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Introduction 

Skills auditing is something that speaks about current personal skills that are opposed to the skills needed in the future that will play an important role in your future career. Skill auditing helps determine current skills and identify skills that are needed to accomplish our task, which helps us plan more efficiently and improve skills and knowledge to be a successful person in the future. the project proposes to identify the personal skills and knowledge necessary for a successful career. in carrying out this task will be used SWOT analysis and Personal Development Plan.
Own skills
The first thing that needs to be highlighted in our own analysis is the list of personal skills we need in your future career. The second important thing is the list of accumulated knowledge that is needed in a successful career.
A SWOT analysis analyses strengths, weaknesses, opportunities, and threats in an organised list and is usually presented in a table. (Parsons, 2020)
A personal development plan (or PDP) is not just a required thing that the employer requires you to do before an annual evaluation; That after more means that the company helps that dreams and wishes come true. A good plan offers concentration; Helps you map a path to your successful version. better decisions and hinders possible backward steps. A good plan also allows for certain strategies and guidance on the right track when things go wrong. A clear plan is also beneficial for personal mental health and as a sense of purpose can often help reduce stress and anxiety. (Spruce, 2020)
Writing a Personal Development Plan
There are seven steps to writing a PDP
1. Set your own goals.
2. Put these objectives first.
3. Schedule deadlines for when you want to finish them.
4. Recognise threats and opportunities.

5. Develop your skills or increase your knowledge.
6. Use the support network. 
7. Measure your progress.
	Objectives 
	Actions 
	Resources 
	Criteria for success 
	Target 

	Improve my English 
	 communicate with others in class, listening in English language.
	Colleagues, radio, video, movies.
	Be able to communicate to other people. Able to understand conversation in English.
	3 months

	Learning programming 
	Find more information, practice, attend the class.
	In class, from internet, using application.
	Understand the programme and lecture. To know the basic knowledge of programme.	
	3 months

	Time management
	Make a calendar to schedule my deadline.
	Get app with to do list, for meet deadline.
	I will try to work efficiency and my to do list will be  in time.
	2 weeks

	Public speaking
	Practice in class 
	Colleagues, friends, teacher.
	I will be able to speak fluency in public.
	2 months

	Communication skills
	Start to speak more in class. Read more books in English.
	Try to find someone who want to improve communication skills.
	I will be able to communicate in public.
	6 months




1. 

Skills required for successful career 
Top skills to be a good employee 
Communication skills - employers are looking for people to engage who can understand and interpret exactly what others are expressing and can clearly express their ideas, also employees who are well organized. Communication skills include listening, speaking, and writing. 
Teamwork – in terms of the working environment nowadays, most jobs create teams, which can be one or more.  
Analytical and problem-solving skills –This is what creative, rational and experienced employees from the past are looking for who can effectively solve the company's problems and identify them.
Personal management skills — the ability to plan and manage work tasks in the company is quite important for good functioning. are carefully established working conditions and the ability to adapt to the working environment.
Interpersonal effectiveness — the employer is attentive to the relationships that are formed with new co-workers 
Computer science / technical literacy -Usually in employment is offered training in IT, but the employer expects the employee to have past knowledge in the field of computers.  
Leadership / Management Skills -Most employers seek in new employees leadership and employee management qualities. 
Learning Skills – Due to the fact that jobs are constantly changing, employers are looking for people who adapt easily to working conditions and learn easily. 
Academic competence in reading and mathematics - Not all jobs require advanced knowledge in mathematical calculation, which is why employers focus more on reading skills and understanding of work tasks.
Strong values of work – Employers are looking for people for their company who have a positive attitude, are honest and have personal integrity.
Skills needed for the position of manager in Health and Social Care
The position of manager or leader in health and social care plays a very important role, as it means involvement and care towards the community.
• The support provided by the manager to lead the new employee to the new job and prepare him to meet the standards of care.
• The employer must ensure that the staff prepares to comply with the regulatory requirements.
• It will analyse how to care for people who need support and care and also to collaborate with health professionals.
• Support in recruiting new employees and developing them for effective care. 

