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Part 1: Personal skills audit, required skills for career development, and the evaluation of own skills

[bookmark: _Toc52999925]Personal skills audit
· Strengths
A core area of strengths is that I feel confident in my own work regardless of the position. I also have strong communication skills that are required to facilitate smooth and attaching communication with the clients and service takers. I can also build rapport in a very quick manner to understand the needs of the clients and provide services accordingly. 
· Weaknesses
I have a weakness in the area of self-control in some situations and events. I get easily excited and cannot control emotions in exciting cases. I have also been facing some problems in time management which is crucial for professional career. Weaknesses are also spotted in personal development areas as well. 
· Opportunities
I have various opportunities in the health and home care sectors. First of all, I can develop practical and theoretical knowledge and expertise in the years to come. Secondly, I have the opportunity to take more technical training in managing people at work and getting things done. In terms of career, I have the potential to go to the top positions at the organizations operating in the home and healthcare sectors. 
· Threats
There is intense competition in the job market and it is no exception for the health and home care sectors. Due to the recent dwindling economic conditions, getting expected jobs in this competitive market is getting harder. Training and education expenses have also scaled up to new heights. 


[bookmark: _Toc52999926]Goal setting and personal development plan
	Objectives
	Required actions
	Success measurement
	Deadline

	Develop communication skills 

	· Increasing communications with the peers
· Self-training at home
· Taking online communication courses and training 
· Reading books and articles related to communications
	· Ability to communicate with confidence 
· Ability to pursue and convince people
· Ability to transfer thoughts and ideas to others

	Oct 2020-Mar 2021

	Develop IT skills

	· Taking online courses on basic IT areas
· Browsing and operating web contents and services 
· Conducting web information based research at home
	· Ability to find information quickly
· Ability to extract information web sources
· Ability to carry out professional activities through IT solutions
	Nov 2020-Apr 2021

	Develop Microsoft office skills

	· Taking free  online courses on MS office applications
· Regular practices at home
· Doing dummy projects
	· Ability to prepare documents on MS word
· Ability to develop presentation slides using MS presentation 
· Ability to input data on excel sheets 
	Dec 2020-May 2020

	Develop theoretical knowledge on home care services

	· Read 5 books on home care services 
· Read online articles on home care services

	· The ability to understand different dimensions and areas of homecare services
· The ability to develop solutions based on theoretical frameworks and models of home care services
	Jan 2021-May 2021


Table 1.1: Development plan

[bookmark: _Toc52999927]Required skills for career in home care sector
Due to the nature of home care sector services and expectations of the clients, there are certain skills that are specifically, highly required in this sector. First of all, strong interpersonal skills of the employees and staffs are required at the organizations operating in this sector. Because providing medical care and support required good level of communications and mutual understanding with the clients and service takers. 
Secondly, the employees also need independence and initiative to launch new programs and provide services proactively. For the managers and general employees, they need to have a degree of freedom to come up with innovative solutions to meet the regular needs and expectations of the clients. So, the ability to make independent decisions is crucial for the employees working in this sector. 
Thirdly, the employees must have higher degree of patience and flexibilities. This is because,  clients would have various difficulties and complexities requiring the employees to become patient while providing services. They need to hear complaints and issues from the patients with flexible minds. 
Finally, to effectively manage the employees at the health and home care sectors, the management and leadership must ensure the employees have necessary managerial and administrative skills and competencies. 
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Continuous evaluation of personal capabilities is highly crucial in maintaining a personal development plan (Brown and Brown, 2012). In the same way, maintaining a personal development plan is a key element of career success that guides and individual towards achieving a set of skills and knowledge to pursue a stable career (Beausaert et al., 2013). In this regard, till this stage of my career, I have developed the basic and advanced level skills and competencies. However, as spotted in the personal development plan, I have several weaknesses that require further improvement. For instance, due to the digitalization of home care services, I need to have improved understanding of technical skills in the IT and office applications areas. However, I have sound understanding of managing people in the workplace due to years of experience that I have already gathered. Above all, a continuous development is necessary at every stage of career to pursue new career paths and success. 
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Part 2: Learning and development training methods for the employees

