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[bookmark: _Toc56967523]Skills and Competencies Using Analysis Tools
In the 21st century, skills and competencies that are taught in early education and teaches the learners the basics of change in every field of life in their personal and professional life as well as social life even if the future is always unknown to mankind (Chalkiadaki, 2018)
Before the 19th century, a regular education system didn’t exist. The ongoing education module has been structured and designed to generate and teach proper skills and competencies to the learners to enable them to keep up with the consistent change in professional and career development. The industrial revolution and modern knowledge have immensely increased which require professional to learn certain skills and capabilities so they can go hand in hand in the modern world.
Skills and competencies are essential for any professional career. Following is a list of some core skills and competencies that I have learned in the class for personal development.
· Communication Skills
· Leadership Qualities
· Teamwork 
· Planning, Work Management, Professional and Technical Skills

[bookmark: _Toc56967524]Communications Skills
These skills help me communicate properly and precisely to the public. They allow me how to convey exactly what I want to deliver. 
[bookmark: _Toc56967525]Leadership Qualities
This competency teaches me how to lead. The best quality of a leader is that he can lead people with diverse skills and perspectives.
[bookmark: _Toc56967526]Teamwork
If you want to accomplish anything in a career, organization, or professional life, teamwork is all you need is teamwork. Understanding your work companions is essential to make things work in an organization.
[bookmark: _Toc56967527]Planning, Work Management, Professional and Technical Skills
I have learned how to plan things, how to manage all my work within a given time frame. I learned how to survive in a professional environment and how to develop in your career. Some technical skills were also taught in the class.

[bookmark: _Toc56967528]Skills Required for a Career of Choice
There’s always a set of certain skills and capabilities required for a career of your own choice. The career that I chose for my career in hotel management and hospitality services. There are certain skills and knowledge I need to learn and acquire to work professionally and grow in my career (Robert, 2016)
Here are my top few skills needed in my career. 
	
[bookmark: _Toc56967529]Commercial Knowledge 
Commercial awareness enables us how an organization or business works and what are the trends in the market. It helps you recognize what the organization wants to achieve and how your commercial knowledge can help attain those goals and achievements.
[bookmark: _Toc56967530]Communication Skills
These skills are necessary for the client and customer-based organization where you’re forced to deal with the public and it involves being polite, precise, and understandable. 
[bookmark: _Toc56967531]Teamwork
This skill is essential in business management like hospitality as you’re put in a position to lead or work with a team of several people. When working with a group you may have to lead, you’re group and carry out certain tasks and assignments.
[bookmark: _Toc56967532]Persuasion 
Customer and client-based businesses and organizations require this skill because you have to deal with them about your products and organization to engage them to work or purchase from you.
[bookmark: _Toc56967533]Problem Handling
Problem-solving is not only a skill required in the business industry, it also can help a lot in daily life. This skill involves your logic to analyze situations and solve problems and issues. This skill also helps you to look at a situation from different sides and prepare countermeasures.
[bookmark: _Toc56967534]Leadership Abilities
You might not go directly to the post where you’ll have to lead. However, you must show some skills and capabilities to lead. Leadership requires how you handle and lead your team and keeps them motivated. It helps you set deadlines for your team management. Leadership skills are easy to learn if you keep your team equal and listen to every one of them equally.
[bookmark: _Toc56967535]Organizing Skills
This skill is necessary for organizing and prioritizing the tasks that needed to be done before anything. How you manage your work, do tasks in a specific time frame, and how you meet certain deadlines, and keep your team's morale high.
[bookmark: _Toc56967536]Resolution and Initiative
Organizations always fancy people with good determination and resolution skills. People with strong perseverance and motivation can face challenges better than others and usually get you out from problems that are hard to resolve. Strong resolution can help to make strong decisions in critical situations.
[bookmark: _Toc56967537]Conviction and Confidence
Confidence is the key to carry out your given assignment and tasks. Once you believe that you can do then you really can do. A can-do attitude is required for not only pressurized workplaces also do wonders in daily life. (El-Sabaa, 2001)

[bookmark: _Toc56967538]Skills Assessment in Chosen Career
Evaluation of your skills is necessary according to your career of choice. It helps you find out what you need and require going hand in hand with your chosen career. A skill set following your career of choice is essential for compatibility and synchronization. (Gresham, 2016)
[bookmark: _Toc56967539]Mixed Skill Set
Mixed skills are important because certain positions require certain skills. If you have only one skill or limited skills to go with then you'll probably end up losing the job and your career of choice.  
[bookmark: _Toc56967540]Prioritizing a Skill
Few job responsibilities require you to have a special skill to carry out those responsibilities. Many businesses and organizations only hire you because of your special skill that might be needed by them to carry out a certain responsibility. It could be any skill, for example, an organization requires a person with excellent communication skills to deal with their online clients and customer and guide them about the organization's work and products.
[bookmark: _Toc56967541]Polishing Skills
My career of choice is a hotel management and hospitality services. It requires me to handle a large amount of problems by the customer and lead a team of several employees under working my authorization. It requires me to have good communication skills and leadership qualities to carry out my duties and responsibilities.  
Few skills are very hard to achieve and learn, so I’m requires to train them. Also teach and polish them so I can perform my duties well and can progress in my career of choice. I’ll have to find out my shortcomings that may disturb and stop my career to grow. (Flouri & Buchanan, 2016)

[bookmark: _Toc56967542]Assessment of Learning and Development Training Methods
As an assistant manager at a popular restaurant, I have been given a task to hire new staff and train them to start working for the business in the organization. Their training is necessary to make them understand their duties and responsibilities they are going to perform after passing the training. (Shavelson, et al., 2018)
An organization are required to invest a lot of time and money to hire and train staff to get the best possible outcomes. A perfectly trained staff can leave an amazing impact on the organization especially in the restaurant business. Evaluation of training of the staff is essential before letting them start performing their duties. (Fowler & Mumford, 2014)
Following are a few techniques used in the class to evaluate the training methods. 

