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[bookmark: _Toc532313843]Introduction 
Working in any professional organization requires a certain level of skills and understanding. Having these skills helps people to excel in their performance. The way in which one interacts with others in the manner in which every individual deal with the work determines the success or loss of any employee. The most important thing is that the person should have an interest in his or her work. It is very important to be passionate about anything that the individuals are doing. This will reflect in all the work that is done across the board. The work environment will also be better when people are able to do their work with happiness and joy. It is also important for the employee to take initiative. It is essential for anyone to be the first in any kind of task that is to be completed. Always keeping in mind all sorts of possibilities which might incur will help individuals to be prepared for anything. Organizing work will also make it easier to keep one's work in proper control and not let the work take control of us.
In order to understand the skills required for any employee to work within an organization, this assignment will focus on the professional development plan in the context of working in the Royal Mail company. 
[bookmark: _Toc532313844]Understanding the skill and knowledge
Working as an employee of Royal Mail, it is important to be physically fit. Individuals have ability to carry weight of 11 KG. As explained by Armstrong and Taylor (2014, p.135), it is also important to have good communication skills as finding addresses/post code. Dexterity is also important in dealing with all type of mail. As stated by Whitehall et al. (2018, p.243), it is important to have a very calm and comforting personality to deal with customers. Teamwork skills are also very important, a person needs to be willing to work in a team and be able to work in sync with everyone else in the company. It is also important to be able to do such repetitive work again and again. As stated by Stott et al. (2015, p.199), one needs to have patience and softness to do the same work again. Employees will have to sort all the mail and organize it safely and securely. The mail is also transported to other mail centers, so dealing with such formalities is important.
[bookmark: _Toc532313845]Demonstrate red lines for employability 
There are certain red lines regarding employability which every employer needs to keep into consideration. Applying for the position of a manager, I do not have these following shortcomings. As explained by Stewart (2014, p.230), it is very important to have proper discipline and follow all the rules of the organization. In Royal Mail, I have followed all the rules of the company; I respected my fellow employees and did not disrespect the senior managers. Punctuality is also very important to work in any organization, it is important that we not just reach the office on time but also finish all the work given within the stipulated time (Royalmail.com, 2018).  In Royal Mail, time is the most important thing to consider as we have to deal with thousands of mail items, and it is important to deliver all the mail on time. As stated by Allen and Penuel (2015, p.125), it is important to be able to work in a large group and as an employee of Royal Mail, I was required to coordinate with fellow managers and senior officials. It is important to listen to senior Managers and follow orders and instructions. Any person that is not able to follow the day plan could result in failure which could damage the repetition of company. It is essential to follow the plan, to achieve the set goal by company. 
It is really important to value the customers and understand their needs. Any person not having the ability to listen will not be able to work in any organization. It is also important to be able to understand the core values and objectives of a company. If someone is not interested in the work, he or she is doing then that is a huge red line for the company. I am really passionate about my work. 

[bookmark: _Toc532313846]SWOT Analysis, Smart objectives template

	Strengths 
· Good Communication
· Fast Reading and Writing
· Problem-solving skills
· Customer Relation Skill
· Problem Solving Skill
	Weaknesses
·  Man management
·  Lake of team Collaboration knowledge

	Opportunities
· Increase in knowledge
· Promotion
· Better working environment
· Better mentality
· Increase in salary
	Threats
· Unable to coordinate with team members
· Complaints from internal customers
· Shifting to another job position




Table 1: SWOT analysis
(Source: Influenced by Allen and Penuel, 2015, p.125)
Working in Royal Mail, I have developed certain skills like being able to read and write really fast. Dealing with several emails in one day helped me to be more dexterous in my work. I am able to deal with a lot of workloads which will be useful while working as a manager as I have to deal with a lot of issues. I also have to address health and safety issue on daily basis. As stated by Allen and Penuel (2015, p.29). Working in the Royal Mail as a manager, I will be able to learn new things and gain experience. 
I will be able to develop and improve upon these skills, timings might become an issue as it might be difficult to be able to coordinate all the work. 

	
skill 
	Specific Task 
	Measures 
	
Agreed
	
Realistic 
	Timings
	comments/actions 

	

	Planning
	To attend a large number of mails and details related to tracking of the mails.
	All the mails to be organized systematically.
	Yes
	Yes
	Week 1
	Writing down the task which need to be completed and keeping a track of the work which, we are assigned will help in proper planning of work.

