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INTRODUCTION
In this report I have attached a SWOT analysis and a professional development plan for myself and KOLB’S CYCLE and PDP for staff development and training. I learned about these tools while studying this module. 
I will apply two other points, one is what skills I will need to be an effective manager, why self-awareness is so important, and the other is an assessment of the concepts I learned in this module.

Personal SWOT Analysis- (for myself)
Strengths
    -Persistence
    -Good communication
    -Good organization
    -Hard work
    -Able to work in team
    -Friendly
    -Ability to solve problem
    -Open to learn more and new 
    -Good time management
    -Productive and creative person
    -Concentration
    -Patience

Weaknesses
    -Difficult to work under pressure
    -Sensitive
    -Thinking more than normal over the problems
    -Sometimes language barrier (English is not my first language)
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Opportunities
    -To expand my business
    -To learn English as Bulgarian
    -To give good example for my kids in the future live

Threats
    -Hectic live
    -Lack of time
    -Pressure 
    -Stress

   PERSONAL DEVELOPMENT PLAN- (for myself)
                                                               CAREER PLANING

                  WHAT ARE YOUR STRENGTHS? (SKILLS AND TALENTS)
-I am persistence person
-I am friendly and caring in nature
-I like to help people
-I have good teamworking, problem solving and organizations skills
-I am creative
-I am hard work
WHAT ARE YOUR INTERESTS, HOBBIES, AND PASSIONS?
-I am interested in growing my business. I like to work with kids, so I looking to open kids’ playground where parents can leave the kids for 1-2 hours, stay and play.
-My hobbies are watch movie with my family and spend time with them.
I like swimming. And I like to do nails to my friends, not professional. 
-My passion is to keep good relationship with people around me and help everyone and always when I can do that.


WHAT DO YOU WANT TO LEARN?
-How to manage bigger business with more staff-right way to bigger business
WHAT ARE YOUR CAREER ASPIRATIONS AND LONG-TERM CAREER GOALS?
-My long-term goals are to educate myself and growing my business
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                                                                                                                                                                                                 Develop more management skills and experience
Engagement in this area
From tutor
Take leadership and management responsibilities more often within the university
SUPPORT REQUIRED
SUCCESS CRITERIA
AREA TO BE DEVELOPOMENT               

ACTION I WILL TAKE



                                                                                                                                                                                   
                                                                                                                                                                                     
English course
Communication skills-English language improvement and learn more languages
Improvement in speaking and writing                                                                  

                                                                                                                                                                                 
                                                                                                                                                                                
                                                                                                                                                                                   
                                                                                                                                                                                      

EMPLOYEE TRAINING AND DEVELOPMENT
Every manager must train staff well and take care of their good development. Employee training and development consists in learning new activities or improving already acquired skills. Training is important and necessary to improve the performance of a company.
Development is the acquisition of knowledge and skills, which is the preparation of staff for new responsibilities and positions. 
Employee training and development is important both for the employees themselves and for the development of the company. In this way, they become better at their work and overcome gaps made due to lack of knowledge. Training can also help them be more innovative, creative, and skilled to ensure that their workforce is useful to the company. When employees develop well and are trained properly, this is a chance for them to reach higher positions.
Using some models is easer to train staff. I will use Kolb’s Learning Cycle and PDP in this report.
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KOLB’S LEARNING CYCLE
                                                      1.CONCRETE EXPERIENCE                                                                                                                                              
                                                                    (Feeling)



4.ACTIVE                                                                                                      2. REFLECTIVE 
EXPERIMERNTATION                                                                                 OBSERVASTION 
    (Doing)                                                                                               (Watching)


                                                             3.ABSTRACT 
                                                       CONCEPTUALLISATION
                                                                (Thinking)

With Kolb model we must follow four steps. This model is continuous, which mean we can pass through repeatedly all steps. We learn from our experience and sometimes from our mistakes. In addition to being a four-level model, it also contains four learning styles. That show how diverse types of people prefer to learn new things.
1. CONCRETE EXPERIENCE- This mean that we must do our task to learn. It is not enough just to watch. And if the staff is old, they can try to do the task in a new way.
2. REFLECTIVE OBSERVATION- Reflective observation involves asking questions and looking at things, such as how to apply what we have just learned in different situation.
3. ABSTRACT CONCEPTUALLISATION-This is the stage in which the experience is considered. We take stock of what we have experienced so far and look for other information and ideas that we consider the old with the new that we have learned so that we can combine them together.
4. ACTIVE EXPERIMENTATION-This is the stage when we consider how to apply what we have learned in practice. If we do not have a plan for how to apply what we have learned, it can be quickly forgotten. If we stop planning and start acting, we will enter the first stage of the KOLB’S training model. 

