subject matter (Indeed, 2020), (Kenton, 2020) Skills can be revised and  enriched through various channels, being education, training, volunteering,  work and life in general (Skillscan, 2020). There several tool/methods available designed to assist its users to discover also develop  awareness of themselves and  personal skills. Such tool includes Myers, Briggs Type Personality Indicator, a test that presents  information on personality types, traits, strengths, weaknesses and possible career paths, in conjunction it discloses aspects of self not previously aware of, as with Johari window. A model with four areas representing information, about ourselves that only we know, that of which only other people know, areas in which no one knows, and the information we allow others access to (Morgan, 2017, p. 29). SWOT analysis is also used in the process self-discovery, highlights strengths, weaknesses, opportunities and threats. Career opportunities, and skills diagnostics were performed using several such tools, personality, insight, learning styles  and careers skills check quizzes/tests in order to establish accurate/conclusive results. Combined results from the various tests and quizzes revealed that my personality type, motivations, strengths, career aspirations, skills and abilities ranked highest within the social field. Results further acknowledged both minor and significant  skills gap which are required to be filled in order to meet the criteria for desired career in events managing. This career will allow me the freedom to be self-employed, include and use existing skills as catering manager and fulfil my passion of helping others along my/their journey.
Skills and knowledge identified as needed for an events manager (National Careers Service, 2020).
1. Communication skills, to send/receive/understand messages in a verbal, nonverbal or nonverbal fashion, using sounds, symbols, body language and expressions.  (Hanson, 2012, p.3), (Morgan, 2017, p. 245 - 247), (Mind tools, 2020), describes communication as coded messages sent via various medium including words, expressions, how voice is used etc. With or without words and by using body language.
2. Teamwork as described by (Morgan, 2017,204), (Driskell, Salas, Driskell 2018), as several people working together as a single unit to accomplish a common objective.  
3. Customer service, the level of support, politeness and satisfaction demonstrated to the consumers  who use the services of a business (Entrepreneur Europe).
4. Accept criticism, to agree or take, judgements of disapproval or mistakes as according to (Oxford Language). (Cambridge Dictionary), receiving opinions of good/bad qualities of yourself or something you have done.         
5. Work under pressure, dealing with difficult situations outside of your control that are likely induce stress (Careers Centre, 2020).
6. Business management, describe by  (Human Resources 2020), is using accessible resources to accomplish company goals and objectives by means of coordinating, collaboration and directing all aspects of business activities.
7. Monitor performance,  according to (Collins, 2020) is to  continuously check the  progress      of actions/ activities.
8. Leadership, (Zaleznik, 2004), states in his article, requires the ability to affect the thinking and behaviour of others.
9. Business management, amongst other interpretations, is the ability to use a mixture of skills, processes and resources to achieve company aims and objectives(Learning, Studying, Education, 2019).


[bookmark: _Toc58839113]PDP                                       
 PDP or Personal Development plan is an action plan designed to assist in the development of skills, knowledge and behaviours. This plan consists of variation of approaches and avenues used to assist the user in regulating personal and professional growth. A PDP is  an important aspect of self-development, it illuminates ones  strengths and weaknesses, additionally, provides a road map  of necessary actions required for advancement. An effective PDP requires SMART goals, specific, measurable, achievable, realistic intentions to be achieved within an adequate but definitive time span. In order to construct  an efficient PDP, the composer is obliged to establish the aim of the plan, what is hoped to be achieved, set goals, decide on the best course of action in which to accomplish goal that have been set a time frame in which actions need to be accomplished. Determine whether success has been  made in meeting objectives. Set goals that can be achieved alongside existing obligations, making sure you have the necessary resources, considering your learning style to be able to choose the most effective course of action regarding training and development (Morgan, 2017, p. 41).
Exhibited below is a PDP intended as a basis of performance, in order to gain the additional skills required for chosen career. 
  
	Training/ learning Development needs
	Importance of development needs
	Current Level
	Desired Level
	Activity.
Resources required
	Timeline to accomplish activity
	Evaluation,
Review

	Accept criticism
	Sometimes unable to see own mistakes.
	27%
	100%
	Cert HE Skills for the workplace lectures
	2 years
	 3 months

	Work under pressure
	 Stay productive when problems arise
	46%
	100%
	Voluntary work 
Training
Education

	2 years
	 3 months

	Leadership Skills
	Collaborate motivate employees to achieve targets
	Level 4
	Level 6
	Cert HE course lectures
	2 Years
	3 months

	Business management
	Administer skills to meet company objectives
	Level 4
	Level 6
	Cert HE course lectures
	2 Years
	3 months

	Computer literate
	Most learning activities now take place on-line
	Level 2
	Level 3
	Training. visual aid internet access
Computer/
laptop
	2 years
	3 months


