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[bookmark: _Toc119334226]Skills and competency audit
[bookmark: _Toc119334227]Introduction
To audit the skills and competencies, it is important that a person must have a major insight into the skills and knowledge required in the future. For this purpose, a career has been selected, and the skills requirement is presented to compare and contrast the skills gap along with a PDP plan for improvement. 
[bookmark: _Toc119334228]Chosen career- Operation Manager
My chosen career to prosper in future is the “Operation Manager.” According to Wolniak (2019), an operation manager holds the responsibility to manage the overall team and oversee high levels of duty. These duties relate to the management of the products and services associated with the business and setting appropriate standards. The operation manager also controls the business process and redesigns operations and capability as per the demand of the situation. 
[bookmark: _Toc119334229]Skills and knowledge requirements
Several skills are required to ensure that the chosen career is adapted accurately without any hindrance caused due to skills gap. An insight into the skills and knowledge requirement is essential.
In terms of the knowledge requirement, a rapidly growing business environment needs to be reviewed along with the numerous process knowledge required for project improvement. Since the job responsibility also focuses on maintaining health and safety standards, therefore, knowledge in this regard is also necessary. Sang et al. (2018) provided that an operation manager must also possess knowledge of the inventory control system and insight into six-sigma initiatives. Therefore, a wide horizon of knowledge is required for the chosen career.
On the contrary, several skills are required to be a capable operations manager. Tsai et al. (2019) provided that an operation manager must possess good leadership skills as the manager works to deliver supportive and inspiring leadership to the teams. Moreover, flexibility is a key skill that needs to be emphasised as a leader. The person must not think of overruling the team; rather, a welcoming approach to getting involved whenever necessary should be adopted. The quality of the leadership approach adopted serves as the key to the effectiveness of the selected career. Besides this, the operation manager should rest a major focus on time management as the achievement of productivity targets is a key factor to be emphasised. Other key skills required for the operation manager is the conflict management, decision-making, people management and data processing skills. These skills help deliver excellent customer service and ensure high-performance levels. Being resilient is also a key area to be focused on by the operation manager. 
[bookmark: _Toc119334230]Personal Development Plan 
	Skills
	Strategy 
	Resources required 
	Evaluation 
	Duration 

	Time management 
	To improve my time management skills, I will work on making schedules to identify the tasks that are important so that I can complete them first. I will work on short deadlines to improve my time management 
	To achieve these skills, the major resources that I require are planners' applications and opportunities to work on deadlines. 
	The end result of the projects and the study of their deadlines can help me to evaluate my performance. Further, the feedback from the tutor can also help me. 
	I require 3 months 

	Resilient 
	In order to become less resilient in the business, it is important for me to normalise the factor of accepting change and consider the challenges as part of my job, further identify any role model that can inspire me to accept the challenges and allow me to tackle the challenges on the job.  
	To develop this skill set, I require a proper guide and instructor that can help me to accept the challenges positively. The leaders or the instructor can help me to reduce my impulsiveness and accept the challenges by looking at the wide picture of the challenge. 
	The self-evaluation, along with the feedback, can help me to evaluate the progress and identify if the set goals have been achieved. 
	I require 4 months to work and achieve this goal

	Teamwork 
	To develop teamwork skills, it is important to acknowledge that all are working on the same goals and moving in the same direction. Identify the basic norms and values of the teams and then follow those to fulfil assigned duties. As it can help to achieve your goals with efficiency
	To develop this skill, I need the opportunity to work in a group. Further, to develop this skill set, I will review videos and review the rules that teams and groups follow in order to work together. I will keep the major objective of doing work in my mind.
	To evaluate my progress, I will use feedback from my group mates to identify if I perform well in the group or require any type of improvement.
	I require 3 months to improve these skills et 



