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1)Audit your own skills and competencies using the analysis tools learned in the class (PDP). Identify the skills required for a career of your choice. Evaluate your own skills in comparison to your chosen career.
Audit of my skills and competencies:
Interpersonal Skills:
I have great interpersonal skills in which this expertise includes the capacity to recognize, comprehend, and envision the feelings, concerns, and considerations of others. It requires the capacity to understand impart viably. Relational mindfulness permits you to peruse others' emotions dependent on their nonverbal conduct, manner of speaking, and selection of words. By this capacity, I can undoubtedly comprehend who can take care of the work or which one is the correct individual who can oversee and effectively take care of the work. This expertise is useful for me in the vast majority of the existing stages to comprehend the individual's observations and sentiments by the conduct of other individuals.
Writing Skills: 
I have effective writing skills in which I have the ability to effectively communicate with the written word. It can involve the use of proper grammar, spelling, and punctuation. Additionally, excellent written communicators write in a way that is understandable and clear to many people. I have the ability to write effective emails, business letters, and proofreading skills so that it is helpful for me to correct grammar mistakes, able to understand the missing punctuations in written documents. I have the ability to communicate with others with excellent writing skills so that others can inspire by my work and make deals or willing to work with me. 
Presentation Skills:
I have successful presentation abilities it is the method of communication that can be adjusted to different talking circumstances, for example, conversing with a gathering, tending to a gathering or instructions a group. I have the capacity to give introductions before hundreds or thousands of individuals to introduce the organization's item or venture by this aptitude crowd moves from me the manner in which I present the undertaking everybody can without much of a project comprehend what I clarified through the presentation.
Motivate Others:
I have the capacity to inspire others. I'm compelling at energizing individuals together to accomplish shared objectives. Utilizing interpersonal skills, I can comprehend what propels individuals and utilize that to support efficiency. I can support others by making their profession and business development. I have a very business psyche and objective situated I can give more tips and acquaint more sure path with others. Everybody can undoubtedly propel and do a successful assignment.
Skills required for the career of my choices:
My career choice is going into management. For management, different skills are required such as problem-solving, planning, motivating others, manage performance, decision making, honesty and integrity, communication skills, teamwork. 
Planning:
Planning is a fundamental angle inside an association. It alludes to one's capacity to put together exercises in accordance with set rules while as yet staying inside the constraints of the accessible assets, for example, time, cash, and work. It is likewise the way toward defining a bunch of activities or at least one procedure to seek after and accomplish certain objectives or goals with the accessible assets. 
The Planning cycle incorporates distinguishing and defining attainable objectives, creating essential procedures, and laying out the assignments and timetables on the most proficient method to accomplish the set objectives. Without a decent arrangement, little can be accomplished. 
Problem Solving:
Problem-solving is another ability of management. Effective directors can take care of and tackle the issues in day by day schedule tasks in an association. Issue solver supervisor is one who can distinguish the issue and locate the most ideal path for an answer to the issue. Issue solver must have various properties, for example, to remain quiet, the group must be beneficial, continuous undertaking runs easily, and must have thinking capacity to discover development arrangements.
Communication Skills:
Having extraordinary communication abilities is critical for a supervisor. It can decide how well data is shared all through a group, guaranteeing that the gathering goes about as a bound together labor force. How well a chief speaks with the remainder of his/her group likewise decides how all around delineated techniques can be followed, how well the assignments and exercises can be finished, and consequently, how effective an association will be. 
Motivating Others:
A decent administrator must be able to inspire others. The administrator must need to comprehend which persuades and moves their workers. Supervisor must recognize what inspires representatives and create various procedures to motivate. Administrators must establish persuading workplace and contribute time and assets to recognize capabilities for the association to deal with the representative’s performance.
Teamwork:
A good supervisor has the capacity on how to do undertakings and ventures in a group. On the off chance that an administrator speaks with their colleagues similarly and clarify all the assignment successfully and opportune then the group will give a great performance. On the off chance that there is an absence of capacity to do a task in the group, at that point that director is incapable of association.
Decision Making:
Decision-makers are viable supervisors. Administrators must be answerable for their choices. Choices ought to be responsible. On the off chance that a supervisor makes right, smooth, and clear choices on time then choices would be compelling for the association then again if the administrator settles on wrong choices that will provide guidance to disappointment.