· Training Evaluation Techniques 
· What’s the requirement
· Evaluation Tools










Johari
The Johari Window is a psychological tool that can help an individual their relationship with themselves and with other group members is called Johari Window. In Johari a diagram is used to illustrate people’s level of self-awareness and how to evaluate their game. (Dawn J. Mahoney, 2019)
Johari Window is broken down into four steps, here are the following steps:
Step 1: Is the open area, it represents information that the individual knows about herself and the people around her knows about her. For example, hobbies.
Step 2: Is known as the blind area, this represents information that the person doesn’t know or realize about their behavior however others around them do.
Step 3: The information in step 3 is the hidden area, this is stuff about a person only they know and don’t want anyone else to know. 
Step 4: Is the unknown area, which is the area where neither the individual nor others know how they are in a specific department. This may be something the individual has never done before. 

[bookmark: _Toc56967546]The Reason behind the theory
The evaluation method was taught in class. Johari Window is a great are method to evaluate the training of the learners. The theory is effective for a short number of trainees and can produce the best results. The four areas can differ in size depending on the individual, new members will have much smaller open areas than other who may have been working at a business for some time. This is because they haven’t had the chance to share much about themselves. However, the goal for everyone is to grow the open area and shrink the hidden area.  By more employees having a big open area this allows good communication and trust. This is highly recommended in small businesses where the learners must start working as soon as possible within a group. implementing this theory into you’re business can have a huge effect in helping to form business strategies and to find the best staff for the business. 

 
[bookmark: _Toc56967547]Before and After Experience of the Course 
I would gladly say that before the course many things were unknown to me. I never knew there were such effective training methods to train and get the best results from the training. I had no idea if we can evaluate the training methods and know what’s more there to learn and what department needs attention in an organization. 
I learned how to know about your personal skills and competencies using data analysis tools. How to enhance and polish your skills in an organization for the required results.
I learned many new skills like communication skills, teamwork, time management, work management, and efficiency being an assistant manager at a reputable restaurant. The course taught me what career can be chosen according to your core skills and competencies and how these skills and capabilities can make you an effective worker in an organization. The course educated me that what skills and competencies are required in a career to flourish.
The course is all about personal skills and abilities to promote a business and develop self-grooming to progress in a career. The course taught me how to train staff in an organization and how to evaluate their training to know what they need in a specific department. Theories described in the course instructed me on how I can produce the best results in a short period of time (Koriat & Lichtenstein, 1980)

The course helped me with self-grooming. It helped me to learn how to organize my work promptly, how to lead my team to perform the tasks under pressure, and how we can deliver the best and resolve problems together. The course made me confident to learn about my shortcomings and helped me to overcome them. I learned all these things from this single course. This course instructed me to learn the market value of a business, commercial awareness, trends in the market, and ups downs in the business market. I learned to keep a close eye on the ups and downs of the business industry so I can formulate my own plans to grow my own business or the organization I work for after all market ups down decide the economy of the world. (Griliches, 1981)

Before the course, I was unaware of the significance of the market's ups and downs. The course made me learn certain market tips to grow a business and get the advantage of business stacks. The course taught me how to lead your team and how to collaborate with your team, also engage yourself with extra duties and take responsibility for your team if the need be.
I was able to learn some technical and professional skills to work efficiently in a career of my choice to prove my worth in a business. The course taught me how to deal with the public. I was able to learn to deal with the important customers and clients to pursue and convince them about the product and the business. 

A very important thing that I learned from this course is problem handling and solving. I learned how to handle certain problems in an organization and how to tackle those problems issues perfectly. The course made me able to look at the issue from different angles so I can think of better solutions for one problem. The course taught me to keep calm in situations of pressure from the authority of the business and how to prepare countermeasures for all problems related to the organization.
This course enabled me to stay motivated and determined regarding my work. Before the course, I lack in perseverance, motivation, and determination. I learned how to make strong decisions for the betterment of the team and the business. Decision making is very important when you are leading a team, and everyone is looking up to you.

Last but not the least, the course educated me on how to be confident in what I do. It enabled me to focus my skills and competencies on multitasking in the time of need. It made me confident and gave me a can-do attitude. It allowed me to believe in my conviction and intuitions to follow them to decide and differentiate between wrong and right. The course enabled me to do more work in a short time span. Before the course, I wasn't confident enough to believe in my instincts and could not lead a team to produce the best results from the assigned tasks.
Before starting the course, I lack in many things overall. I didn’t have any idea of market value, personal skills and competencies, training methods, evaluation of training methods, personal career choice, and much more.
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