There are also certain skills needed to work in this area. These include:
•Surveillance and team leadership
• Ability to communicate effectively
• Performance management
• Self-motivation 
• Understanding regulatory requirements
For now, personal skills do not match the work requirements due to lack of experience, but their training is ongoing.














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 organisation. You can use theories learned in the class. Explain and evaluate why you have selected these theories and methods.
Training is the process of improving performance in the workplace and improving current or special personal knowledge, skills, and attitudes so that a job is carried out accurately, efficiently and ensures continuous improvement of the quality of work. On the other hand, Bramley defines employee training as the process that is planned to ease the learning process, so people can become more efficient at carrying out work tasks. The learning program is based on providing qualitative information so that the employee understands and experiences the real things.
Development is a broader concept in the longer term. Nadler and Wiggs see understanding and development as preparing employees for an uncertain future. This may include linking the organisation strategy and employee retention strategy and linking your career to learning plans. As regards employability, development may also include learning and experience outside immediate organisational boundaries.
Learning styles 
	Learning style 
	Strengths 
	Weakness 
	Steps 

	Activist 
	Seen as getting on with it. Less likely to be resistant to change.
	The work usually gets done, but at what cost?
May do too much yourself. May take risk in determination to deliver. 
	Get the work done, but how effective are you? Balance your own style with stepping back and thinking about things. Use a learning journal or read a few articles or books. 

	Theorist 
	Understands the wider, deeper issues. May be leading edge as new ideas are explored. 
	Too interested in theory are not living in the real world. May be seen an indecisive, or slow to complete work. 
	Look at activist and pragmatist styles. How particularly, can you make decisions or explain actions in more practical terms?

	Reflector 
	Thoughtful and careful. Sees the deeper meaning. Good at problem solving. Good at data review and listening.
	Too much a day dreamer, questions the ‘what, why and how’ without getting on with work. May be indecisive or slow to complete work.
	How comfortable are you in group situations? Make and take opportunities to speak up in team meetings or give presentations. If it helps, get a colleague to give feedback in how you did. Build your confidence. 

	Pragmatist 
	Down to earth, and happy to put new ideas onto practice.
	A focus on techniques and practical application may mean that people or policy may be overlooked. 
	Spend more time listening to others, especially on implementation practicalities. Be careful of those shortcuts: they could yet get you into serious trouble. 



New employee training methods 
Employee training is an important aspect of their experience. when they start training, they learn things about the company, policies, procedures and what their role entails. some employees learn new skills, and others just improving them. 
Here are some training methods used in the preparation of new employees. 
Instructor classroom training. Is one of the most used methods of preparation with 90% accuracy. These training classes are supported by a professional instructor. This method has been used for a long time for several reasons and has several benefits. i.e. classes allow interaction, use of resources such as books, worksheets, and other materials. 
A great disadvantage of this method is scalability, which does not allow the delay or absence of the instructor. 
Interactive methods. This method is new in group activities. is an effective method because everyone can expose their ideas experiences and solve together case studies, questions, and games. This method is more intended for extroverts because it involves interaction. 
Hands-on training. Hands-on training skips the conceptual and dives right into the practical, allowing trainees to quickly get their hands on whatever they are learning. This method is preferred more by adult employees with a percentage of 52%. 
Computer-based and e-learning training. Is an easier method of learning than the rest, based on the computer. This method somehow mimics classroom training because it is an instructor who teaches. Reading materials, case studies and videos are used. This method is used by modern employees, with professional training techniques. 
Video training. In recent years, video has appeared as a change in media for both external use (such as marketing and sales) and internal use, would be training. 44% of employers agree that video will be the form of internal communication over the next five years, and 96% of businesses say video helps them train employees better and faster. Employees are also trained with video training; 75% say they are more likely to watch a video than to read emails, articles, or documents.
There are a lot of different approaches namely:
· Animation: This training video style is best to explain complex topics that do not have an easy-to-record visual.
· Real-time action: These demo-style videos are great for displaying role-playing scenarios, such as employee-customer interactions.
· For the room: by this method, a person explains the information covered in an interview format, speaking directly with the viewer.
· Recorded screen: This method records actions taken on a computer, making it easier for employees to work using new digital tools ( Wyzowl, 2020)

In this portfolio were used these methods and theories in the process of learning and development for new employees because they are the closest and most common in the process of learning.