Evaluation of my skills in comparison to my chosen career:
As I have the different skills already i.e. motivating others, good interpersonal skills, writing skills, presentation skills. So I need to improve my different skills that are required for my chosen career i.e. management. In management, I have different skills management such as how to do team work effectively, how to make effective and right decisions on time, performance management, listening abilities what others are saying to listen carefully, and planning ability how to plan the task and manage all these things.
2)As an Assistant Manager, You have been tasked to assess the learning and development training methods for your new employees who are due to start in your organization. You can use theories learned in the class. Explain and evaluate why you have selected these theories and methods.
Nowadays, for better performance of new employees, there is a need to give training for better outcomes in the future.
Training theories:
As an Assistant Manager, I will use cognitive learning theory, information processing theory, social learning theory, and constructivist learning theory.
Social Learning Theory:
Social learning theory is a learning cycle and social conduct in which new practices can be procured by noticing and copying others. As per Albert Bandura, direct reinforcement portrays that preparation and improvement programs are coordinated to upgrade the aptitudes. All components can't be gained from theory, those components can be gained from his/her environmental factors that learning is observational learning and this learning is related to various human practices. Representatives can be gained from others who are effective and furthermore gained from the climate of association to turn into an expert. Practices could be changed in the wake of preparing on the grounds that in this theory representatives can be gained from any stage. In this hypothesis, representatives would figure out acceptable behavior and work in a positive way. Representatives gain from their bosses in this theory. 
Cognitive Learning Theory:
The second technique I will use in the learning and advancement of new workers is cognitive learning theory. This theory clarifies that workers are dynamic specialists in the learning cycle and that they bring all their earlier information, recollections, and interests to the table when they're learning. Representatives are dynamic members, questions and remarks are supported, and you encourage their learning by consistently relating it to certifiable situations where they would apply this information. This theory clarifies how inner and outer components impact a person's psychological cycles to enhance learning. Postponements and troubles in learning are seen when psychological cycles are not working consistently. These cycles are, for example, consideration, perception, recovery from long haul memory, and classification. This theory likewise recommends that if workers discover their preparation significant, they're bound to hold it. I may make the meeting intuitive by blending the students up to pretend a typical situation or separation them into gatherings to take care of a genuine issue the organization is confronting. Since workers draw from their past information and experience, defenders of Cognitive Learning Theory would propose that I arrange my material cautiously, with every meeting expanding on the last. The explanation I utilized this theory since it is useful for representatives in light of the fact that in principle workers are dynamic members, builds up the capacity to questions and remarks during the instructional course, and by giving various situations to make the new representatives intelligent and sequencing of material is a must.
Information Processing Theory:
Information processing theory is useful for learning and advancement of representatives in this theory we realize how the human cerebrum functions and cycles data in the faculties. Data put away for a present moment yet for long-term memory as managers we need to expand the likelihood of data by separating into more modest parts, sequencing cautiously and repeat the main data once or more that will be put away in long-term memory. In the learning and advancement stage, we will lead meetings that will repeat the data when representatives will begin their employment they will recall what we gained from the training with respect to the work. Information processing theory is useful for workers in each phase of employment on the grounds that consistently assignments will store into their drawn-out memory and will go on for better results. That is the reason I utilize this theory.
Constructivist Learning Theory:
The third theory I will use in the training and development of new workers is the constructivist learning hypothesis. In this theory, I won't as a traditional educator, yet I need to prepare and act like a mentor which assumes a significant job. In this theory, workers are dynamic specialists, they love to investigate new things they are not in favor to take note of the lectures as they were. Representatives who learn by finding things will be useful for the association since they have an innovative brain and find new ways to work. Learning happens through pretend debate and cooperative critical thinking. Rather than remaining at the highest point of the study hall or simply selecting students in straight-forward courses as you would with other preparing styles, they will move from gathering to gathering, managing students the correct way and bringing up expected obstructions and opportunities. That is the reason I utilized this theory.
Methods for training and development:
The methods I used in learning and development training for new employees are role-playing, on the job training, coaching, case studies, and visuals.
