

Skills for the Workplace
Module Assignment Submission 

Student Name:	Alin Chirila
Student Number:	2008838
Module No:	BMSK5008
Module Title:	Part 1. Changemakers: Building your Personal Brand for Sustainable Employment


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.


Table of Contents

Personal Development Plan	3
Introduction	3
SWOT Analysis	4
Strengths Analysis	4
Weaknesses Analysis	5
Opportunities Analysis	5
Threats Analysis	5
SMART table	6
Goals and objectives	6
Recomandation	7
Zanders Letter	7
Zander letter to yourself	8
Professional CV	9
My CV	11
References	17












[bookmark: _Toc119766132]Personal Development Plan

[bookmark: _Toc119766133]Introduction 
This report examines the skills I currently possess based on my chosen career path as a manager. In the conclusion of this report, I will recommend strategies for achieving my short-term and long-term objectives and goals, based on a SWOT analysis, SMART analysis, and a list of my short- and long-term objectives.
PDP (personal development plan) is intended to teach you what you need to know and help you become the person you wish to be in your career. You can outline your strengths, what you need to learn or change in order to achieve your goals, and any weaknesses you believe you may possess in a personal development plan, according to Rogers (2021). A Personal Development Plan (PDP) is a tool for gathering information about an employee's competencies and how they intend to develop them in the future. PDPs are recommended by the government for the UK health service in order to stimulate continuous professional development (Evans et al. 2002). Bullock et al. (2007) suggests that developing a Personal Development Plan can help you figure out what you need to learn. According to Smith and Tillema (2001), personal development plans (PDPs) are used for two primary purposes, i.e., learning and development on the one hand and promotion, selection, and accountability on the other. My PDP will be used as a tool for learning and development, in order to identify my learning needs as well as my strengths and weaknesses.
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	SWOT analysis.


	Strengths 

	Weaknesses 

	Opportunities 

	Threats


	Strong personality
Knowledgeable 
Confident
Flexible
Experienced
Reliable
Honest
Coaching
Mentoring
Trainer 

	Working too fast
Language barriers 
Health issue

	Training opportunities
Learn different skills
Learn more languages 
Open a restaurant
Continuing education 
Promotion 
	Health issue
Job insecurity


[bookmark: _Toc119766135]Strengths Analysis 
My strongest strength is having worked in a variety of environments, such as bars, restaurants, and nightclubs. Changing to government work has allowed me to become more flexible and adaptable. I have also taken numerous training courses since moving to the UK, including Personal License Holder, Health and Safety, Fire Training, First Aid, and more. Learning these skills makes me more confident and knowledgeable. Another of my strengths is meeting deadlines. Since passing my trainer skill course, I have trained, coached, and mentored staff. As a result of my excellence in training people, I have received numerous awards from my superiors.
[bookmark: _Toc119766136]Weaknesses Analysis 
One of the keys to my success as a manager is the development of my language skills and the ability to work in a team. Some days I do things too fast and remove them from my list, and sometimes the quality of my work suffers as a result. Although I could do better if I slowed down, the quality of my work still meets the criteria for passing quality checks. I always experience language barriers due to the fact that my first language is not English, but I am improving every day. Additionally, I have a health issue, but I will not elaborate.
[bookmark: _Toc119766137]Opportunities Analysis 
Despite the fact that my company offers a wide range of opportunities, it is no longer a promotion-oriented organization. A competency-based selection process and an interview process are used for every position. My dream is to open my own business, specifically a restaurant/bar, after working in the hospitality industry for more than 20 years. To gain valuable knowledge and save some capital, it is imperative that I complete my university course as a first step. The next step will be to prepare a business plan. As a result of using a diary or Gantt chart, I will be able to better manage my time, which will result in me having a greater sense of confidence that I will be able to accomplish the tasks/jobs assigned to me.
[bookmark: _Toc119766138]Threats Analysis 
Without a diary to better manage my time, I will have difficulty keeping track of my to-do list. The unpredictable nature of my health issue necessitates that I rely on medicine in order to ease my symptoms.
Evans and Wright (2009) contend that SWOT analyses remain crucial for strategic planning due to their ability to provide a clear picture of an organization's position from a corporate, functional, and individual perspective. They emphasize that it should be used in conjunction with other tools rather than alone. One of the tools I will use for my PDP is SMART tables, including goals and objectives.
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	Specific
	Measurable 
	Achievable
	Realistic 
	Time-bound

	Developing new skills at work improves my performance.
	Over the next two years. 
	Updates and new trainings.
	Upon completion of my degree.
	It is my hope that my work will provide opportunities for me to learn and train in new areas, but my success will be determined after I complete my degree.