	Quick decision making
	To distribute mails to different addresses. We need to make quick decisions to be able to distribute all the mails on time.
	The mail needs to be distributed on time and to proper addresses.
	Yes
	Yes
	Week 2
	The mails are to be delivered to the exact locations.  

	Dexterity and perseverance
	To write down the addresses of all mails which have been distributed
	All the addresses should be written accurately and in a systematic manner.
	Yes
	Yes
	Week 3
	The work needs to be completed in a short of time and hence it is to be done as fast as possible but accurately.









Table 2: SMART Objectives
(Source: Influenced by Whitworth et al. 2015, p. 121)

[bookmark: _Toc532313847]Understanding for personal strength 
The personal strength of an employee is reflected in the person's success in the workplace. The given description is going to explain the qualities of an employee working in an organization named Royal Mail.

[bookmark: _Toc532313848]Employability Flexibility:
The employees of Royal Mail can adopt any situation in their workplace. They are very much adaptable in nature. As opined by Whitworth et al. (2015, p. 121) that the strategic study of Royal Mail shows the development of business due to the flexible behaviour of their employees. These strengths will also help to work as a manager in any organization.

[bookmark: _Toc532313849]Communication Skills:
 The interaction with the customers is very important to maximize a company’s business subject to Royal Mail. Thus, the communication skill of the employees is very important to run a business. As stated by Evers et al. (2016, p.127) that this skill will also result in effective work as a manager. 

[bookmark: _Toc532313850]Teamwork:
The effective team members lead to the promotion of a successful business. This idea is effective in Royal Mail as there is a very good interrelationship among the team members. It ultimately leads to a productive outcome. This skill results to an effective manager.

[bookmark: _Toc532313851]Establish Employment Goal 
The employment goals enable an individual to develop their professional, personal and technical knowledge and skills. As opined by Fletcher (2016, p.3) that the establishment of employment goals require the individual's knowledge, skills, and many other qualities. The employment goals subjected to the employees of Royal Mail which involves various objectives. 



[bookmark: _Toc532313852]Specific:
The word specifically refers to the specific training courses and the knowledge provided to them within the due period of training. It involves the specific knowledge about the efficient usage of the resources by Royal Mail.

[bookmark: _Toc532313853]Measurable:
The employee of Royal Mail includes its manager. As stated by Pais et al. (2014, p.278) that when a work is done by the manager of Royal Mail that person is getting appraised by his colleagues for customer services and for leadership qualities.

[bookmark: _Toc532313854]Attainable and realistic:
The employment goal is very important to be achieved by an employee of Royal Mail. The employment goal can be achieved by setting goals which are realistic primary goals. However, if an employment goal is not achieved by the employee of Royal Mail, he will face many hurdles. This can also result in the loss of development to his career and skill enhancement. Royal Mail Employee strives to create and maintain a healthy relationship with their customers. This will lead the company to enhance their employment standards (Royalmail.com, 2018). 
The employee should also possess qualities which are used to maintain a healthy relationship. Royal mail also possesses many other employment goals. These include certain objectives which are going to be discussed in this section. 










	
Skill 
	Specific Task 
	Measures 
	
Agreed 
	
Realistic 
	Timings 
	Comments/actions 

	

	Training 
	To attain a specific training course
To get an appraisal from the colleagues
To maintain a healthy relationship with the customers
Development of career and skill enhancement


	All the training courses should be conducted according to the time
	Yes
	Yes
	Week 3
	The commencement and the ending of the task should perform on time.

