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EXECUTIVE SUMMARY
The purpose of this report is to state why career development is important for career success. The report will show what PDP skills are required for me to achieve my professional and personal goals and how I can improve myself to be ready for employment.
The report will identify my development needs what learning styles can be used with a personal SWOT and a GO MAD diagram based on my personal circumstances.
The report will conclude with me being put in the position of an employer and the process I will take in appointing a suitable candidate for a specific job. I will show my interview procedure and layout also a job description with the skills set required. Most of my research will be sourced from various website articles, books and my own intellect from what in class from this module.
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INTRODUCTION:
The first part of this assignment is about professional career development (PDP). I am going to discuss my plans on how to develop my personal skills to further my current and future career prospects for a better job. This process will require me to reflect on the skills I am good at and the skills that need improvement. PDP can also be used for personal and educational objectives as well as career development.
I will talk about how to use the SMART objective to achieve my goals and different learning style questionnaires which can be used to identify my strengths and weaknesses in PDP. The second part off the assignment is about the recruitment process one would have to undertake to select a candidate for a job. I will do this from an employer’s perspective.























 PROFESSIONAL CAREER DEVEOLPMENT SKILLS
Maslow (1970) suggests that all individuals have an in-built need for personal development which occurs through a process called self-actualisation. He refers this to process that everybody has ‘to become everything that they are capable of becoming’. PDP is important for me for my professional and personal success to achieve my goals in life. Setting yourself goals is important if you want to further your career prospects within an organisation. A good way of achieving goals is to set myself a short-term plan to reach my long-term plan.  I will have to reflect on my progress and achievements to recognise what skills I am good at. Then evaluate which jobs these skills and abilities can be transferred to and used efficiently.
Then I must identify the skills which I am not good at or need improvement, by doing this I will set myself a PDP. Once these are all addressed by me the next steps will be to:
. Reflect in my progress-
. Recognise my transferrable skills
. Identify what areas I need to improve
. What resources and help can I get
. What actions am I going to take?

Self-reflection will help me recognise the progress I have made. I must ask myself questions about my performance and strengths. What are my weaknesses and how will I know I have made improvements.














MY PDP
Everyone in life should have a personal goal or a plan of where they want to be in 5 years’ time. I am currently working in an Indian restaurant as a side chef, I also work in the front of the restaurant two days a week taking orders. Personal Development Plan can be used to lay out a plan for me to think about my own learning and performance. to plan for my personal, educational and career development. Here are some of the most important objectives I wish to achieve in the next five years.

. graduate from my skills in the workplace course (educational development)
. become a manager of a restaurant (professional development)
. stop smoking (personal development)
. one day own and run my own restaurant (future development)

By working in both sectors of the restaurant I have gained valuable professional skills and personal skills which are vital for my prospects and the success and profit gains for the restaurant.  

. Time Management
This is a core skill that any individual hoping to run their own business one day must have. Failing to manage your time damages the effectiveness of your work and can also cause stress. The demand on time can be excessive so I try not to spend too much time on low priority tasks. This is also important for my personal life because I must maintain a balance for my family time and study time. Hopefully this will give me increased opportunism in the future to advance my career. A good way of managing time in a workplace would be to note down what activities or tasks you would carry out through the day the assess the time it took and the importance of the task, prioritising what is important and reduce the not so important tasks. your workload will be less, and you will become more efficient.  







. Teamwork

This is a very important skill for me on a professional and personal side. This skill would probably be on every application form for most jobs. Teamwork is the co-operative effort by a group of people to achieve a common goal in a restaurant during busy periods me and the rest of the staff must work together to achieve the highest quality and service for our customers. Bass (2017) states that strong organisational support and clear group objectives lead to the highest level of success. My job is to answer the phone and take orders online or book reservations. During busy hours I will help my work staff set up the tables once customers leave, also if both phones in the restaurant ring at the same time one of my co-workers will answer the second call or greet the waiting customers if I am busy. This is an example of effective teamwork which I undertake in my place of work.