Note: All activities have been given two years in which to be completed as engagement with current studies, which commence for an additional two years,  further enhance these skills.
Overall a satisfactory PDP, when executed effectively ,rewards the user added personal value, as a result, one can be of greater value within the business/marketplace, offering further benefits of success and happiness in personal live (Rohn, 2012).  
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As deputy head of a company, I have been assigned the task of assessing learning and development training methods for new employees. This requires identifying and measuring the learning needs identified within an establishment in order to enhance employees conduct as well as achievements skills and knowledge gained through participating in various training practices and programmes. Furthermore, this ensures the continued growth of each participant  and the successive growth of the organisation (HR-Guide 2018).
The term, training, learning and development have been used together to describe the appropriate actions taken in order to up skill and improve performances. Alter, how experiences are understood and interpreted. Lastly, strategies and tool used for adapting to ever changing environments within and outside the workplace. Personal learning and long-term development are essential to adjust work ethics and values with that of the company. Interaction with various training and learning activities stimulate personal and professional growth, likewise to career advancement also expands opportunities within the labour market.     (Maund, Schriek, Tinkler, 2017). The effective screening of suitable candidates provides assurance that the appropriate applicant to fit job specification has been selected. However, not all employees new to the establishment possess all the necessary job-related skills, plus knowledge of company policies and procedures to be entirely competent within the role. As the company’s effectiveness and success is attributed to the staff who represent and work therein, further training then becomes a requirement. (Olaniyan, Ojo, 2008). Consequently, organisations that choose to further invest in training new entrants ensures, coherent, skilled staff, employees who feel valued and appreciated for their efforts toward company achievements  content within designated roles. Staff become more adaptable to change and confident in dealing with challenging difficulties triumphantly, thus keeping up to date  with competitive changes in work /career trends. In addition, the establishment experience increased company efficiency/productivity higher level customer satisfaction, resulting in greater profit margins  Effective learning and development programmes are used to improve skill, knowledge and understanding of company objectives, also, to that of the selected role specification. It is estimated that organisations spend 51.4 billion per year on training to facilitate employee learning retention and job behaviour (Benson, 2018), (Jha, 2016). In relation, this assists the company in retaining  its employees which in turn,  saves money on the process of hiring new staff to keep the company operating  at its highest potential. Furthermore, personnel  are more likely to be committed also enthusiastic within selected job role also company.(Daramola, Daramola, 2020) . Information from the University of York, suggests that,  it is the responsibility of the  employee to agree to take part, likewise complete essential training offered by the organisation. and to keep accurate, reliable records of training and development activities (York University), although for any business to be successful it is also the responsibility of the organization to invest in training for its employees as this investment results in the efficiency, productivity and increased success of the business. (Olaniyan, Ojo, 2008). However, it is additionally the duty of the employee to invest and commit to continued professional development, an invested commitment that assists in documenting the structure direction, and effectiveness of various training, learning and development activities (CDP certification Service).
The Implementation of training and development cannot be initiated until an organisational inquiry has been conducted, in order to establish available  resources needed along with implied costs. The learning styles/development needs of individual trainee/s should be taken into consideration also as everyone has a preferred or combined mixture of styles in which he/she learns best. This assures that the most effective training method/s have been adopted to ensure training objectives have been achieved in accordance with the requirements and objectives of the organisation for which the training is aligned to support, training is offered by business establishment or initiated by the employee themselves.  (Olaniyan, Ojo,2008), (HR Guide).         
See below image demonstrating stages of training and development 

                 Figure 1: Stages of Training and Development (google,2020).
[image: Training and Development Definition & Importance | Human Resources (HR)  Dictionary | MBA Skool-Study.Learn.Share.]                                             





The Implementation of training and development cannot be initiated until an organisational inquiry has been conducted, in order to establish available  resources needed along with implied costs. The learning styles/development needs of individual trainee/s should be taken into consideration also as everyone has a preferred or combined mixture of styles in which he/she learns best. This assures that the most effective training method/s have been adopted to ensure training objectives have been achieved in accordance with the requirements and objectives of the organisation for which the training is aligned to support. After which a review/assessment to detect the effectiveness thereof. (Olaniyan, Ojo, 2008), (HR Guide).         As previously mentioned, learning takes place in a variety of ways. To elaborate on this theory, we shall look at Honey and Mumford’s model of (1986), which explains the various styles in which knowledge, understanding, attitudes and skills are acquired, further expresses that the ability to demonstrate newly learned skills 