	Communication and presentation skills improvement.
	As part of my university course, I will present many presentations that incorporate graphs, images, and other media, as well as participate in team meetings at work to improve my communication and presentation skills.
	Developing my communication and presentation skills will enable me to move forward in my career and achieve better results. Each exam I pass brings me closer to my goal of learning new things, and at work, new training is developed to assist me in achieving this goal.
	With the completion of my degree, I will be able to operate a business and communicate with others with greater.
	My communication skills and presentation skills should improve in the next two years.



[bookmark: _Toc119766140]Goals and objectives
My goal is to improve my performance, communication, and presentation skills. In order to succeed in the management sector, individuals must have excellent communication skills, and they must be creative when communicating with others. I intend to improve my presentation skills and to provide training to my employees when I open the restaurant in the future as well as in my current position, so that we can work more efficiently together. Learning new systems and new guidelines, as well as being more flexible and able to adapt to updates faster will improve my performance at work.
[bookmark: _Toc119766141]Recomandation 
Through the analysis of myself, I have been able to identify my key strengths and weaknesses. To achieve my desired degree, I must overcome language and communication barriers. In order to accomplish this, I have to set aside additional time from my various activities to study and also communicate more whenever possible, for instance, at work, by phone, in stores, or in class. As a result, I will have a better chance of completing my degree and achieving my goals

[bookmark: _Toc119766142]Zanders Letter
According to Zanders (2002), we are limited by only our own paradigms and the paradigms we accept from others, and we must break free of these paradigms in order to achieve our full potential. The Zanders encourages us to break the limiting paradigm of comparing ourselves to others.
On the first day of class, Benjamin Zanders announces that everyone already has an A. In addition, they must explain why they received that grade in the past tense and behave like an A student throughout the semester. After giving his students an A on their first day of class, the Zanders reported that students' performances improved over time in the classroom and on stage. Taking your relationships from the world of measurement to the world of possibilities transforms them from expectations to possibilities (Freeman, 2013). The act of giving an A can create a new context for working and relating, which can be transformative for both givers and receivers.
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Dear Alin from the past,
There is a sense of gratitude, optimism, kindness, and a sense of serenity around me on November 1, 2023. I have enjoyed the past year despite the fact that there have been many minor changes that have taken place. I am proud of the grade I received because I did my best to achieve it. In order to be able to pass level 5 last year, I undertook a number of challenges that required me to work hard. As a first step, I would like to congratulate you on completing all six assignments for level 5. The next step will be to write the level 6 Zander letter, which will be the next step in the process.

The knowledge that I gained during the level 5 course has enabled me to continually rediscover my leadership skills at work as a result of the knowledge I gained. Since then, transparency, feedback, coaching, and engagement have all been the cornerstones of my leadership style. My new ability to critically analyse information has made a significant contribution to the success of the company due to my new ability to analyse information critically. The difference between me and the past is that I no longer jump to conclusions, instead I process information and consider what may be the best course of action for me. As a result of the new skills that I developed, my organization became more agile, leaner, and engaged as a result of my efforts. This level focused on critical thinking skills and critical analysis, providing students with the opportunity to reflect on their work.

Even though I have been working and studying at the same time, I feel better, and I am prouder of what I have accomplished, and I believe the knowledge I have gained over the course of this year will be well worth the effort I put into it. I would reorganize my time differently if I were to do this again, especially for my studies. The most challenging aspect of the course was the development of critical thinking skills. You are aware of the fact that literature is not one of your strongest subjects. In spite of the fact that you had to rewrite the entire paper, you were still able to pass the exam. You were able to do it, even though it took you a little extra time. Last year you worked extremely hard at your job and at school. Therefore, I ordered you to take a vacation with your family this month since you have worked extremely hard. It is imperative that you do not worry about it too much, because wherever you go, everything will be perfect, just as it is today.
[bookmark: _Toc119766144]Professional CV