[bookmark: _Toc52999930]Importance of learning and development training
Organization learning and development for the employees is highly crucial to improve their performance in executing assigned activities and roles. Learning and development training provide them with the opportunities to learn new things and get equipped with the latest skills and competencies (Williams, 2018). As a result, an organization can improve the level of satisfaction and morale of the employees at the workplace. Through learning and development training, the employees can overcome their weaknesses and generate consistent positive outcomes by increasing productivity and adherence to quality standards (Sal and Raja, 2016). It also helps the management to nourish innovation and the development of new strategies and products. 
[bookmark: _Toc52999931]Methods of learning and development training
There are many methods and approaches to learning and development training provided to the employees within the workplace to boost productivity and performance of the organization. The organizations have to choose learning methods based on specific needs and requirements in existing situation. As assistant manager, I would go for the following methods of learning and development training for the new employees to be positioned within the organization. 
· Instructor-led training
In the instructor-led training, a teacher or instructor presents materials in a classroom. This is a traditional type of training whereby the employees in a classroom are lectured by specialists especially for the complex topics (Noe and Kodwani, 2018). The employees are able to ask questions and get further clarification from the instructor or teacher. This is highly effective as the employees can ask questions and understand complex topics directly at the classroom. 
· E-learning
Use of internet and internet based technologies in learning and development training for the employees have brought breakthroughs in this 21st century. In e-Learning method, the employees are delivered training through online videos, courses and tests. A large number of employees can be trained together in e-Learning platforms (Williams, 2018). So this reduces the operating cost of the training while at the same time providing the management with the opportunity to expand training areas very quickly due to the flexibility of online learning systems. 
· Group discussions and case studies
Different employees as individuals have different experiences and notion of understanding from various dimensions. Altogether, different experiences and understandings would make up comprehensive plans and strategies which may not be possible from a single individual employee (Raheja, 2015). So group discussions can be a perfect training option where the employees would work on organizational challenges and collaborate in solving complex issues by solving case studies. This would also ensure knowledge sharing and high level of collaboration within the organization.
· Role playing 
Role playing is an advanced level training and learning method provided to the employees. In role playing, the employees are put in a controlled scenario and asked to perform certain activities from different points of views (Noe and Kodwani, 2018). For instance, an employee might be switched from the marketing department to HR and asked to launch an advertisement campaign to hire new employees. Throughout the process, there would be supervisors or organizational instructors who would facilitate the training and document the progress and performances.  
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To practically implement different models and theories developed by the experts in the field of management, the organization study and assess various theories to be applied in the organizational contexts. As an assistant manager, I would primarily concentrate on the following theories of learning and development to facilitate organizational learning and productivity within the workplace. 
· Reinforcement theory
Enforcement theory is a learning and development theory that focuses on the notion that the employees are motivated to perform certain activities and avoid certain behavior because of the past outcomes resulting from those behavior or actions (Case, 2013). So this theory comes up with the concept of positive reinforcement and negative reinforcement. 
In the positive reinforcement aspect, the behavior of the employees is strengthened in the form of rewards and recognitions. This means, when an employee would think that he or she would be rewarded for conducting certain actions he or she would do it again and again. Some positive reinforcements are attractive increase in salaries, additional bonus, promotions, organizational rewards and recognitions (Illeris, 2018). So these positive reinforcements create positive outcomes. 
In the negative reinforcement aspect, certain activities and behavioral traits of the employees are strengthened by unpleasant experience and notion of punishments and failures. This means, when the employee thinks of the negative consequences of not getting a promotion upon not completing training. So the employee would be influenced by the negative reinforcement. So the reinforcement theory can be rightly used to facilitate training and development at the organization.
· Social learning theory
Social learning theory emphasizes learning by observing others. This theory holds that the employees observe the leadership and their superiors believing them to be credible and knowledgeable (Case, 2013). So they accept some individuals as their role models to learn new knowledge and skills. By observing the organizational workplace, the new employees also get to know about the consequences of an action or behavior. So, the actions of new employees are shaped accordingly as they can conduct assigned activities based on observation and imitation. So the social learning theory facilitates attentive and focused learning and development of the employees. 
In addition to this, social learning theory also implies that the learning of the individuals also so get influenced by the self-efficiency. This means, employees continuously judge their learning skills and level of knowledge. So the employees take training and engage in development activities to increase self-sufficiency. 
