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Introduction
The average person will spend more than 90,000 hours of their lifetime at work, so it is crucial to get along with colleges as it will make work a better place. The relationships people construct at work will have an immense influence on their lives such as job satisfaction, learning and using new skills, staff turnover, morale, taking time off and even their quality of life. (My World of Work, 2018)
If you are able to efficiently work with other people in the work place it will improve and develop teamwork skills and allow you to have a more productive and positive workplace. (Mind Tools Content Team, 2019).


Task 1
The importance of training into the organisation
According to Business Dictionary (2019), training is an organised activity with the intent of conveying information or instructions to improve the recipient’s performance or to assist the recipient in attaining a level of knowledge or skill.
Indifferent of the organisation size all managers, entrepreneurs and employees recognise the importance of training as a major component in its ability to adapt, or even reinvent itself in relation to the market, competition and technological needs as the Project Management (2019) stated.
According to Future Learn (2019) the Systematic Training Cycle is a way of training employees that consists of four stages:
Stage one is to identify the learning needs,
Stage two is to design the training,
Stage three is to deliver the training,
Stage four is to evaluate the training.

The training strategy type will be determined according to the needs of the organisation, the work place and each individual.
Example
In 2018 Google launched a training program that gave its employees the chance to train for an IT certificate, along with other certification programs. Anyone who completes the training and wants to continue studying IT outside of Google they can use that certificate. Google have even partnered with some community colleges to offer the IT certification which employees can use as said by Scott (2019).
Many organisations in order to establish an adequate training for each employee or employer uses the Continuing Professional Development (CPD).
The Operational Research Society (2019) confirms in his article that CPD refers to the knowledge and the experience that you gain, both formal and informal, as you work beyond any initial qualification.
For employees the CPD process plays and important role because it ensures that employee’s skills stay up-to-date, and also opens new opportunities, new knowledge and new skills regarding to The Importance of Employee Development (2005).
There are many ways organisations may train employees, three of the most used being ‘on the job’, ‘off the job’ and blending learning training.
On the job training involves being trained while in an active work environment, this is the best way to learn practical work-based skills. According to Reddy (2019) a part of this program may include demonstration, coaching, mentoring.
Off the job training is training which happens outside of work hours usually by attending courses or training events. As this is not happening in the actual workplace, it may be harder for an employee to learn certain skills because they will be used to the outside of work environment, and the ‘on the job’ environments can differ from the ‘off the job’ ones.
Blending learning is a combination of training offered online and in class learning. This makes it much more cost-effective and allows for greater process consistency.

The importance of motivation into the organisation
Business Dictionary (2019) says motivation is when certain factors give someone the desire to complete a task or to make an effort to attain an objective. The eagerness to fulfil that desire can be increased if a reward is given upon completion, especially if it is of high value.
Example
According to Umoh (2018) Jeff Bezos, the CEO of Amazon, uses a unique technique in motivating employees at Amazon. Bezos said “I constantly remind our employees to be afraid, to wake up every morning terrified” Bezos thinks that fear is a good motivator and that it helps employees to be more efficient and motivated in their work. 
Maslow’s hierarchy of needs is a theory founded by Maslow (1943) that demonstrates people are motivated to achieve certain things and that some things take precedence over others according to McLeod (2018). The stages are:
1. Psychological needs (air, water, clothes, shelter)
2. Safety needs (personal security, employment, resources, health)
3. Love and belonging (friendship, intimacy, family, sense of connection)
4. Esteem (respect, self-esteem, status, recognition)
5. Self-actualisation (desire to become the most that one can be)
According to MindTools (2019) Herzberg says that the factors that lead to job satisfaction for employees are “separate and distinct from those that lead to job dissatisfaction.” So, if you get rid of dissatisfying job factors, you might produce harmony among employees, but their performance will remain the same. The attributes related to job dissatisfaction are called hygiene factors, and when they have been faced, people will not be dissatisfied or satisfied. If you want workers to be motivated, you have to focus on satisfaction factors such as achievement, recognition and responsibility.
Boundaries must also be distinctly made, this means setting out rules, regulations, policies and procedures which the employee will have to strictly follow. These regulations must be consistent amongst all employees as this may cause conflict between employees which will lead to a lack in productivity, as Donfield (2019) states.
Vroom’s expectancy theory comparing to Maslow and Herzberg, which look at the connection between internal needs and the resulting effort expended to fulfil them, wants to demonstrate that behaviour generates from conscious options. An employee performance is based on individual factors such as skills, personality, knowledge, experience, and abilities.
According to OurCoach (2019) Vroom’s expectation theory uses the variables expectancy, instrumentality and valence to account for this.
Employers should be encouraging through feedback, when an employee completes a task to a high standard, they should be met with a ‘thank you’ and congratulated for their effort no matter the difficulty of a task.
 