As a manager I would use the KOLB’S model for staff training and development because it is very extensive and offers different training styles. I like the way the staff is trained through this model-learn while working and work while learning. It allows innovative ideas to be offered even by the training staff, not only the old ones. We can apply old and new knowledge together to get best results. 
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PDP
Managers also need to renew and updating their skills and knowledges. Personal development plan (PDP) is a good for managers to help employees reflect on their abilities.                                                                                                                                             
PDP enables employees to develop new skills and achieve improvements in their work. It also a source of motivation for employees. 
Personal development plan helps people understand where they are now, where they want to go and how to get there. Helps to build skills such as-self-awareness, adaptation to change, observation and evaluation of achievements. 
Every manager must take care an effort to train his staff properly. Training and development help to overcome performance errors that are made due to lack of knowledge. This helps companies and teams achieve better business results. Training also helps companies to be innovate and respond quickly to incoming changes. 
Personal development plan is like a cyclical process and improvement comes from moving around.

                                            ESTABLISH THE PURPOSE

REVIEW AND                                                                                  IDENTIFY DEVELOPMENT
EVALUATE                                                                                                       NEED


RECOED                                                                                             LOOK AT DEVELOPMENT
OUTCOMES	            OPPORTUNITIES


                    UNDERTAKE                                                             FORMULATE ACTION
                 DEVELOPMENT                                                                          PLAN
Personal development plan is a good model for learning, because people find their goals, understand their capabilities and by looking for an appropriate action plan they reach their goals. I believe that following the steps of the PDP circle, as a manager a would train my staff in an appropriate way to be able to cope with the challenges in the company and to be able to raise employees to higher levels.
How will I use it? I would make a list of the employee’s goals, then I would write what he wants to achieve. I would set specific achieve indicators for the goals. I would help him understand exactly what he wants and how to achieve it. Recognizing barriers to understanding what can hinder and seeing learning opportunities.                                                                                                                                                                                                                                                                                                                       
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WHY SELF-AWARENESS IS SO IMPORTANT
Some managers like to take on all the work to make sure the job is done well, but that is not right. This leads to stress, stain, and neglect of the team. A good manager must distribute tasks effectively to avoid workload everyone. Knowing the strengths and weaknesses of your team will ensure a job well done, fast and efficient. Self-awareness helps for these choices. 
Self-awareness helps in decisions making. Good leaders use self-awareness in managing their own behaviour.
Self-awareness is the ability to observe our own emotions and actions. When we are aware of our emotions it is much easier to manage them and react properly in different situations. This is good example for our team, because they will be free to ask questions and rely on us as a manager.
Without self-awareness we could not be personable and run a company. The need for self-awareness is important for both personal and business plans. It is important for offers, sales in the company and for feedback. 
Some people are embarrassed to speak in public, as I do. When I have a presentation, I go to someone in the family to learn too control emotions and anxiety.

ASSESSING THE CONCEPTS THAT I HAVE LEARNED IN THIS MODULE

In the Professional Career Development Module, I have learned many new concepts and practices, which in the beginning I did not understand very well and did not find particularly useful or necessary. 
At first, I thought I knew all these things we were learning, but later this module helped me to understand a lot about me as a person and about my career.
For example, I had heard about PDP, but now I understood in much more details. I realized that PDP helps us recognize our weaknesses and strengths and shows us what to do to improve our skills to be more fulfilling in our work. 
I realized that it is better to be confident in the skills I have and in those that I need to develop to continue in the right graduate and apply for a position for which I am not yet ready. 
Something that impressed me were tools for improving self-awareness, such as the Johari window-psychological model that can be used to develop a team and improve communication (Self-Awareness, 2013).
Another self-awareness tool I learned in this module is personal SWOT ANALYSIS. It is a powerful tool that allows me to identify areas as strengths and weaknesses, opportunities, and threats. 
Thus, I am more likely to make an action or decision that will lead me to better success (Cameron,2009). 

8


This module also helped me prepare for a job interview. Some key details are the dress code, attend on time, reading the job advert and description very carefully, learning more information about the company, such as vision and future goals. Last, but not least, to be prepared by asking professional questions.           
The feedback I received from my tutor from the mock interview was particularly useful in order to find out where I need to improve and not make mistakes when applying for a suitable job. In this task we had to prepare a cover letter. I had not written a cover letter before, but now I know what it should look like. 
Professional Career Development module helped me distinguish the difference between a career and a job. I realized that work can be replaced by skills and experience increase. A career is something different, it requires training or education, and it has a long-term goal. 
In week nine I had opportunities to explore a range of employment legislation. These types of legislations are to establish the relationship and rules between worker and employer (Luke,2018).
There are lows regarding employ recruitment, contract, including working hours, wage, sick pay, holiday, maternity, paternity, adoption, redundancy, and retirement. 
An important part is health and safety at work, this provides a safe working environment for workers. Also, data protection equality, diversity, etc.
I can confidently say that my knowledge in this area has improved and although it is difficult to remember all the laws, I still know that there are lows and where to find them. 


CONCLUSION
During this module I learned many good and useful skills and managed to develop many qualities and gain more experience. I found many practical skills that I can apply in my business and in the training of new staff. I have a better view of my strengths and weaknesses. Also, my self-awareness is greater with the help of the tools learned in this module. 
Since I already have a small business, I will now be more confident when training my staff because I have learned new training tools. 
I find this module helpful for my self and for my business.
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