	Decision making
	Innovative ideas which leads to the business development 
	The employee should also get the opportunities to implement their ideas.
	Yes
	Yes
	Week 4
	Proper implementation of innovative ideas leads a business to its success  

	Adaptability
	Adoption with the business environment leads to the development of an employee’s career
	The adoption should be done properly by the employees.
	Yes
	No
	Week 7
	The work should be accurate and should be a proper one.







Table 3: SMART objectives for employment goal
(Source: Influenced by Whitworth et al. 2015, p. 121)

[bookmark: _Toc532313855]Career planning (individual Planning CPD template)
	A – Current role and future aspirations
Summaries the key areas of your current role 
· Knowledge about mails
· Handling with internal and external customers.
· Arrival and despatch records on daily basis
· Company Rules and regulations
State your long-term career aspirations. 
· To become a senior manager.
· To gain experience and knowledge working in Royal Mail.
· To be able to become an effective team leader


	 

	B – CPD Goals

	C – Development Needs

	D - CPD Activities
?


	
Improve my leadership skills 



	To understand how to coordinate work

Communicate more effectively
	Attend a seminar about improving your leadership skills

	To improve knowledge and skills about men-management
	Improvement of skills


	Watch informative videos at RM TV about manual handling and mail integrity/security.





	To improve communication skills




	To be able to effectively talk with everyone
To be able to have conversations whenever necessary






	Try to talk with people and engage in longer conversations
To ask for feedback from people I am talking with


	To improve my organization skills




	To be able to keep in track of my work

To arrange my schedule

To manage my time properly
	Read books on time management

Keep a schedule book and manage a schedule calendar.



Table 4: CPD template

	
What do I want/need to learn?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be?
	Target dates for review and completion

	Working as a manager I want to learn how to satisfy customers and get a positive feedback from them.
	I will also be able to better communicate within a group.
	I will need to get induction training in how to deal with staff/ customers.
	My success planning will get a  positive feedback from the staff/ customer.
	Week 1 to week 2

	
What do I want/need to learn?
	
What will I do to achieve this?
	
What resources or support will I need?
	
What will my success criteria be?
	
Target dates for review and completion






Table 5: learning goals
(Source: Influenced by Ganguly, 2017, p.65)

It is important to properly organize your career goals. I want to become a manager and am really passionate about my work. As explained by Ganguly (2017, p.65), to become a senior manager I need to improve my leadership skills. I need to be able to deal with a large group of people. Understanding the ideas and objectives of our career is essential. To lead a large group of people it is important to be able to improve one's confidence and personality. As stated by MacLean et al. (2017, p.96), I also need to improve my communication skills working in a big company it is important to be able to communicate with all kinds of people. I will need to talk with more people on a general basis and try to get their feedback. It is also important to widen my knowledge; it is important for me to have as much knowledge possible about mail handling. 
[bookmark: _Toc532313856]
Career Goal (Organizational planning)
The planning of the Royal Mail includes certain points which are subjected to meet the customer's demands and requirements.  As opined by Ekaterine et al. (2017, p.110), the planning for this is going to be discussed in a tabular format.
	Factors
	Description
	Application

	Workforce Development planning
	Developing the performances by the hard work of the active employees.
	The strategic study of Royal Mail includes its employee's hard work which brings profit to the company's business.

	Product and Services planning
	The main objective is to increase the number of competitors in the business environment.
	 It leads to a successful business of Royal Mail
 

	Financial planning
	The main part of a business plan which brings a great outcome to the business
	The implementation of a successful financial plan leads Royal Mail's business profitability.

	Expansion plan
	It includes marketing which leads to a major growth of business 
	Royal Mail is subjected to this idea.


