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A skill audit is very important to detect and improve certain skills needed for accomplishing career goals. This task addresses the audit of personal competencies and skills based on goals. It identifies the major skills that are needed to accomplish a career goal. This task also evaluates personal skills with the career goal. This task further assesses learning and development training methods like e-learning, classroom discussion, role-playing, Instructor training and coaching,and theories like cognitive learning and social learning for new employees in the business organization. The report, at last, provides personal reflection by using Gibbs's reflective cycle. 
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[bookmark: _Toc54359140]Auditing skills and competencies
A skill audit is considered as a structured assessment for assessing knowledge and researchskills. By doing a skills audit, I can gain evidence about my existing and developing competence. A skill audit can help me in improving my knowledge and skills. The skill audit helps me to develop my skills that are needed for my dream job (McCollum, 2010). To gain success in the competitive world, it is very important to identify personal strengths, weak points, opportunities, and obstacles. By analysing such an element, I can use it to my advantage.
My career goal is to become an HR manager. For becoming an HR manager, I need to possess the great ability to manage different people. I need to deal with the sensitive changes in the organization like personal challenges impacting employees, organizational policies, and violations (Sharma and Juyal, 2017). The major skills that I need to accomplish my career goal are teamwork, communication, customer service, reliable, innovative, and hardworking, computer skills, fluent speaking, quick learner, and multitasking. 
I am very hardworking, multitasking, quick learner, innovative, and cooperative. I am very easily distracted, emotional, and impatient. I feel afraid of what people may talk about me if take this action. I do not have any experience in the company. I have a greater chance to work abroad. 
[bookmark: _Toc54359141]SWOT Analysis
Strengths: I am a very creative, open-minded, and innovative kind of person. These skills help me to become more effective and efficient as compared to my colleagues and friends. Being open to innovative ideas helps me to adapt to any kind of situation. Creativity and innovation are the major tools that can help me to advance myself in my career. I possess the great ability to adapt toa world that is forming and changing constantly. My innovation and creativity can help me to stand out in the workplace as it shows the knowledge-intensive quality reflecting on my abilities and experience. These skills can help me to advance in my career. The most important personal resource that I possess is experience and education. I possess excellent communication skills both written and verbally. Communication skills are very important to become an HR in the company that can help me to increase morale, commitment, and productivity in the workplace (Karnieli-Miller, 2020). I have a great ability to manage multiple tasksand assignments. I also have strong interpersonal skills that help me to relate people and understand them very easily. I am a very analytical kind of person as I can solve any complex situation by proposing multiple solutions. I am a very hard worker and possess a positive attitude. I am very cooperative and can work under pressure. I have strong project management skills and possess a great ability to improve myself. The job market is very saturated and the skills that I haveare also possessed by other people that can hinder me in accomplishing my career goal. 
Weakness: Weaknesses are majorly considered as the drawback that can affect my performance in the organization. My major weakness is the social skills and over-commitment that I make. I am a very open-minded kind of person as when I stick to something then I believe to gain momentum and do best. I am not able to change my direction as I become obsessed with my goal. . I think that I can improve my weaknesses that can hinder my career my prioritizing task. I am not a good leader. I feel very uncomfortable and nervous while speaking when I am in front of several co-workers and class. I also sometimes spend much of the time in analysing my work to check that it is done correctly. I lack Excel skills, so I need to improve my skills for accomplishing my career (Frownfelter-Lohrke, 2017).
Opportunities: Opportunities mainly shows the possibilities that help me in exceeding my career goals. I can take initiative and manage a large number of people to improve my leadership skills. I can attend several company seminars and events for improving my real-world knowledge of the business. By doing a part-time job at any company, I can continue to learn new things. I can expand my technical knowledge by doing part-time work (Chen and Wang, 2018). I can also attend workshops and take training courses for improving my technical skills and knowledge. 
Threats: Threats are considered obstacles that can negatively affect my ability to compete with other people. The job market and the current economy can make it more difficult for me to find a job. I need to continue the gain experience and knowledge so that I can become a cherished asset to the company (Staniewski, 2016). The whole market is very saturated and people possess similar experiences as I have. I have very little time to apply and search for the job due to recent commitments that I made. 
[bookmark: _Toc54359142]Learning and development training methods/theories
Assistant managers are mainly responsible for overseeing daily operations and managing the workforce. Assistant managers direct workers and also ensure that they work timely and effectively. Learning and development training helps in improving the performance of employees by honing and increasing their knowledge and skills (Darling-Hammond et al., 2020). By providing training to new employees, their knowledge and skills related to the current job can be enhanced and they can work more effectively. 
eLearning method: This is the most effective method of learning and development training for new employees in the organization. Employees can increase knowledge and skills related to the current job with the help of the eLearning method (Atoum et al., 2017). This is the very easiest method for training new employees especially in an organization in which there is a large workforce and who also work remotely. 
Coaching or mentoring: This method is also very important for training new employees in the business organization. This method can help in enhancing the relationship between employees and managers (MacLennan, 2017). The Mentoring method can relatively be used to build wisdom among workers by applying new skills, experience, and knowledge to the new process and situation. Coaching can be used to improve the performance and development of certain skills of employees in the organization. 
Role-playing: With this method, new employees can be encouraged to perform their job roles in a controlled scenario. This is the most effective method that can help employees in practicing handling different situations at the workplace. This method can improve the confidence of new employees while interacting with clients and customers. Through this method, employees can perform a particular task in a realistic situation. When employees perform the role in the controlled scenario then the instructor can determine its weakness on the spot and work on improving it (Daniau, 2016). 
Group discussion and activities: This is the perfect Learning and development training option for new employees in the company. With this method, multiple workforces and be trained at once. This method can help employees in learning more as it increases their knowledge and understanding related to a particular subject. Through this method, employees can generate more ideas about a particular topic. This can improve the communication skills of employees that is very important for working in the organization. 