· Expectancy theory
Expectancy theory is a learning and development theory based on the expectations of outcomes and surrounding positive associations and results from the actions (Illeris, 2018). This theory holds that the employees learn new things only when they will leave this learning would bring them positive outcomes. The expectancy theory is grounded on three factors that are expectancies, instrumentality, and valence (Case, R., 2013).
The expectancies are the linkage of performing a behavior with the better performances. The instrumentality is the belief held by the employees that conducting or performing certain behavior results in better outcomes, doing better at job, as an example. And the valence is the distinct value that a person assigns to the outcomes. So if positive expectancies are facilitated within the learning and development training environment, the employees would embrace different learning and training sessions with encouragement and motivation. 
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Analyzing individual experiences spanning certain periods of time is significant for personal development (Boyd and Fales, 2013). The same goes for me as a university student. To continue personal development in enhancing skills and scaling up the competencies, I need to maintain regular reflection of my past activities that would guide me towards a better future and career. Here, I have reflected on my own experience before and after taking this course based on Gibbs reflective cycle. The Gibbs model of reflection is based on six distinctive stages that enable the user to experience and event in a very aware manner throughout the stages (Brockbank and McGill, 2017). 
· Description
Career is a regular concern for the students pursuing education at universities and colleges. The same holds true for me as a student of higher studies. So I had the concerns and initial ideas regarding the career development and areas of my interests. However, the ideas and notions that I had in my mind were not concrete and consistent. it is because I did not have clear understanding of various aspects of employment and the requirements in the job fields. 
This course introduced me with the different aspects of career development and the organizational implications of theories and models of learning and development in a comprehensive manner. 
· Feelings
As I have already stated, I had vague ideas and inconsistent thoughts about career development and the organizational applications of the models and theories of career development. Upon taking this course, I started to develop my knowledge regarding the various areas of career development with regards to preparation of personal statement, curriculum vitae, cover letter of job applications, job advertisements in many other aspects of employment in a very detailed manner. So, even though I had preliminary ideas regarding these areas, upon taking this course I got to know about this in a very detailed and comprehensive manner that helped me solidify concrete thoughts and ideas of career development, training and development in the organization contexts and so on. 
· Evaluation
I have both positive and negative points of evaluation throughout the passage of this course. The contents of the courts are well designed in structured that fit the market requirements and align with the objectives of the course. The instructor of the course also provided various materials associated with the course to provide in depth and comprehensive ideas to the students. I personally benefited a lot from studying and analyzing different dimensions of career development and the employment, and activities that we have done in class. However, I think the course could be more practical and different sorts of assessments could be taken to instill theories, concepts and models of career development, learning and training of the employees in more concentrated manner. However the mock interview feedback has really helped me feel confident on how to enhance my employment strengths.
· Analysis
The materials and documents of the course properly communicated to the students at the classroom atmosphere. I got to know about different learning and characterisitic of career development in very practical sense. I also understood the importance of being proactive in pursuing career and understanding the organizational dynamics to become a high performing employee and executive. However, from my personal side, I should have been more focused from the very beginning of the course which would help me accelerate the study progress and become more proactive in applying the concepts and models career development and other aspects of the course. 

· Conclusion
From the overall experience of this course and study phase, I can draw some conclusions as the areas of improvement sorry I could have done better. First of all, I could have conducted personal research to get more ideas and practical implementation of the organizational theories of training and development in the organizational contexts. Secondly, throughout the study phase I could have developed the required skills at greater magnitude that could match with the industry standards to a good extent. Thirdly, I should have done more communication with instructors and supervisors regarding my personal initiatives on professional and career development
· Action plan
From the overall evaluation and analysis of my experience throughout this course, I can draw some action plans to deal with the things better in future. First of all, I will always maintain and updated resume and personal statement so that I can promptly apply for the jobs at the marketplace. Secondly, I would maintain a continuous personal development plan and strategy so that I can keep track of my progress and take actions accordingly. Thirdly, at the start of future courses, I would develop a personal plan to conduct personal study and research regarding the contents of the course. And finally, I would accelerate communication with my peers and with instructors at university as well. 
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