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[bookmark: _Toc57585862]Introduction 
Professional development plan is necessary for every student to achieve a better career in future. This is why it is necessary to follow certain guidelines and methods. This report is a reflective portfolio, that will describe my learning through the ‘Professional Development Plan’ module. There are three parts to this report. First, I will describe my own skills and competencies and compare them to the skills required in my desired career. Then I will evaluate the training methods followed by an organisation from the perspective of an assistant manager. Finally, I will present my learnings from the module. 


[bookmark: _Toc57585863]Task 3: Reflective portfolio

1. [bookmark: _Toc57585864]Audit own skills and competencies 
Personal development plan is the blueprint of plan that helps one to develop himself in his career and his personal life. According to Morgan (2017), “Personal development plan is a plan that intends to develop skills that are necessary to work and personal life.” The necessity for skilled graduates and employees is increasing day by day in this 21st century (Ellwood, 2011). The employers are looking for recruits who put emphasis on their personal skills development. Personal development plan or PDF does not always force upward movement. It actually enables an employee to improve his performance in the workplace and reach his full potential in his career. An important part of personal development plan is to choose a specific area of career for the future and prepare accordingly to it (Ellwood, 2011). 
My aim in career is to become a Chartered Financial Analyst for a large multinational business company. To set my career aim, I have used the intuitive approach learned from the career development process in the module. In this approach, I had to visualise my future and, in my dreams, I have to become what I want to be in future. For that I created a mental mode for myself. 
There are different kinds of useful tool in a personal development plan that helps to analyse and audit one’s own skills and competencies. One of the most used tools are the SMART model. Here, SMART is an acronym for Specific, Measurable, Achievable, Realistic and Timely (Schwinger, 2011). My SMART goal is described in the following: 
Specific: My goal is very specific and precise and it is to become a chartered financial analyst for a large multinational business corporation. 
Measurable: My goal is also measurable. When I will have passed the three levels of CFA exams taken and controlled by the CFA Institute, I will become a certified chartered financial analyst. After that I have to apply for a job who is looking for a CFA. After landing the job, I can gladly say that I have achieved my goal. 
Achievable: My goal is achievable within my power. I have to put hard work and thorough dedication. 
Realistic: Yes, it is realistically feasible to achieve the goal. 
Timely: It takes about two years of time to complete all the CFA exams and be certified. So, I am planning to achieve my goals within two years. 
After having a SMART goal, it is necessary to be self-aware about owns skills and competencies. Self-awareness refers to the conscious knowledge of one’s self character, motives, feelings, and desires (Schwinger, 2011). According to Alain Morin (2011), self-awareness represents the possibility to become the object of own’s attention. It helps to store identity, processes and information about own self. To get the desired job for myself, I have set some actions including completing my CFA exams, applying for jobs in financial position and increase my working experience in the meantime. 
There are quite a number of analysis tools that help to identify one’s own skills and competencies that could be useful for future career life. For example, there is SWOT analysis and the Johari Window. The Johari Window can be used to identify one’s own skills and competencies (Raveendran, 2007). 
[image: The Johari Window Model]
Figure 1 Johari Window (Raveendran, 2007)
There are four windows in this model: Open arena, Blind spot, Hidden area, and Unknown (Raveendran, 2007). I will be focusing on the open area to analyse my own skills and competencies. The open area includes all the skills and behavioural pattern that are both known to myself and others including my team members. A wide-open area window helps to interact and communicate better while working as a team. 
My own skills and competencies are: communication skills, technological skills, listening skills, planning & organising, presentation, analytical skills, problem solving ability, vast professional knowledge, and team work skills. All of these skills are known to me and to others with whom I work as a team. These are the skills I am able to demonstrate when I am working with others. As others know about these skills, I am able to do better team work with them for better output in works. 
To become a financial analyst in an MNC, one must have certain skills and competencies as well to be a productive employee. The skills required for that career includes: technological skills, soft skills, analytical skills, problem solving skills and so on. 
A financial analyst needs to have a strong technological skill for working in his workplace. It includes strong computer skills, competency over different software such as Microsoft Excel, project management software such as Monday.com etc. I have good technological literacy and can run different software such as Microsoft Excel. It is necessary for the financial analyst to have soft skills such as communication skills, leadership skills, time management skills etc. A chartered financial analyst is one of the top positions in the company and hence it is required for him to demonstrate such leadership skills, communication skills and good time management so that he can be an idol to others in the workplace. I also have strong hold over communication skills and am able to demonstrate leadership traits in certain times. However, I lack good time management skill. I tend to procrastinate before I start working on a certain project. It is a skill I have to work on in the future. 
A financial analyst also needs to have a good analytical skill as well problem solving skills. A big part of the roles of a financial analyst is to analyse financial data and economic information and take proper business decisions based on it. This is why it is necessary to develop a good analytical skill that will help in developing problem-solving skill based on data driven decision making. I too have good analytical skill and am able to assess a matter quite easily. However, I think that I need to improve my analytical skills as I have to make proper financial and business-related decision in my workplace if I am to work as a chartered financial analyst in the future. 