. Communication Skills

Doyle (2017) states that communicating effectively with superiors, colleagues, and staff is essential in any industry you work in. When I am in work I need to communicate with my co-workers and customers which involves listening to improve this I can practice active listening, Adair (2017) argues that this is done by paying close attention to what a person being asked to do and clarifying any questions. This method will also help me on an academic level on my university course by better understanding what the teachers talk about in every session. In my job I always try to speak clearly and direct in as few words as possible. By doing this the listener will not get confused or be unsure of exactly what I want them to do. Being friendly towards customers is also something I am good at by politely greeting them or ask the how was their day. Giving feedback appropriately as well as receiving it is something I am always open to and appreciate. This is called constructive feedback by for example if we had a very busy weekend in the restaurant but there were no problems the manager will praise all the staff saying ‘well done’ or ‘nice job guys’ this will boost morale and give employees more motivation. A few months ago, a customer asked for specific dish that was not on the restaurant menu, so I explained this to the customer but told him I can ask the chef to make up the dish because I knew we have these ingredients in stock, so he thanked me and placed his order. The manager was very impressed with the way I communicated with the customer and said ‘that was very good ‘he explained that you should never say no to customers but give them alternatives just like I did.









Multi-tasking 
This is when a person is juggling different tasks at the same time shifting from one to another. For myself this is good skill that I have developed by working in both parts of the restaurant I know how to carry out different tasks and cook while still taking orders over the phone. This is also important for me if I want to run my own restaurant in the future as knowing different jobs eases staff problems or if anyone is sick or on holiday. It not always good to do too much work-related tasks together because it can also cause stress and bad productivity as argued by Gantt (2014) and from my own experience.      
From my job experience I have learnt to achieve my professional goal and one day become a restaurateur there are other skills I need to develop.

. Leadership skills
strong leadership is essential to any organisation for it to thrive. Being self-aware, explaining specific goals, motivating staff, and being held accountable are some of the attributes of a good leader. An individual with good leadership skills will respect his employees and be humble when at fault. Good communication with customers is also vital.



















I have made my own smart objective on how I aim to develop this skill.





· To develop strong managerial and leadership skills and run my own restaurant in five years________________________________________________________________________________________________  
·  
· 1. Specific
· 
· ___I will work as manager in a restaurant to gain experience of running a business.  _____________________________________________________________________________________________
·  
· 2. Measurable 
· 
· _____I will ask 3 staff members for feedback every week and evaluate myself personally and see how the restaurant is doing financially ___________________________________________________________________________________________
·  
· 3. Achievable
· 
· __Within three years I want to  get a qualification in management or business _____________________________________________________________________________________________
·  
· 4. Relevant 
· ___In one year  I want to graduate from my skills in the workplace course and provide me with better knowledge on achieving my goals.________________________________________________________________________________________
·  
· 5. Time-bound (What’s the deadline and is it realistic?): 
· _Yes__by doing this course and working in a restaurant at the same time I will be ready to venture into my own business within five years__
·  









SWOT is an acronym that stands for strengths, weaknesses, opportunities and threats as described by Berry (2018). Companies use SWOT to analyse their business strategy. Individuals can also use this to analyse their personal or professional development.

Here is a SWOT analysis based on my professional development

	Strength
	Weakness


	 Transferable skills
Honest and polite
Hard working
motivated
	Leadership
Coping with stress
IT skills
Giving presentations

	Opportunities
	Threats



	Get a degree
Promotion in work

	
Balancing personal and study time
Financial restraints



 
















Organisations use skills audit to assess their marketing strategies or better employee development as described Holzke (2011).
 I have created a skills audit for myself to identify what skills I require for my current and future prospects.

