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Introduction
As an assistant manager of any reputed organisation, I am expected to yield a specific set of skills. Management is one of the more multi-faceted job roles in an organisation. This assignment discusses the skills that are required to be a successful assistant manager and how I have acquired them and how I plan to overcome my shortcomings. This assignment discusses in detail how different learning theories can be used as an assistant manager to promote the learning and participation of employees. This assignment also takes a look at how this course has helped me in personal development and what I have to offer to my organisation in the future.

Personal Development Plan
As an Assistant Manager, the skills that I possess and those which I need to work on are given below:
Organisational skills
Following skills are required for better organisational performance (Durand, 2020):
1) Organising the work: Better organised work is easier to understand, follow and communicate across different employees, sectors and customers. It is indeed an essential skill for the development of a successful assistant manager. For better organisation of my work, I referred to my managers and used MOOCs to learn how to manage my work according to time constraints. I also took a course to learn about the organisational structure and how different employees have to be dealt with a different approach. I also learnt to keep records better and manage databases so that I can manipulate and control my organisation's employees better. I have exhibited good organisational performance according to the company's KPI report. Better organisational behaviour will help me make a more substantial impact on the company's net commission.
2) Punctuality: All the employees strongly require this quality of a company. One of the essential features of punctuality is to be able to understand the rules set within an organisation and act according to them. I have set punctuality goals by employing faster travel techniques, managing my sleep schedules and set short-term personal goals by keeping a personal diary. This has helped me identify, remember and evaluate my performance in a better way. I have been punctual during my term, as per my attendance. My punctuality will help the company by having me available in my tenure throughout and engaging in my work efficiently.
3) Goal-Oriented Behaviour: As a manager, it is necessary to set short-term and long-term goals. These goals can be individualistic and organisational. Goal-oriented behaviour leads to better navigate across the workflow and redirect the organisation whenever needed (Belkin, Belkina and Antonova, 2018). By setting short-term goals, I have found myself better by achieving more in general. I divide my goal into smaller parts and set smaller time constraints to achieve my sub-goals. These sub-goals ultimately lead me to reach my final destination.  I took part in project management courses to better divide my goals and complete them on time. Although having taken courses in this regard, I still have to work on setting well-defined goals and refrain from micromanaging. With better goal-oriented behaviour, I can be valuable to the company by mitigating the work and time loss and putting my best into my work. 
4) Diligence: Persistence is required to do better work with more substance. Being assiduous with my work can significantly help in having self-motivation and capability. By keeping myself motivated, I have exhibited diligence in my career. Assiduity is an outcome for being self-motivated and keeping track of the goals ahead. Setting short term goals have kept me motivated to achieve my goals and has helped me in going forward a lot. Hard and smart work is necessary for the successful conduct of a job. With my assiduity and persistence, I can help my subordinates in keeping them motivated and going. 
5) Workspace Organisation Strategies: Having a suitable workspace is necessary to ensure the best employee performance. Poorly managed workspaces often lead to muscle fatigue, health issues and increased mental stress. Better ergonomic design to address the workspace can help in alleviating the psychological and physical exertion (Nizami and Prasad, 2017). I have taken MOOCs to learn about ergonomic design that has helped me de-clutter and simplify my workspace. I have adopted the minimalistic approach to setting up my workspace, that has helped me in reducing the time and stress of having to deal with potential barriers in the way of work. Better ergonomic design can significantly help the employees to work in the best health. I can use this approach to redesign the office workspaces to help the company save performance lags and expenditures. 
Adaptability skills
HR Flexibility can be used to welcome more innovative ideas (Do, Yeh and Madsen, 2016). An assistant manager with dynamic capabilities can understand the changing trends better and improvise more efficiently (Northouse via HUANG, 2019). For a better understanding of employee management and their role in modern times, I took a look at multiple research papers to understand better how I can enable the employees in their workflow. The flexibility study has also helped me in understanding the socio-political culture that directly or indirectly affects an organisation. With a more robust understanding of the role of HR, I can significantly increase my influence in my organisation and would better take on my responsibilities as an employee and an employer. 
Budgeting and empathetic skills
Good budgeting and empathetic skills are required to increase the motivation of the employees (Pouragha, 2020). I took courses to learn about better expense management, fiscal analysis and savings to ensure that the organisation that I work in can benefit the most out of their performance. I have come a long way on reducing my expenditures and calculating my expenses, with the newly acquired skills, I can help my organisation cut costs and operate in a 
customer-empathetic way.
Communication Skills
Communication skills are comprised of verbal, listening and persuasive skills. According to (Reimann, 2018), these skills play a significant role in HR productivity (P ≤ 0.05). I practised my speech and listening skills by modulating my thought patterns better. I also streamlined my anxious attitude by practising breathing techniques and mindfulness to keep myself from exerting more than intended. These helped me in rectifying the mistakes that I formerly made. Learning about my shortcomings and working to make myself better has helped me in communicating well. This has greatly increased my output as a professional. With this, I can project ideas better and possibly bring more innovation into an organisation.
A summary of the skills I possess and have acquired through training is given in the Personal Development Plan below:
	Skills 
	Sub-skills
	Actions and Resources used for the improvement