2. [bookmark: _Toc57585865]Assessment of the learning and development training methods 
One of the most important tasks of an assistant manager is to ensure that right people are being hired for the organisation and to make sure their learning process is on proper path. Recruitment and selection are important phases for both employers and employees. The employers are looking to recruit the right minds and skills for the organisation while the employees are looking to land their desired job using their skills and competencies (Al-Kassem, 2017). 
According to Robbins and Coulter (2012), recruitment is the process of locating, identifying and attracting the right candidates for the vacant job position. According to the authors, screening is the phase in the recruitment where the employers ensure that the most suitable and appropriate candidate are hired for the position. 
[image: ]
Figure 2 Recruitment Process (Al-Kassem, 2017)
As the assistant manager of the company, I have to go through the following stages to recruit new employees in my organisation: employment planning and forecasting, recruiting, screening, and hiring. The candidates who pass all of these steps join our organisation as a new employee to the post he applied for. 
After selecting the best minds for the organisation, it is important to arrange different training programs so that the employees can adjust themselves to the new environment of workplace and the working culture in the organisation. Trained employees tend to become happier, have better job satisfaction and are more productive in the workplace (Al-Kassem, 2017). So, it is important as an assistant manager to ensure proper training, learning and development methods for employees who are about to join in my organisation. Some of the methods that have been implemented and practiced in my organisation are described in the following: 
Technology based learning 
Technology is what increases productivity and efficiency in performances. It is essential for our employees to have solid understanding on technology to deliver efficient performances. Our organisation will provide trainings on the technologies used in the workplace to help them work at their full pace and potential. 
On the job training 
On the job training focuses on the practical and hard skills that are required to perform in the workplace (Al-Kassem, 2017). New hires have to go through this training method from their first day at work. In this method, the employee is able to adjust to the workplace culture and demonstrate his capabilities to the employers. The employers also get better idea about the skills and capabilities of their newly recruits. 
Coaching or Mentorships 
Our organisation also provides necessary coaching and mentorships to the newly recruited employees so that they can adjust themselves to the work and the workplace culture. It is really common that the newly recruited employees will face troubles in their works and will not be able to complete them properly (wyzowl.com, 2020). Coaching or mentorship includes a guide or trainer who will help the employee to solve these problems. Generally, the departmental managers or the leader of a team plays the role of the leader or coach to the employees. Sometimes, I also have to play the role as the assistant manager. However, through this method, the employees feel supported and welcomed to the organisation. They are able to adjust themselves better to the working culture and provide effective performances for the company. This is why coaching or mentoring is one of the key learning and development stages for the new employees of the company. 
Roleplaying 
It is another effective method of learning and development for the new employees. In this method, the trainer will put the new employee to an imaginary work scenario. Then, the employee has to follow the steps shown by the employer (Al-Kassem, 2017). This way, the employee can be prepared to take necessary actions when he falls in similar job situations. This method of training is mostly used when a new employee is supposed to handle customers and clients and conduct business deals (elearningindustry.com, 2020). It is also an ideal method for the employees to practice situation handling in difficult scenarios. 
Video Materials 
Video materials are provided to the newly joined employees as a part of their training. Videos are interactive training method. It helps the employees to learn more quickly and efficiently. Some employees may still prefer to read their materials. But video materials help in better understanding. Different training agencies are also providing various types of video materials that enhance learning & development of the employees (Al-Kassem, 2017). Videos can be of different types. It can include animation for better interaction to the study. Live action videos show better demonstrations in real job case scenarios. There could also be a spokesperson who is talking directly to the camera in more of a lecture format. Videos are used in my organisation as they are more engaging and demonstrative. These materials are easy to understand and can foster the learning and understanding of the new employees. Videos are also accessible and the learner can get access to them whenever they need them. 
Case Studies 
The last learning and training method that my organisation use is solving case studies. A study generally includes an in-depth description of a business situation (Vincent, 2019). It will also include various symptoms and core issues to a business. The goal is to develop analytical skills and problem-solving skills of the new employee by letting him solve the case (elearningindustry.com, 2020). It is the best training method for those mentioned reasons. The situations can either be imaginary or real but it should be based on common work problems and situations. The employee has to find the core problem of the case, solve the case by coming with an effective solution and present the feasibility of his solution to the trainers or senior officials of the company. 


