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1 INTRODUCTION

In this assignment I will reflect on my skills and competencies of my employability skills for my chosen career. I will include Personal Development Plan (PDP), to evaluate my skills and how to improve my abilities, include a plan to monitor if I am taking the right steps toward achieving my targets. This reflective report explains why it is important for an individual to have a personal development plan and how it helped me to understand how important these skills are. The second part of task 3 is about reflecting as a Assistant Manager given a task to assess the learning and development training method for new employees who are due to start in my organization. The third part of task 3 is another reflection report of my experience before I started this course and my experience after. Using analysis tools and model like SMART and Kolb’s learning cycle and other method that help to focus on improving employability skills.




















2 Personal Development Plan (PDP)
‘’ I never dreamed about success, I worked for it.’’ (Estee Lauder)
Pursuing true ambitions and staying motivated can be difficult for people, but if it is possible then they can try to make their future goals a reality. Creating Personal Development Plan could identify a structure and guidance to be proactive and eventually take steps in achieving their aims, (Rolfe,A, 2020)
Personal Development Plan is a self reflective written plan to monitor someone goals to improve, this is written in details about their academic, personal or career goals. This is usually created in a workplace or when studying, it helps to establish and identify a individual’s strengths and weaknesses the how it can be tackled.
When a Personal Development Plan is created it should be accurate and realistic on the personal goals detailing on if it is short term or long term. On their development area the person should be specific on the key points of their work, education and their improvements. The plan should also identify the obstacles an individual may what is required to overcome obstacles, if faced with difficulties in their career how they should tackle the situation so they can move forward.
The most important part for Personal Development Plan is to monitor and track the way specific concerns are tackled and if it is going in the right direction on improvement. It is very crucial in monitoring it helps someone in motivating them to keep up with the challenges and maker action plan when facing obstacles. Personal Development Plan should be realistic and should have a set timescale; the person doing the plan should realize if objective is not achievable then it might require balancing.   













3 My Personal Development Plan

	Skills
	Action Needed
	Short-term
To accomplish in 3-6 months
	Long-term
To accomplish in 1 to 2 years

	Opening my own restaurant business
	Finding finance and sponsorships

	Show Business plans to banks and financial institutes
3 to 6 months
	To open business and running a successful organization 1 to 2 years

	Management of employees
	Advertising vacancy to job websites and relevant channels
	Interviewing candidates and choosing right candidates, 6 to 9 months
	Train the right suitable employees to start the job, 1 to 2 years

	Leading people
	Good communication
Trust my team
	Give feedback to employees, positive attitude 9 to 12 month
	Encourage creativity, monitor employee well being, 2 years

	Improve IT Skill
	Practice on computer, improving on balance sheet for wage/expense/ expenditures
	Using technology in marketing, payroll etc. 6 months to 1 year
	Confidence in using IT, dealing with orders and payment system, 1 to 2 years

	Expanding  business
	Partnering with suitable business partner
	Financial availability and good profit
2 years and over
	Good manager in looking after business, 2year and over.















4 S M A R T

When establishing what is necessary to achieve  and what is required to take action, it is best to set a SMART, (specific, measurable, attainable, relevant and time-bound). This tool can be used when establishing Personal Development Plan for certain goals that motivate the person and writing down the challenges that required to respond. When steps are taken toward achieving the plan the objectives on the list can be crossed off one by one. Using SMART goal setting assist in motivating and thinking about how a person would like his ideal future to be and make you realize the distraction that can lead to of target.
I have used SMART for my Personal Development Plan, so I can identify my plan is specific, measureable, attainable, relevant and time-bound. This tool will assist me in tackling my objectives and making sure these goals are realistic.
Specific: I want to open a business and require finance to open a restaurant; I am looking for financial sponsors to make this possible. Next step is to plan on looking for right job candidates to start the job when opening the business. Leading people in workplace and keeping employees happy and positive so the business increase in profit, open to expand the business and employing more people. I need to improve on my IT skills and learn methods on using spreadsheet, payroll, orders, expense and expenditures; this can help in marketing, advertising and spread reviews of the business. 
Measurable: Is it possible to find financial help to open business, if I have the right business plan to make this possible. I need to establish if I can manage a business and if I can lead my employees working for me? I can ask if I am good in communicating with others and if people think I am good a good listener with a positive attitude. I have to show my passion on having my own business and if I can deal with any difficulties I may face, also how to deal with if the business is not bringing in profits. 
Attainable: I should have a second plan incase I am not able to get right financial help from sponsors or lenders; I could ask friend and families for financial help to open business. I should consider if I can manage people and if I have the confident in running a successful business.
Relevant: I need to establish if I need to involve outsiders like sponsors in opening my own business, I have experience in running business in past. I can get managers to lead my workers and run my business if I don’t have the confidence in managing the organization. 
Time-Bound: I need to identify if my aim is achievable within the time frame, if I can reach my financial goals with the 6 months and if I can start running my businesses within 1 year. If I can employee people on the right time before I open the business and after, hoping to train people and develop my own skills within 3 months to 1 year. I hope to have good profit and increase productivity, my ambition to expand my business to more customers.