	
Organisational skills

	Organising the work
Punctuality
Goal-Oriented Behaviour
Diligence
Workspace Organisation Strategies
	Taken MOOCs, self-assessment researches and courses to achieve better organisational output.

	Adaptability skills

	HR Flexibility and dynamic capabilities
	Used research papers and journals to gain knowledge on how the socio-political climate affect recruitment and investment.

	Budgeting and empathetic skill
	Cost analysis and customer and employee relationship-building techniques.
	Took courses to learn about better expense management, fiscal analysis and savings

	Communication skills 

	Verbal skills, Listening skills and practical skills
	Took confidence-boosting seminars, practised mindfulness and worked with diverse groups


 


Learning and development theories
Different learning and development theories can be used in different organisational structures. As an assistant manager, it would be my responsibility to ensure that the trainees are provided with ample guidance, and the employees have the best opportunities to present their innovative ideas. A detailed analysis is given below:
Behaviourist Learning Theory
This theory suggests that human behaviour can be analysed and predicted based on pedagogical research. According to Behaviourist theory, human behaviour is defined through material and environmental reinforcement. This theory completely rejects free will and states that human responses can be manipulated and conditioned (Clark, 2018).
The training activities associated with the behaviourism theory include conducting lectures, recalling memorised information, illustrating and defining concepts, explaining concepts, rote learning (which is the memorisation of an idea by continually repeating it) and completing practice exercises. 
As an assistant manager, the theory can be used in the retail sector as it relies heavily on rote learning and less on mental capabilities. In an area that requires more physical exertion, this theory proves itself as the best option. However, due to lack of innovation and space that it offers to an employee, the behaviourist theory is not optimal to be used for the learning and development methods of employees. As an assistant manager, a better alternative would be given preference.
Cognitive Learning Theory
This theory relies on not only providing information to the trainees but also improving their cognitive capabilities. Cognitive Learning theory aims to develop an environment that employs not only the orthodox work from the trainees but also requires them to bring innovation and new ideas into their working strategies (Savell et al., 2016). This training method will ensure that the employees not only learn their work but also learn to analyse the inner working of their respective department and will contribute more to its success. As an assistant manager, this method can be used to encourage the employees actively to take part in smart work and innovation. Cognitive learning theory can be used to empower the employees by introducing confidence in them to innovate.
Constructivist Learning Theory
The core of the constructivist approach aims to consider learner as an active participant in the training process and that the trainer has to make maximum effort to ensure maximum learning of the trainee. This theory also accentuates the role of a manager for his/her trainees. (Robert, 2019). Constructivist approach is better when used with other participatory techniques. It can also be used for training groups of different sizes and expertise. It also enables a trainer to cover a lot of content in a short time. As an assistant manager, this theory can be exercised to have the employees undergo training with the best input. This technique can be employed by different managers as Constructivist theory provides the best employee participation, which will ultimately lead to more innovation at the organisation. This approach can also be used to run employee-centric programs that cater to their specific needs.
Connectivist Learning Theory
This theory views learning as a network. Connectivism is a conceptual framework that is catered by technology and socialisation. (Siemens via Fernando and Marikar, 2017). As an assistant manager, Connectivism can be employed by promoting learning, nurturing and maintaining connections and increasing the capacity in the employees. It also enables the trainees to employ decision-making and innovation in their everyday work. Updated information is provided to the trainees, which allows them to in managing the changing roles without hassle. (Downes via Fernando and Marikar, 2017). Connectivist theory promotes diversity, participants’ autonomy, openness and connectivity.
Information Processing Theory
As an assistant manager, Information Processing Theory can be employed to ensure that the trainees understand a topic in-depth. By utilising this theory, an associate manager can break the information into simpler parts, making it easier to understand for all the personnel. The employees would also be given breaks between the process to ensure maximum participation and less fatigue. The information presented would also have to be meaningful and stay on topic. A meandering, overflowing or unnecessary style of presentation would take the attention of the trainees away (Pröllochs, Feuerriegel and Neumann, 2016). The information is then repeated to ensure that the employees keep track of it. Also, the rote learning technique can also be used used to train employees about safety and environmental practices. However, the rote learning feature in this theory would not prove suitable for application in all departments (Fan, 2017).
Adult Learning Theory
This theory employs the techniques that make the most out of a trainee’s existing knowledge. Adult learning theory relies on the level of information that a trainee has to offer. Graduate trainees can be trained in the departments they are allocated. As an assistant manager, the presentation must take into account what the trainee already knows, and the rest of the program will be built from there. This theory is beneficial in areas where the trainees have existing knowledge of the area they are employed in and would not bode well if the trainees do not have the basic understanding or are too experienced in their field (Mukhalalati and Taylor, 2019).
This theory falls short when it comes to motivating the employees, and as an assistant manager, the different sectors would learn better if they are placed within a much more engaging and participative system.
Transformative Learning Theory
This theory is best when it is required to deliver the information to the employees rapidly. Transformative Learning theory encourages the trainees to put forward their ideas by using critical thinking techniques. This theory aims to transform an organisation by the exchange of ideas that the employees have to offer. Transformative learning theory aids in developing an environment that maximises employee participation and information sharing. As an assistant manager, Transformative learning theory can be used to provide ideas to the employees and bring them together to encourage maximum involvement of employees (Kwon, Han and Nicolaides, 2020). This theory is highly recommended as an assistant manager for organisations that promote innovation and employee participation within all levels.