[bookmark: _Toc119334231]Skills comparison to the chosen career 
The skill comparison to my chosen career provided that several skills I have strong command over will help me prosper in my dream career. Being an operation manager means that there is a specific need to communicate with the team. I have strong command over my communication skill and also owns a robust active listening skills. This is essential as it will help me tackle the situation adequately and brainstorm ideas and bring in innovative outcomes for the organisation. However, there is still uncertainty about whether I will be able to make effective use of my skill during the job course or not. This is because of my lack of resilience skills. I often mess up in situations and find it difficult to adapt to challenges. Working as operational managers require you to work on complex issues and network; I possess the skill of managing complex problem, which I consider can help me in my job and allow me to fulfil my job duties. Further, I have coordination skills which are considered an essential skill set for operational managers because it is helpful to engage all in the process and ensure effective results. I need quality work, and this skill set can help me to ensure the quality of the operations of the company. 
[bookmark: _Toc119334232]Reflection on the module concepts
The module on professional and career development emphasised learning activities that help attain the preferred career outcomes. The focus on career competencies is essential as it eases the roadmap to a successful future. However, Gubbins and Hyden (2021) provided that professional development eventually combines personal development and links it to the career development area. The knowledge base has been expanded significantly throughout the module, and therefore to assess the concepts learned from the module, the Gibbs model of reflection is used. 
[bookmark: _Toc119334233]Gibbs Reflective Cycle
Bass et al. (2020) described Gibb's reflective cycle as an opportunity to evaluate and explore an experience by categorising it into six stages. The model was developed by Graham Gibbs, providing an appropriate structure to the learning attained throughout the module, along with appropriate experiences.
[image: ]
Figure 1: Gibbs model of reflection 
(Source: Oviawe 2020)
[bookmark: _Toc119334234]Description
The module on professional and career development provided insights into various concepts of career development. Zacher et al. (2019) describe career development as the planning to choose an appropriate career, advance the career path and improve skills. It is said to be a life-long process and helps evolve the occupational status. Moreover, the module also expanded the knowledge base with regard to employment legislations and laws that help in regulating the relationship established between an employee and the employer. A mock interview experience and an open-book assessment were also major parts of the learning experience of the module. The activity of the mock interview helped mirror an actual job interview and provided me with the opportunity to practice what is required to be said in an interview. Additionally, the task of open-book assessment provided the opportunity to familiarise me with a case study and also enhanced my reading and understanding abilities. Thus, the module provided a variety of learning and self-awareness opportunities that enhanced the skills portfolio and also assisted in career enhancement. 
[bookmark: _Toc119334235]Feeling
The module was a journey with several ups and downs, and therefore feeling of confusion, anxiety, and a bit of excitement to learn new things every day were associated with the learning. During the module, the learning on career development was my favourite part as it helped in envisioning future beneficial outcomes and also assisted in dreaming of a bright career prospect. As the learning went on, I also realised that by resting all my focus in this regard, I will be able to not only ensure career development but will also witness growth and prosperity in my personal growth. Van Woerkom and Meyers (2019) provided that personal growth is an act of developing effectively as an individual. This development is linked to both educational development and skills development. Since the module provided several opportunities to test my own skills and capabilities, especially with the aid of a self-awareness tool, I was in awe of the learning pathway and craved self-growth. 
[bookmark: _Toc119334236]Evaluation
The learning attained from the module comprises both good and bad aspects. Though, the module holds a positive impact as it was very informative and helped enrich with regard to specific topics that will serve as a guiding light in future. I was also able to highlight the skills I have command over and the gaps in my skill set that needs to be bridged effectively. I have a strong command over my communication and active listening skill. According to Krivosheyeva et al. (2020), effective listening serves as a vital skill to be developed in the workplace as it helps collect information and make an informed decision. Moreover, with the aid of communication, professional relationship are strengthened, and a person is able to become more productive. In terms of the bad aspect of the module, a lack of time-management skills was a major barrier. I am a last-minute person who affected my work and learning throughout the module. 
[bookmark: _Toc119334237]Analysis
I believe that the topic of the module, Professional and career development, itself had a positive and valuable impact on me. I was convinced that without resting a major focus on skills and knowledge, future areas cannot be conquered effectively. The knowledge also influenced my social interaction as I was able to mitigate all obstacles in my pathway by communicating the difficulties with my teacher and peers. I was also to build connections with others and also motivate others through the lens of module learning. Moreover, I realised that I need to focus on my writing skills and time-management skills and should emphasise the development of resilience skills. By focusing on the skills gap, clarity is achieved on the road to success, and beneficial outcomes are at the forefront. 
[bookmark: _Toc119334238]Conclusion
From the overall learning experience attained throughout the module, several positive aspects have been highlighted. One essential area is being mindful and establishing a positive mindset. I also realised the importance of exerting professionalism and motivating others. Moreover, the learning also made me realise that a person cannot achieve success by moving alone; rather, the importance of team working has also been highlighted throughout the module. Working in teams is a major barrier that may hinder my career development areas. In the view of Monroe et al. (2021), the modern working environment fosters team working as it helps create a positive atmosphere and allows to brainstorm of new ideas. Thus, the realisation made throughout the module regarding the importance of knowledge and skills will be used effectively in future. 
[bookmark: _Toc119334239]Action Plan
In future, I will ensure that the learning from the module and the gaps highlighted in my skill set must be revised adequately. I will dictate more time on my skills as without effective team working ability, time-management and resilience, surviving in the modern workplace will be crucial. Thus, I will practice my skills and will make effective use of my strengths to gobble up my weak areas. The strength of communication will assist in overcoming my team working skills as communication helps resolve conflicts. Moreover, I will practice my writing skills and do yoga to be resilient. 
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