5 Role as an Assistant Manager

As an assistant manager I have been asked to assess the learning and development training methods of my new employees who are due to start in my organization. I have to identify what theories I can use to help these new employees in developing their skills so their performance at work is effective. The first theory to consider is the Professional/Personal Development Plan for each new employee this covers the skills required and seen important for working life. The second theory is using a model called ‘Kolb’s Learning Cycle,’ (Kolb 1984) this looks at learning and skill development. 
 PROFESSIONAL/PERSONAL DEVELOPMENT PLAN
This plan is documented between the employee and their manager in the workplace, it establish what skills the employees possess and which skills to develop to address the business needs and succession. First is to encourage employee to establish their personal and career development goals, these goals could be public speaking skill, assertiveness skill and technology skill. The next step is to establish work development needs for employee so their development plan is in coalition with the organization. Once this has been identified a formal training plan is noted and the timeframe given so the employee is aware that training is provided as soon as possible. As an assistant manager I would give the support to the management to implement the action plan and support any changes, also give support to employees so they don’t face any obstacles. Lastly, it is important for employees to reflect on their development plan so both employee and management can see what went well and what didn’t, (investor in people).
KOLB’S EXPERIMENTAL LEARNING CYCLE
This model can be used in assessing the learning and development method for new employees in the organization. The model is used as the basis for developing training and development program and the concept is that when learning new skill people go through 4 cycles. 
· Concrete experience
Employee show what skills they already have and what experience they have.
· Observation and reflection on experience
Employee’s knowledge and how much they are aware about their capabilities.
· Theorizing and development of ideas
Analyzing what the employee could have done well and what needs to improve to further their career.
· Testing the new concepts
This stage employee can identify what they could have done to do better, both employee and management to support them in changes and give the opportunities in further training and development.
S M A R T GOAL SETTING
Another tool to use is SMART goal setting for the new employees joining the organization; this will help the employee to prioritizing their goals in order to achieve. The management is to support their employee in training development and establish if it short term or long term. Both employee and management should stick to the SMART, (specific, measurable, achievable, relevant and time-frame), both can monitor if the steps taken is effective and deal with any difficulties. After establishing the goals the assistant manager can give support to both employees and management to make sure the new employees training time is given without causing delays at work. 

Common problems new employees have when they first start is not knowing how the organization operates and the communication will be between colleagues and management. New employees will be nervous and they are expected to follow a steep learning curve which can be stressful. Some employees may find it difficult to mix with team members and they may have their own working styles and preferences. They may also have old habits and find it difficult to shed their old habits, so it is important the employees understand the process in the new job. When there is downtime new employee may consider in helping other team member without thinking it may cause some complication, it could be helpful to keep a list on ‘’down-time’’ for further learning and training. Management can establish which employee is taking time to learn the business process and which employee is quickly grasping the job role. When both employee and management have achieved their goals and increase their performance they will feel invested in the business and work harder, (Molony,S, 2020).











6 Reflection on Experience

Before I started University of Wales Trinity Saint David, I no idea what to expect and how I will react to learning again after so many years. Last time I went to school was over 30 years ago and I remember that learning was different compared to school in present. The GCSE exams taken was to revise the subject taken in past 4 years and on the 5th year we were given an exam date to answer on what we have learnt. I did not have any computer to learn online or any digital help to research the required information, but was given GCSE books to go through the lesson that was taught. I admire on how children are more confident in using the computer and have no hesitation in using different methods, for IT use I am less confident and hesitant on using it. Before starting UWSTD I had doubts on using the computer for my study and occasionally I have thought about not starting the course, in the beginning of the course I felt overwhelmed of the tasks like submitting assignments. After meeting other students and the tutors taking the lessons I felt more ease knowing some student were facing the same uncertainty and the tutors are friendly and approachable. After leaving school I have continuously worked in the restaurant business as chef and manager and eventually opened my own business. After my business closed due to not having any support from others and I had to do everything on my own. Then I have decided to work as a self employed taxi driver which is suitable for me, this gives me flexibility and I have my own choice of when I want to work and for how long without answering to anyone. 
My academic skill was non existence before I started UWSTD and since I left school I did not require in writing reports or anything like this, so this course have given me the encouragement that this skill can be improved by practice. 
I have never required to do any research or finding information for academic use, after starting this course and given assignment tasks I am always using websites and looking at written reports. I feel this is enhancing my cognitive skills of critical thinking, analysis and synthesis. 
At school my generation did not use the computer and had 1 or 2 computers for the whole school to use, so my understanding of IT was done later in life. After buying a new computer at home and later I bought a laptop, I was getting use to the basic on computer use. Since starting the course in UWTSD, I am using the laptop more and using the likes of spreadsheet, formats, insert and many more. If I had not start this course I would not have used these method as it would not have required for me do this, I feel now my IT is improving and I hope to increased my knowledge on computer.
I have done presentation, mock interviews and other interactive activities with fellow students and tutors and I feel I have upgraded my interpersonal skills. I am able to listen to others, negotiate, persuade and comfortable in presentation, I still feel nervous about these objectives but I feel I can tackle it when it is required. 
When it comes to problem solving and decision making I have been able to tackle any barriers and come up with a result. As I am self employed at present I have to deal with problems that arise and have no one else to turn to for second opinion. With decision making I have to make my own decision and go with my instinct not knowing how it can affect my earning. Since doing this course I am aware of the method I can use in problem solving and decision making, if I had not done this course I would have not known of this process. Now I feel my problem solving and decision making is improving and I can proudly show this skill in my CV.
My self-management skill is also required attention for improvement and before starting this course I had not focus on my timing. I am more aware of that I need to record my tasks and give a time-frame to meet deadline, I feel I had more flexibility on the work I do, so when facing submission date it was a shock to my system. Now am able to focus on my timing and making sure I deal with my assignments and reports with enough time. 
My future goal is to open a restaurant business in future and since I have done this course I have the ability to conduct research into business and management issues. I need this skill for marketing my business and leading people in running the business. I feel I have a better understanding on what I need to do before I start my business and after.
Before I started this I have never heard of self-reflective skill, although we all at some point think on what we have done and how we should have done things. Since doing this course I now have a better understanding that self reflection is important on how to improve performance at work. I feel more comfortable in writing down on what needs to be done and how I can achieve my goals and this would have been easy if I had not lernt this from UWTSD.
