Reflection of my experience.
Before starting this course, the future of my career is still unknown. I just had an idea of what I was going to do, a sketch that did not have a well-developed plan. Before I started the course, I took a course in Health and Social Care, which I can say helped me in my personal development. Also, the vocabulary in English was not so well developed and I am still working on it. So, after that course I tried to find a job in the field because I have a special sympathy for this activity. In the past I worked as a babysitter and it was a unique experience for me. I can say that this has led me to fight to gain knowledge and experience for this career. As a babysitter I worked with five little girls from new-born until inborn until I was 5 years old, and I can say that I learned a lot of things and gained some experience. I developed my sense of caring for others and what responsibility means. This experience has helped me to discover myself, to understand how much I can and what I can do. Many times, my patience has been put to the test and I have managed to work on this issue, which I think is quite important for a career as a social worker. I learned how to care for a child, how to read his moods and reactions. I also learned how to treat a child when something is wrong, fever, sores, pain, or fatigue. It is important to know how to entertain children and devote time to them. One thing I am proud of is that I have learned to settle conflicts between children when they happen. Another experience in previous jobs is that of a waiter. In this profession I interacted a lot with people. People with different behaviours and different mindsets. Over time I have learned to follow each other and treat them the way they are. It was important and this experience because interacting and communicating with different people I overcame my emotions. Because I am an emotional and introverted nature, it has helped me open and develop myself. As a waiter I learned to correct my body position, to choose my words and many things of conduct, which is useful to me today.
For the last four years I have been working as a warehouse shopper. Was a job that was most handy in a new country with a partially unknown language. That is where I developed the most English, and my physical strength. These experiences have pushed me to start studying, to specialize. I think I deserve it and I can do better than that. A few months ago, I started my Health and Social Care course at Wales Trinity San David University. I chose this because I want a successful career that sounds good and of course because I like it and I want to do that. I think it is a profession that is right for me. Another important reason is also the salary because we must admit that money is important in our existence. Following this course, I can say that I have accumulated more of the necessary knowledge of this profession, but in some points, I still have much to learn. During this course I developed my vocabulary, my area of knowledge and improved my English.
 In terms of programs like Power Point Presentation, Word and Excel I had knowledge from high school, and I knew how to use them, but I can admit that now I do much better. Teachers have shown us easy ways to learn, how to choose the right job for us, how to manage our time and how to analyse our own skills and knowledge. This course has helped me in preparing a career that I want, to gain experience and knowledge that will help me when I fill the job I want. In the following, I intend to finish in a few weeks level 4 of Health and Social Care, after which to continue the studies for level 5 and 6 of Health and Social Care, also, within this institution University Wales Trinity San David. In my senior year, I plan to find a job that gives me the experience I need.
 In conclusion, I want a job that satisfies me, makes me feel satisfied with my life and not feel sorry for my choices. I want a better life, built with my own hands. Of course, the greatest satisfaction will be to be able to help people with their own needs. For me it is important to be satisfied with what I have chosen and to go to work with love every day.



Conclusion 
The world is changing very quickly. New technologies replace traditional working methods with new working techniques that require new types of skills. In this world of changing training both physically, socially, mentally, and intellectually are very essential for the gradation not only of employee skills, but also of the organization. Employee training and development programmes are part of good management practices and good risk management strategies. Therefore, employers have a responsibility to provide training to new employees. Periodic training is also essential for each organisation.  Training is a continuous and endless process.
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