Task 2
The benefits of training development and motivation for employees and organisations
According to Chopra (2015) training employees is very low priority in most companies as it takes up a lot of resources which could be used elsewhere. But there is enormous value in training employees as it will allow them to further develop their existing skills while also acquiring new ones, this will allow them to perform better and increase their work rate which leads to better and more fit employees who can lead themselves to perform at their best. 
Thus, through training employees it can amplify the company’s standards and help it grow and even become a leader in the market place.
All large companies constantly invest in training because they have understood its colossal importance.
Employee motivation is important for several different reasons according to Square (2019), the main reason is because it allows an organisation to meet its objectives. Employees which are motivated have extensive productivity and allows for the organisation to surpass their aims. Just one employee who is not motivated will most likely just sit around at their desk using work hours for personal satisfaction while wasting time and resources. Now imaging multiple or even all employees behaving like this, no work would get done and the organisation would be incapable of operating. 
Management Help (2019) affirms that the purpose of training in an organisation is not only for employees to develop their skills it can also be used to increase job satisfaction which will make employees feel invested at work and will also make them more efficient at their job. Training will also help in reducing employee turnover and will keep employees loyal to their job because of how satisfied they are at their workplace; they will not want to leave.
Feedback is an excellent way of motivating employees in an organisation. If an employee receives good feedback about their work it will boost their self-esteem making it so that they will put more effort into work in the opinion of Pozin (2015).
As claimed by Kelly (2019) rewarding employees can be one of the best motivators as it gives employees a clear aim they can work towards, they know if they get their work done, they will get a feeling of satisfaction. Employees can be motivated with rewards like being promoted to a better role in the business, salary bonuses.
The better the self-esteem of an employee the better they will be at their job, and the better work they will produce. The amount of self-esteem an employee has depends on how they are feeling within the work place. If an employee is not feeling like they belong in the workplace then they do not work at their best, meaning the work will be produced inefficiently. 
Based on Hurt (2016) an organisation should always be checking up on their employees and making sure they are happy at work, if a company has employees who are lacking in self-esteem, they will need to come up with a tactic to engage their employees and boost their self-esteem. 


The benefits of organisations through training and motivation
More competitive
Following Hawkins (2019) If an organisation has more productive employees, they will have an advantage over competitors. They will be able to produce more work with better quality and it will enhance business performance. Employees who are working hard will be able to improve and build rapport with customers will be able to make loyal and satisfied customers which will get them to recommend the business to family or friends, which will give the business more popularity and a better reputation. 
More profits
When employees work at their best and are most motivated will be the most profitable employees for an organisation. Profitable employees are the most important in any organisation as they generate the most money. For an employee to be profitable they need to be set a behaviour standard which they need to follow. It is important they follow a behaviour standard because if an employee is not respectful towards their boss, colleges or even customers then they will be bad for the organisation and it will decrease profits as stated by Misra (2018).
In the opinion of Garrett (2013) without profits the organisation will fail as organisations need profits to operate. An organisation should track and publish the results of all their employees because it will set a clear goal for the employee to follow and they will also be positively pressured to do good until the peak performance is reached by the employee.
Better efficiency
ProofHub (2018) argues that the efficiency of work is very important in an organisation as employees should be striving to be working with peak efficiency. Lots of organisations now are allowing employees a lot of flexibility on how they choose to work, this include how many hours an employee works, the location of work and flexibility in work schedule. By giving employees this flexibility, they can utilise their own tactics of getting work done efficiently. 
This also puts a lot of trust in the employee that they will actually orient their schedule so that it benefits the business and produces more efficient work. This may be harder to do with new employees which have not proven themselves to be trust worthy, but with proper motivation employees will try their hardest in choosing which way they work the best and which way will allow them to be most efficient and in turn benefit the organisation.
 Employees will also benefit from a healthy environment, so making sure that they have enough time on their breaks is very important to make sure employees can relax and make sure that they are both physically and mentally healthy and ready to do work. 
Many organisations have hosted ‘wellness days’, these days are aimed to give employees the opportunity to partake in activities to make you healthier. Wellness days are a great way for an organisation to show that they care and are invested in their employees. 


Task 3
What is a Personal Development Plan (PDP)?
A Personal Development Plan (PDP) is a piece of writing which includes a self-reflection of yourself that can be used as a detailed action plan to fulfil academic, personal or career-based aims. It is usually written within the workplace and works by allowing you to see what your aims are, see your strengths and weaknesses, and allows you to recognise the need for improvement as Rolfe stated (2019).
How to track your personal development plan (PDP)
According to Rolfe (2019) it is one of the most important aspects of a PDP, finding an accurate way to measure your success. This will be an amazing way to prove your knowledge and skills, while keeping you motivated to succeed. Your goals also need to be realistic, and a clear time scale needs to be set. If the PDP is not realistic then it might be worth a compromise.


What should you plan for?
Referring to Rolfe (2019) a PDP can be used for various different things, including career progression, career change, moving further into education, or to organise the steps needed to acquire a new skill for your own self-improvement.
Example of Personal Development Plan
Organisation: McDonalds Swansea
Employee name: Bob Jones
Position: Manager
Time period: 1/2020 – 1/2023
Development Focus:  To start socialising with people by building a productive relationship with co-workers.
Strengths:
· Patience
· Assertive attitude
· Confidence to manage and direct employees
· Good communications skills
· Time management skills
· Business and management degree level 4.
Weaknesses:
· No experience in management.
Development Needs:
· Coaching and developing the team
· Handling conflict
· Listening skills.



[bookmark: _GoBack]Development Action 1: To work with each of team members to understand everyone’s strengths and weaknesses. To be sure he is using a coaching approach, asking for rather than telling and practice listening skills and ask for feedback to improve where it is needed. Working in accordance with the main managers and get assistance in working with employees.
Timing: This week, and as needed.
Cost:  No cost.
Development Action 2: Attend training course, to improve his coaching skills. Practice what he learnt with at least one work and one personal situation. Get feedback regarding effectiveness.
Timing: Next 3 months.
Cost: company will pay for the course.
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