1 = NO GOOD     2= OKAY     3 = GOOD   4 =VERY GOOD    5 = EXCELLENT 
	Objectives
	points

	Good Time management

Listening to understand more clearly

Coping with stress

Involve others in tasks and problems

Successfully give a presentation

Working in a team

Developing good IT skills 

Motivate myself and others

Speak clearly and to the point

Leading a group in projects or work

Use positive or negative feedback given to me to improve myself

	3

3

2

4

2

4

2

3

4

3

3
















Different learning styles

Learning is a process in my opinion never stops there is always more I can learn to better myself for anything in life, personal or professional. The more I develop from learning in my job, I can give better job performance and make less mistakes, this will also accrue better running of the restaurant and hopefully lead to higher profit margins. There are various learning styles that have been structured by very intelligent individuals as described by Dowson (2015) to help us with improving ourselves. Different styles relate to each person, some may find one of these styles very suitable while other may not and choose a different path. Some learning styles that I have studied and talked about in class are:

McLeod (2013) Kolb's learning style 
Kolb’s theory has four stage style. Kolb (1976) explains that everyone will prefer a certain learning style based on their characteristics. His four stages are:
. Diverging (feeling and watching) -this is someone who is very imaginative and not a hands-on person. The individual would favour to brainstorm and find solutions to problems rather than do any physical requirements.
. Assimilating (watching and thinking)-this type of person will perform better when being told what to do concisely. The individual will have good listening skills and will prefer to go to readings and lectures and take time to make decisions.
. Converging (doing and thinking)-this person will very practical and like technical tasks and has less interest in communication with other people. This type of person is not afraid to work on new projects and like to experiment with new ideas.
. Accommodating (doing and feeling)-this is a very hands on person that will make most decisions by using their own logic and instinct but is willing to listen to other people then analyse all the information.









Fleming (1992) Vark learning style
The acronym VARK stands for Visual, Aural, Read/write, and Kinaesthetic sensory modalities that are used for learning information. The Vark questionnaire is set up with multiple choices to assess each person preferred learning style. Leite (2010) has argued about the validity of this test as an individual can be more than one of these modalities regarding the outcome of the questionnaire.
V – This is someone who will work better with use images and pictures. They would prefer to visualise their tasks rather than write it down.
A- This type of person will speak first and do any ideas later. They learn best from attending lectures, group discussions and web chat.
R- This is someone who’s biggest strengths are reading and writing. Most students will have a preference this category as these skills will be required to complete assignments and essays. 
K-This is someone who will learn better from doing tasks and very hands on. They prefer to make things rather than read or visualise.
[bookmark: _Toc509601930]By completing the questionnaire, it has been determined that visual and kinesthetics are my preferred modalities. Since I have started this course I have realised that it is easier for me to study when I see what I need to do and I like to get involved in group discussions and ask questions. So I would say that VARK is my chosen learning style.










JOB RECRUITMENT
Introduction
This process is very important for any organisation large or small. Hiring the most qualified and suitable candidate is vital for any job because this will influence the performance of the organisation in their respective markets as described by Marie Ryan (2016). This part of the report will discuss and evaluate the recruitment process of hiring a restaurant manager from an employer's perspective.
Here is a typical illustration of what a recruitment process may look like.
[image: ]





1.Identify job
Following the departure of the current manager this restaurant is looking to hire a manager to run a busy restaurant from all aspects, motivating staff and deliver great customer service. We are looking for someone who is experienced, a degree in management would preferable but not essential. Salary is negotiable based on outcome of selection and interveiw.