An individual's CV should highlight the most significant and relevant aspects of their professional experience in a concise and focused manner. Therefore, it provides detailed information about all academic accomplishments that have shaped the academic career and professional experience of the individual, as well as a summary of all accomplishments that have contributed to that career (Caibano and Bozeman, 2009). There are few companies that request hard copies of CVs in the present day, most of them requesting an electronic version. A major advantage of digital CVs, according to Galdino and Gotway (2005), is that they contain a greater amount of information that can be easily accessed by those reviewing them, allowing for a more informed decision to be made. Although entries under headings may vary in chronological order, it is generally recommended to arrange them in reverse chronological order. A CV should be simple, professional, and easy to navigate, according to Castaldi and White (2017). The font, clipart, and graphics you use should be simple, such as Arial, Calibri, or Times New Roman. Readers should be able to follow the flow from section to section.
It has been demonstrated by Quillian et al. (2020) that racial, gender and name factors play an influential role in hiring decisions and that discriminatory practices have been observed as a result. As a result, a CV should not contain any information regarding the applicant's race, age, marital status, religious beliefs, etc. The vast majority of employers no longer require this information. In the event that you are invited for an interview, it is likely that you will be required to provide this information. This is due to the fact that most interviews are conducted in person. A CV that is up-to-date is a good idea as circumstances and CV requirements change over time, refer to Cleary and Horsfall (2013). According to Flannery et al. (2014), applicants should rearrange the order of entries on their CVs according to the priority of the entry depending on the position for which they are applying. For instance, if you were applying for a teaching position, you might want to emphasize your teaching experience in your cover letter. Additionally, if you are a candidate for the position of builder, you should highlight your training courses and diplomas in addition to your previous work experience in your application. In the course of writing a resume, there are several headings that are expected to be included, such as titles, addresses, appointments, educational backgrounds, and professional experience, educational and teaching activities, mentoring activities, as well as professional activities and organizational activities (Galdino and Gotway, 2005). A CV should not contain spelling or grammatical errors and should use active verbs such as "created".  It is important to create a CV that is tailored to your circumstances, to use an appropriate email address, not to include your home address when posting your CV online, and not to lie or exaggerate on your CV or job application, according to Smith (2021). Including hobbies and interests on your CV is not a requirement, but mentioning relevant ones can help you stand out, according to Rolfe (2019).
My CV has not been updated since I applied for a position with the NHS in 2018, when I was interviewed and passed the interview. At the present time, I am able to provide my CV in two different versions, a long version and a short version. To make my CV as easy to read and appealing to the reader as possible, I modify it depending on the type of job I am applying for. Due to this, I will be more likely to be selected by the company right away. In accordance with Fennell (2022), recruiters typically spend six to eight seconds reviewing a CV, although they may devote more or less time to each one based on their personal preferences. To conclude, your CV should reflect the most current version of you, be as concise as possible, be tailored to the job you are applying for, and be honest and trustworthy from the beginning.
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WORK HISTORY
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Novus Lesure-Tiger Tiger - Carf

- stftuaing
st roras

- Customerasistions
s
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- Function coordinsting

- oy barand venue operations
- tmosphere control
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- Managedstafrotas planning workioads ffectvely and sra

- Bt customer retenion and stsfaction by deering top-aulty

ool o maintain tam mativation ensering iy tasks were
pesformed accuraelyand eficently

- Increase team productiviy through effective staff planning.
cooreination sné task celegatian

Baeanager
Novus Lesure-GemBar - Loncen

- Managed and moritored mltisciplinaryteams providing coaching o
nsistently exceed P targets.
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- Managed and moritored mltisciplinaryteams providing coaching o
consistentyexceed K7 argets.
- Recrited andrained iven, dedicatedteam mermbers reducing staft
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- Managed and moritored mtdisciplinaryteams providing coaching o
consistentyexceed K7 argets.
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- Managed and moritored mltisciplinaryteams providing coaching o
consistentyexceed K7 argets.

- Recrited andrained iven, dedicatedteam mermbers reducing staft

- Conductad reguiar audes, maintaining appropriat sock supplies
meet consumes demanc

- Created weekly performanc reports,anaysing andinterpreting data
oimprove day-to-day business operatons.

- Designed amployee ncentues andrecognition schemss o aheve
teamtargers

- Maintined excellent et eacionships by dealing with queres and
complaints calmly and professinally.

- Upskiledsaffthrough targred raning opportunites, enhancing
team capabities

+ ansiysed dataand entfed opportunities to minimise perating

- Developed srang teams b skifully recruting,orening and raining
loyal ard-worling employees.

- Reducedstafturnover by buiing positve company cuture.

- Coordnatedemote working teams with exceptionaleadership and

- Facitated on-stesaffrining developing processes and procedures
oincrease operationalaccuracy.

- Managed and distributed weekly sales eports, enabling performance
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- Oversawstoreopening and closing incuding recondiing cash dramers
andmaling bank depesits.
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- Fasitated and pracessed ncoming i and i distbting
eievant information o necessary ceparments.

- Organised meetings and events guaranteeing pofessional esus

- offered excellentcustomer sevice o colleagues and exteral
epresenatives.

- rdered and maintained ffice statonery upglies inciusing nk

cartridges toner and paper
- Managed queresn-person by phone and ia mail.

- prodtuced and distibuted monthly reports using Excel knowiedge

- iintanea highstandrd o accuracy and qusity n ata ety and

H P Type here to search @& 7°C Partly sunny