3. [bookmark: _Toc57585866]Reflection on my experience 
This module has helped me to learn a lot of practical things that are bound to help me in both my academics, and specially in my professional career. The aim of this module was to help the students to set proper strategies for their own personal reflection and career development planning and to gain confidence & competence to become a great employee in career. I think that the module is properly designed to meet these aims and objectives and like me, many students will get necessary guidelines to shape their future career. 
Before starting this module, I had great expectations to build up my own career and pathways for my future. We had Mr Abdi Rahman as our lecturer. He was really helpful towards the students and helped each one of the students to have proper understanding of the learning materials. This module had different parts of study including- exploring employment opportunities, the process of recruitment & selection in business organisations, effectively write CVs and resumes, facing interviews, mock interviews, career development opportunities, and employment legislation. 
This module has been designed for 10 weeks of study. In the first week, I have learned how to create a personal development plan for myself. A personal development plan is a must for someone who is looking to shape his future career in a better and efficient way. There are different types of PDP templates that can be found online. In the second week, I learned about different methods of improving self-awareness. Self-awareness is essential to control out way of life. The program taught us different tools to improve self-awareness such as SWOT analysis, the Johari Window, the personality tests etc. I was familiar with the SWOT analysis. But Johari Window was a new concept for me and it was very interesting as well. I came to realise the needs to having a open area of personality so that I can create better team dynamic with everyone and have better communication. I also learned that self-awareness is the key to developing plans for future and understanding own’s skills and competencies. After learning about self-awareness, I was able to analyse my own skills and competencies and compared them with the required skills that my future career needs. It helped me to improve myself for the upcoming future to come. The module also included a brief study about emotional intelligence or EQ which refers to responding to other’s actions or behaviours. EQ is an important skill to have proper relationship with the employees and colleagues.
The third and fourth week of the module included study of analysing employment opportunities, methods of recruitment and selection process in companies. It was helpful for me as I previously did not have much idea about where I will look for jobs. I also did not have much knowledge on the recruitment and selection process of the companies. So, this module helped me to gain practical knowledge on the recruitment process that takes place in the job market. 
Week five and week six was extremely important in this module. In these weeks, our lecturer covered about writing CV’s and facing interviews. Before this module, I did not have a CV of my own and I had no practical knowledge on how to face interviews for jobs. This lesson has taught me how to build a curriculum vitae and how to ace interview performance. I have gained some tips and tricks that will help me to land a great interview when I apply for a job. I have also created a good CV for myself after this module. In week six, we all had to go through a mock interview that gave us a real-life experience on how interviews feel like. It will give us confidence in the long run. 
Later the module taught us about employment legislations. The employment legislation ensures that employees have their rightful safety in their workplaces and enjoy their full benefits. Every organisation needs to follow these legislations. I also got to learn about career development process. I learned how to use both intuitive approach and cognitive approach in setting up a future goal for myself. I also developed a back up plan for my career as it is always reliable to have a contingency plan. For my career development process, I have learned about the actions that I need to take to achieve my goals in my career. The career development plan also taught me about continuous professional development. 


[bookmark: _Toc57585867]Conclusion 
Professional career development is significant for one’s life for having a desired career and life. Every student must focus on his professional career development besides his personal development. This module has helped me and others to be more aware about ourselves, set clear goals and take preparations accordingly. Professional career development also helps a student to become an effective employee for future and have a lucrative career. 
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The recruitment and selection process is a series of hurdles aimed at selecting the best candidate for the job.