2.Job description

. Coordinate daily Front of the House and Back of the House restaurant operations
. Deliver great customer service
. Respond customer complaints in an appropriate fashion
. Have good commercial awareness 
. Organize and supervise shifts
. Monitor staff performance and productivity
. Ensure restaurant meets all health safety regulations
. Maintain restaurant's good image within the local community
. Control operational costs 
. Keep records of weekly and monthly revenue and expenses
. Knowledge of  RMS systems (e.g Just Eat ,OpenTable)
. Recommend new methods of promoting restaurant (e.g discounts, social media)
. Train new and current employees 
. Implement policies and protocols that will maintain future restaurant operations



Essential Requirements

. The candidate must have proven track record of previous experience in this role. Any job or character references must be presented. 
. Have great customer service skills
. Familiarise with our menu and ingredients to recall when asked upon by our customers
. Strong leadership and motivational skills

 3. Advertise Vacancy 
This can be done by putting a notice in employment agencies, local newspaper and magazines. To expand and get larger base of potential candidates using internet via job websites or social media is a good source as stated by Bean-Mellinger (2018).

4. Managing Response

The employer will then require each candidate to send a CV explaining why they are most suitable for this managerial position. A formal CV will include a background on the personal, educational and work experience in this field of the person. The individual must state in their CV what skills they possess and what make them the right person for this job. Once all resumes are submitted employers will the start to review each one and identify the most suitable candidate's and make a shortlist.

5. Arrange Interviews 

 After that required plans are made to take necessary tests and shortlisting the candidates. After reviewing references, candidates are called for interview.
An interview can be defined as a face to face conversation between two people where one will obtain information by directing it towards a specific purpose as described by Gordon (1998). In the case for this job interview it will take place at the restaurant premises.
[bookmark: _Toc509601938]

Types of interview

Various types of interviews can be used to recruitment the proper person in the restaurant. However, the most commonly used interviews are discussed below.

. Structured interview
This is the employers use formal system to test the candidates. There maybe more than one person doing the interview.

. Unstructured interview
In this type of interview there is no formal or organized structure or question the candidate maybe be asked to answer personal questions eg. favourite hobbies, movies etc.

. Mixed interview
In mixed interview, employers use the combination of both the structured and unstructured interview. Again, the interviewers can use any other situational or behavioral interviews as they think appropriate. 

. Behavioral interview
I Here, the interviewers want to know how the employee handled particular situations in past and good or bad experiences they have faced in previous jobs.

. Case interview
In this type of interview, the candidate maybe be given a case study or a problem-solving task where the employer would like to see what they do in a pressure situation.





After analyzing all these interview strategies, it has been determined that one single type of interview will not be enough find the most suitable candidate for the manager’s position. To meet the expectation or the requirement of the restaurant a mixed range of interviews will be carried out , such as structured ,unstructured and behavioral. 
The reason of using the above-mentioned interviews are that through the structured interview I will try to know the academic or restaurant related knowledge of the candidates. On the other hand, through the behavioral interview, I will test the situation that the candidates have faced and their reaction in that situation. 
Here are some questions that candidates may face in this type of interview. 
. Have you ever dealt with staff disputes?
. Have you dealt with unhappy customers?
. How did you handle these situations?
. What are the major strengths and weaknesses that you possess?
. How would you handle particular situation in future?
. why should I hire you?
. How will you promote the business?














Appointing Manager
After a thorough interview where many more questions will be asked the employer will appoint the person he thinks is the most suitable candidate to run their food establishment. In some cases employers might ask the chosen candidate to visit the restaurant before he/she start their employment to get a feel of the environment they will be working in and meet the current staff , it is sort of like an icebreaker.























Conclusion
The conclusions from this report have shown that I am on the right path to reach my future goal both academically and professionally. Like every human being I have my strengths and weaknesses, but I am confident in my learning capabilities. Vark has proven to be my chosen learning style where by visualising and being hands on I learn best. My short term goal is to graduate from this course and with help from the right people and working on my own initiatives I will excel in the skills I lack to run my own business one day.  
Recruiting a restaurant manager is quite a basic and short procedure compared to other global organisations however it is still important to have the right person in place for any small business. I have drawn out a very detailed recruitment process where it has concluded that one type of interview technique will not be a reputable approach. Combining different methods and asking the right questions is my preferred method. Businesses are all about high turnover rates so appointing someone with commercial awareness is important.
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