                              Figure 2: Honey and Mumford Model (Google 2020).
                         [image: honey mumford - learning style]
  The above image depicts four learning styles which are different from each other. 
1. The reflector, spends a great deal reading, researching. They learn by reviewing and thinking about the situation from various angles/perspectives before deciding on a course of action. Known to demonstrate good listening and observational skills, however, also known to be daydreamers and slow to act. 
2. Theorist like to link theories to new situations. Logical, analytical learners seen as perfectionists. They have foresight and work with a structured approach. 
3. Pragmatists are practical learners. Functional, experimenters, like working with original suggestions and thoughts. 
4. Activists prefer to learn by doing. Activist are quick thinkers who like to take part in new activities. learn through being hand on in a situation, hence learning through work experience, training whilst on the job are considered effective in development 
There are a  variety of methods and techniques used to deliver, reinforce and support the various training, learning and development needs of each individual employee. It is important to use a variety of methods to impart knowledge and understanding enabling all styles to be catered for, also encourages trainees to build the weaker aspect of their styles. Training learning and development  takes place within, also outside the workplace, actual training whilst working, shadow work, task rotation, verbal instructions, simulations, are a few examples of inhouse training. Training outside the workplace could include conferences, formal education and case studies just to mention a few.
Individuals are strongly encouraged to seek outside development and training to show commitment and willingness to grow Honey and Mumford, 1986), (Raheja, 2015), (CPD Certification Service), (Maund, Schriek, Tinkler 2017, p. 336-354).
3. REFLECTIVE ANALYSIS OF UNIVERSITY EXPERIENCE       
This reflective report is intended to give an account of personal experiences before and after time spent submerged in higher educational activities. To Further acknowledge learning outcomes and highlight any variation the practices have made towards personal behaviours, attitudes, skills and knowledge.
Prior to attending university often experiences within my home, work life and friendships were perceived to be tedious, challenging and relatively problematic.  On occasions friends and family have accused me of having a bad attitude (Linton, 2014), being narrow minded (Golding 2010) , inconsistent, (Wilmott, 2018), selfish and moody,(McDonald, 2017), amongst other things. I would take exceptional offence to such remarks, as quite contrary to the opinions voiced,  I saw myself to be the total opposite. Selfless in my actions to assist and please others. Complacent in erecting healthy boundaries, leaving no time for self and always giving in to other people’s points of view for worry of causing a confrontation. Ceaselessly I strived to achieve balance between home, work and social life, whilst continuously seeking  opportunities to utilise my skills and passions as avenues to create an entrepreneurial platform in which to build a sustainable career and financial stability for myself and family. In addition, provide opportunities for employment, expansion and development within the community.  Considerable time, effort and finances invested in numerous business ventures would yield very little rewards.  Despite repeated attempts, nothing fulfilled its maximum potential resulting in feelings of disappointment, failure and incompetency. 2014, saw the closure of my most recent business, of which I was so proud. The business grew at a rate which I had not experienced until this point, I started to see returns on my investments. Business was more than I could manage alone, for the first time, the need had arisen to employ staff. Unfortunately, the extra responsibility that comes with the whole  procedure was more than I knew how to manage, it would appear that no matter the repeated efforts and strategies implemented I was unable to direct newly employed staff to behave in a manner conducive to that which they were being paid for As a result, the reluctant decision was made to close shop. I also concluded it was time for a change, I would need to take responsibility for the outcomes in my life instead of attributing my dispositions toward any/everyone except myself. Something had to be done, by now I was feeling utterly desperate , I was becoming increasingly anxious, also displaying signs of other stress related illnesses (Chitre, 2019).
2019, I enrolled at the University of Wales Trinity Saint David (UWTSD) on the Certificate in Higher Education: Skills for the workplace course, in the hope that I may learn and apply new skills/knowledge in order become more successful within both my personal and professional life. Successful completion of three years engagement on this course would lead to a final accreditation of BA Leadership and Management. It came as a surprise to learn I, was amongst the 95% whom (Eurich 2017), suggests, presumed themselves to be self-conscious as I had dedicated the past five perusing likewise exploring the various aspects of myself, taking the form of paid/unpaid work, self-help books, meditation, yoga, college courses and counselling, etc. Learning via this method offered slow results, often I observed myself to be going round in circles or feeling somewhat confused. University introduced various theories and practices,  such as Kolb’s learning cycle, (see  below figure 3), which explains that learning takes place through 1, experience, foundation on which knowledge is based, 2, reflecting, observing the what’s, whys, when’s. 3,Conclusion to learning, what if anything could be done to improve performance. 4, Experimentation implementing/practicing lessons learned. (Morgan, 2017).
  
        Figure 3: Kolb's Learning  Cycle (1984), (Google, 2020).                                                                                                                              
[image: Benefits of Experiential Learning & Kolb's Learning Cycle for Training]
                   
Practical involvement coupled with objective observations towards additional lessons on academic skills, personal/career development, problem solving, and 21st century enterprise, has been substantial, in the development of self-awareness. Personality quiz results have help to expand understanding of self, as with university have offered instructions and tools to assist with improvement. 
UWTSD has been concise in imparting information, formatted and delivered in a variety of methods contributary to development. I have also realised that previous outcomes perceived to be less than desirable, were due to lack of personal also business awareness. Planning, implementation, commitment and grit, described as having strong emotions and determination towards continuing goals, (Duckworth, 2013), are imperative to success, combined with continuous personal and professional development. Acquired knowledge and skills have been demonstrated through accomplishment/results of various assignments, however further observations still present gaps in need of further development.  
With the knowledge I gained over the past 12 months of study at university, it is my intention to complete the remaining 2 years in order achieve the accreditation of leadership and management. Additionally, I shall create further PDP’s to assist with improving existing gaps in academic skills, likewise, a continuous professional development plan (CPD) to aid professional and career development.
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