Reflective Statement
This course has positively affected my skills. Before this course, I used to experience a severe lag in time management, and after learning about time management methods in this course, I have been able to manage my work more efficiently. This course has taught me how to distribute my workload across a given period and how to make sure all the parts of the given process are covered in the required duration. My time and workload management has vastly improved through this course, and now I find myself in a better position to conduct my tasks with care and persistence. The time management chapters also helped me identify the possible areas where I lagged and enabled me to save my time for procrastinating. 
This course has also taught me how to better manage my work by distributing it evenly and refraining from micromanaging and haste at the eleventh hour. I can manage my workload better by better distributing it and then aligning my primary objectives with the secondary ones. The course also has vastly boosted my confidence when it comes to one-on-one communication or public speaking. I used to have a hard time communicating with people and getting my point across; however, now I can better deliver my facts in interpersonal and group conversations. The methodologies presented in the course helped me to brainstorm ideas more effectively and then aligning them with the topic at hand. The course provided me with the necessary confidence required to deliver the message across different employees and departments. For someone who faced difficulty in deliberating my ideas and their presentation, this course has helped me in many ways to work on myself and improve in this regard. 
The course enabled me work on developing better speech patterns, critical thinking techniques and product representation ideas, which I find useful in the establishment of a better assistant manager in me. After this course, I have acquired better logic and then converting it into an essential workflow. Before this course, I used to micromanage different parts of my work and would ignore the primary objective ahead of me. This was a result of having a constant mental and physical clutter. The mental clutter decreased my confidence and stunted my communicative abilities. This course has changed that. The ergonomic study in this course pushed me to develop my workspace better and to do it so in a way that reduces the amount of mundane physical and mental effort used to do my tasks as a manager. The course pushed me to de-clutter my space and arrange it in ways that have all the necessities and do not have any extra unneeded objects in the working vicinity. The training theories presented in this course helped me better understand the psyche of the employees and urged me to establish a flexible personality. This has enabled me to cater to a broader audience with a welcoming attitude and with empathy. The course helped me understand various training techniques that can be used to increase the working potential of the employees. After this course, I have also learned to represent ideas with the changing employee circle better. Before this course, I faced a lot of difficulty in managing my expenses, but now after the course, I have learned how to manage the cash flow better. With these skills, I can help my organisation by budgeting better and in turn, helping the logistics team. Better budgeting skills have also enabled me to motivate the employees better by introducing bonuses and incentives that boost the morale of the employees. 
This course also invoked the idea of dynamic capabilities in me. I used to consider management as a stagnant department before, but after this course, I have learnt how to better adapt to the changing global trends. This essential learning has enabled me to be a better asset to my company. The assistant manager represents his/her whole company to its customers and employees, and now with a better dynamic personality, I find myself creating better opportunities for my organisation. The course has also increased my personal growth as a better listener, speaker, thinker and manager. I have gained essential skills in the field of managing and understanding the needs of employees and placing them under the company's motive. This course has proved itself as a milestone in pushing me forward to work for a better personality as a manager and would aid me in finding the best opportunities for myself in the future.
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