Table 6: Organisation plan
(Source: Influenced by Ganguly, 2017, p.65)

[bookmark: _Toc532313857]Organization 

Person specification

Company name: Royal Mail

Job title: Operation manager
	Criteria
	Essential
	Desirable

	Qualifications




	 Possess graduate degree in business 
	Bachelor’s degree in the field of business
B. Sc in supply chain management
Bachelor of business administration

	Skills/competencies





	Possess managerial, leadership, Interpersonal skills
	Should be excellent in oral and written communication which is a part of interpersonal skills.
Should follow company’s norms and policies


	Knowledge



	Basic knowledge about business functions and operations
	Can handle various business situation 
Should possess a good knowledge about business functions subject to different situation

	Previous experience



	Any new entrant
	Experience of minimum 2 years in the field of business is preferred

	Experience
Required



	Any fresh candidate 
	Minimum 2 years’ experience in the field of business  will be preferred.


[bookmark: _Toc532313858]
Interpersonal Skills:

Being a part of Royal Mail, it is very clear that interpersonal skills help individuals to maintain a healthy customer relationship. As stated by Baruh et al. (2014, p.165) that the skills will ultimately lead to the development of an employee. This skill will also help to bring effective work as a manager of Chop Restaurant. This will lead the organization to gain profit by organized work.



[bookmark: _Toc532313860]Rules 
The first and foremost rule that Royal Mail include is the Employment policy provided to their employees. This section is going to be discussed about the policy in details.

[bookmark: _Toc532313870]Status 
Royal Mail provides a friendly status to all its employees. It is used to maintain a balance between the employee business relationships. It also signifies the management of the business environment. It possesses a good payroll to the employees. It provides job security to their employees. 
It involves certain policies which include various norms. There is a particular standard subject to the dress code of the employees working in Royal Mail. As opined by Whitworth et al. (2015, p. 121) that the employee should meet their criteria. The working hours for the employees include a particular time shift. There is no late working for the employees. When an employee work in the night shift they do not have to work in the day shifts. They provide job opportunities to the young workers. 

[bookmark: _Toc532313871]Money 

The money management of Royal mail includes its strategic financial management. This strategic financial management mainly focuses on the business opportunities provided to them.  The effectiveness of successful strategic financial management lies in the fact of business growth and development.  
Effective strategic financial management includes a good relationship with investors. As opined by Whitworth et al. (2015, p. 121) that it includes various strategies like budgeting, forecasting, and managing of the in source and outsource subject to a business.  The strategies are going to be explained in this section.
[bookmark: _Toc532313872]Budgeting: 
Budgeting subject to the employees is developed by the hierarchy of Royal Mail. The budgeting mainly focuses on the individual budget goals which include a particular target of the employee's performance. As opined by Whitworth et al. (2015, p. 121) that the approach of budgeting is used to increase the input of the company by increasing the employee's performance target. This concept also involves the revenues Royal Mail can achieve at the end of the year.

[bookmark: _Toc532313873]Forecasting: 
This approach basically highlights the fact of the number of revenues collected at the end of the year. This, in turn, will affect the Royal Mail's financial status. It also shed a light on the turnover of the business. Forecasting is mainly operational in developing of future financial status subject to Royal Mail. As stated by Pais et al. (2014, p.278) that this future development is done by analysing the previous financial data of the company. 

[bookmark: _Toc532313874]Management: 
Royal Mail possesses a very effective member group which include the management members also. The management of Royal Mail is very effective in its work. This provides a beneficial outcome to their employees as well as to their business. 

[bookmark: _Toc532313875]Plan for success 

	Factors
	Description
	Application

	Decision Making
	Strategic decision making  
	It is applicable in Royal Mail as its employees possess various innovative ideas. Thus, a successful business is achieved.

	Hard work
	The employee's hard work. 
	The strategic study of Royal Mail includes its employee's hard work which brings profit to the company. 

	Implementation
	The proper implementation of plan will achieve a great outcome.  
	The implementation of a successful plan leads Royal Mail’s business to a great extent.

	Exploring new ideas
	The innovation of new ideas. .
	Royal Mail is compiled to this idea.



Table 9: 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. Students after their study should be focused on the development of communication and problem-solving skills as well as their attitude. These are the key factors for their employability skills as a job seeker or for those who want to develop their career. As future employees, students should assess their 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 analysed the skill set required for a person to develop future credibility to enhance their professional life. These skills should be critically considered for development of a future employee.
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