Role-Playing:
I will utilize the role-playing technique for training and improvement of new representatives. In this strategy, the mentor and learner have the office to benefit the occasion to act like diverse work situations. This technique is powerful and accommodating in various associations to conquer the issues and difficulties that representatives face in various circumstances. That is the reason I utilize this strategy to defeat the issues by following up on various circumstances by observing their good examples or situations.
Job training:
On the job training is a viable technique for recently recruited representatives since it permits workers to bounce into down to practical skills for work. Recently recruited employees start working promptly with this training technique. Sometimes, it could be useful to consolidate a representative observation part. This will permit fresh recruits to increase a little knowledge of the unique circumstance and employment necessities prior to giving it a shot their own. This is the explanation that I utilize this technique in training and development.
Case studies:
In this method, I will develop different analytical and problem-solving skills for new employees, and case studies will be a better technique. I will real-time or imaginative scenarios that depict the current work situation. I will assign case studies in groups or individuals and I will ask employees to analyze the case and come up with individual solutions and scenarios. This method is useful for trainers that’s why I will use this.
[bookmark: _Hlk56897776]3)Write a reflection on your experience before the start of this course and after.
Before this course, I have only basic knowledge about the word, PowerPoint, excel how to make assignments, sheets, and presentations. I don’t know about Microsoft team app, Turnitin, reading skills, presentation skills, writing skills, CV making, job applications, and role-playing. But when I come to this course, this course will give me a lot of information. Now I know how to communicate with a team, How to work with a team via using the Microsoft team. Microsoft team is a business communication platform in which we collaborate with our employees, stakeholders in Microsoft team we offer our employees different services such as chat, video conferencing, video storage, and application integration. Microsoft team is now helpful for me to do live sessions and collaborate with our employees online in this pandemic. Microsoft team solves my problems as in pandemic it is difficult to interact with the team at one place when I know the Microsoft team app from this course then I have started using this app and collaborate with my team and employees at that platform. 
This course is effective for me in terms of writing skills because I am always confused that how to write business letters, cover letters, email writing, etc. This course gives me the ability to write emails, business letters confidently. Now I am able to do effective writing that will also help me in the earning stages. I wrote a lot of blogs, emails, etc. to satisfy and inspires my client with my effective writing.  
This course brings me an ability to make a presentation and how to give presentations in front of many people confidently and how to explain each and every aspect by showing different gestures, such as voice pitch, body language, eye movement, how to cope up with the audience, how to interact and how to answers their questions confidently. Because of this course, I learned a lot and improve my presentation skills that will help in my future career. I want to be a manager so this skill is really helpful for me.
As I don’t know about Turnitin before. Because of this course, I am able to know how to check the plagiarism from Turnitin and what is the use of this. So I started using Turnitin for checking plagiarism it is really helpful for me which material is sighted and copy from other sources this software will detect each information and collect the total percentage of plagiarized material. I really inspired by this software. This software will also helpful for me for future business purposes.
This course also gives me an awareness of how do I start my business It gives us the ability of entrepreneurial skills that how do I make business plans, how to make cash flows, and team management. Because of this course, I have started my own business and I hired employees and use those techniques which my mentors gave to me. Without this course, I will not be able to be an entrepreneur.  So I’m lucky that I got enrolled in the course and got more awareness. 
Before this course, I am not adaptive to change due to this course I learned change is necessary for better outcomes. The change could be in terms of environmental change, behavior change, and way of doing tasks, professionalism, and change of skills that will match with my interests. So I am able to change myself according to environment, and skills. 
I  was really inspired by other people that how could people make an effective CV I was also curious and have the passion to learn how to make an effective CV due to this course I learned how to make an effective CV due to this course I have started earnings from making attractive and effective CV’s. My clients really appreciated me for having this skill and client appreciation is encouraging for me.
From this course I learned role-playing, before this course, I don’t know about what is role-playing I heard of it the first time when my mentor told that role-playing is effective in the business world, because in role-playing we could inspire and learn from different roles, scenarios, and different situations so that is helpful for me to learn things from others that how they act in difficult situations. That’s why this course is beneficial for me to role play in each situation.
Due to this course, I am able to know how to view the job applications which aspects are necessary. This course gives me the ability to check which applications are useful, and which applications would be rejected. By seeing applicants profile, experience, and qualification relevant to the field is acceptable job application, however irrelevant job application would never be contacted or appointed. 
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