7 CONCLUSION
For this report I have looked at Personal Development Plan and written this in step on what I need to do to improve my certain skills and how to achieve my goals. There are different tools and method can be used to get a better understanding and evaluating my skills that can help me for opening my own Indian restaurant. I have also reported on how an assistant manager can assist on training and teaching new employees at the workplace using the same Personal/Professional Development Plan and self reflective model. The last part of the assignment I have written a reflection on my experience before I started the course in UWTSD and after. This journey has broaden my knowledge in academic skill and my employability skills, I am hoping to open and run a successful business but if this is not possible I can show employers that I have the relevant skills for them to class me as a suitable candidate. 




















8 REFERENCE

The Business Student’s Guide To Study and Employability
Morgan, P, 2017, Sage Publishing
Personal Development and learning pg 18 to 45

2011-2020, (., 2020. Personal Development Planning | Skillsyouneed. [online] Skillsyouneed.com. Available at: <https://www.skillsyouneed.com/ps/planning-personal-development.html> [Accessed 03 November 2020].
The Balance Careers. 2020. 6 Steps Help You Coach Employees Effectively. [online] Available at: <https://www.thebalancecareers.com/use-coaching-to-improve-employee-performance-1918083> [Accessed 10 November 2020].
Simplypsychology.org. 2020. [online] Available at: <https://www.simplypsychology.org/learning-kolb.html> [Accessed 04 November 2020].
Investors in People. 2020. Employee Development Plan - Everything You Need To Know. [online] Available at: <https://www.investorsinpeople.com/knowledge/employee-development-plan/> [Accessed 11 November 2020].
Lifehack. 2020. How Self-Reflection Gives You A Happier And More Successful Life. [online] Available at: <https://www.lifehack.org/696285/how-self-reflection-gives-you-a-happier-and-more-successful-life> [Accessed 12 November 2020].
Hughes, J., Keeton, B., Morris, W. and Morris, W., 2020. How To Set SMART Goals (With 5 Examples). [online] Elegant Themes. Available at: <https://www.elegantthemes.com/blog/business/smart-goals> [Accessed 12 November 2020].
Molony, S., 2020. 5 Common Issues New Employees Have When First Starting. [online] Zoomshift. Available at: <https://www.zoomshift.com/blog/common-issues-new-employees/> [Accessed 13 November 2020].
reed.co.uk. 2020. Personal Development Planning: What You Need To Know | Reed.Co.Uk. [online] Available at: <https://www.reed.co.uk/career-advice/personal-development-planning-what-you-need-to-know/> [Accessed 14 November 2020].
Mindtools.com. 2020. SMART Goals: – How To Make Your Goals Achievable. [online] Available at: <https://www.mindtools.com/pages/article/smart-goals.htm> [Accessed 14 November 2020].




Lifecoach-directory.org.uk. 2020. The Benefits Of Self-Awareness In The Workplace - Life Coach Directory. [online] Available at: <https://www.lifecoach-directory.org.uk/blog/2019/05/20/the-benefits-of-self-awareness-in-the-workplace> [Accessed 20 November 2020].
Simplilearn.com. 2020. Why Are Employability Skills Important. [online] Available at: <https://www.simplilearn.com/why-are-employability-skills-important-article> [Accessed 24 November 2020].