Instructor-led training: This is a very traditional method for training and developing new employees in the organization. This method can be used to train workers for complex topics by presenting the material. Through this method, instructors can direct resources to employees and answer their questions promptly (Bylow et al., 2019). This method is mainly used to train employees by using lectures, discussions, presentations, and demonstrations in the classroom. This method can provide hands-on experience to new employees like operating any new tool and equipment that can be used in the current job.
Learning and development training theories
Social learning theory: This theory is also known as an observational learning theory. This theory was proposed by Albert Bandura. This social learning theory mainly emphasizes the significance of modelling and observing the attitude, behaviour, and emotional reaction of other people. Through this theory, employees can learn new things, knowledge, and skills by observing other people. Employees usually learn things by observing parents, teachers, peers, bosses, and models (Miller and Morris, 2016). Employees learn from others when they pay attention and recognize their critical features. This theory includes four components like attention, retention, reproduction, and at last motivation. This theory can be applied to train employees in the organization that can help in engaging employees, capturing business knowledge, improving collaboration, enhancing communication skills, and assisting clients. 
Cognitive learning theory: This theory shows that employees are considered as active learning agents as they bring their memories, interest, skills, and knowledge when they learn new things. This theory shows that if employees find that their training in the organization was meaningful then they can retain it. With this theory, an interactive session can be organized, and employees can be divided into a group for solving a real problem (Ferriand Ferri, 2016). This theory can also be applied for training employees in the organization that can help them in boosting confidence, enhancing learning, learning new things faster, enhancing comprehension, and improving problem-solving skills. 
Thus, for training and developing new employees in the organization social learning and cognitive theory can be applied. Social learning theory can help employees in observing the attitudes and behaviour of the other. Cognitive learning theory is chosen as it can help in improving confidence and promoting long term learning among workers.  The methods like e-learning, classroom discussion, role-playing, Instructor training, and coaching are applied for training and developing new employees in the organization that can help in saving time and increasing retention. The role-playing method as part of training and developing employees is used that can help them in learning, improving, and developing their skills related to the job (Daniau, 2016). 
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Self-reflection is very important that helps in being more confident, strengthening emotional intelligence, and leading better decisions. By reflecting on my personal experience, I can deal much better with this future situation. For reflecting on my personal experience related to this module and assessment, Gibb’s reflective model is applied (Markkanen et al., 2020). Gibbs’s model of reflection is used to provide more accurate and balanced judgment based on past experiences. It majorly includes the following stages:
Description: An assessment of analysing employment goals was given. For this assessment, I have to audit my skills and competencies to check whether I have the appropriate and knowledge and skills to accomplish my career goal. I expected that I can do it very easily before the deadline. I faced a lot of difficulties in auditing my skills and competencies. I was not able to identify my strengths and weakness (Phadermrod, et al., 2019). For doing a skill audit I took the help of my parents and friends so that I can complete this assessment on time. I have spenta lot of time analysing my skills and weakness. 
Feelings: Earlier when this task was given to me I was quite happy and thought it can be completed within time. But when it comes to analysing personal skills and weakness then I got frustrated as I was not able to judge myself properly. I was not able to consider the opportunities that I have to improve the skills and that I need to accomplish my HR goal.  
Evaluation: The thing that went well during this assessment was that I completed it on time. This task helped me to know more about myself. This task contributed positively to the accomplishment of a career goal. The thing that did not work in this task was that a lot of time was also wasted while taking help from others for analysing personal skills and weaknesses. Through this task, I analysed the skills that I have and need to gain to become an HR manager. I am very hardworking, multitasking, quick learner, innovative, and cooperative. I am very easily distracted, emotional, and impatient. . 
Analysis:I think the reason due to which I completed this task on time was that I have time management ability and so I have divided time for each task so that it can be completed on time. This task helped me to discover my weaknesses and strengths based on the career goal. I learned that through the role-playing method, not only a trainer but colleagues can also give feedback to the employees.
Conclusion: I learned with this task it is very important to do a skills audit so that career goals can be easily accomplished. For completing this task, I have divided time for each section so that it can be completed before the deadline.  With this task, I learned that it is very important to identify personal weaknesses and strengths so that all such weak points can be improved (Hemaniand Rashidi, 2016). This task helped me to understand the significance of planning for career goals so that I can direct myself toward goal accomplishment. I think if I have already examined my weaknesses and strengths from each activit then this task could be done in a much better way. For handling such kind of task I need to develop adaptation and problem-solving skills. Through this task I learned that to gain success in the competitive world, it is very important to identify personal strengths, weak points, opportunities, and obstacles. By analysing such an element, I can use it to my advantage. I also learned that learning and development training helps in improving the performance of employees by honing as well as increasing their knowledge and skills. 
Action plan: Now when this task is given again to me, I will do it better. If I participate in any event and seminar, I will take feedback from teachers and friends so that I know the areas that I need to improve on. I will also develop the schedule for completing the task on time. I will also write my strengths and update my personal development plan on regular basis to check my progress concerning the goal (Phadermrod, et al., 2019). I am very confident with this task that I can develop my skills that I lack and hinder me in attaining my career goal. If this assessment is given to me again then I will identify and understand all learning outcomes. I will also take the help of mentors in case I feel any doubt. I am a quick learner and have a great ability to improve myself so I feel confident that the mistake I have done in this assessment would not be repeated in another task.  


[bookmark: _Toc54359144]Conclusion
The report showed that the major skills that I need to accomplish my career goal are teamwork, communication, customer service, reliable, innovative, and hardworking, computer skills, fluent speaking, quick learner, and multitasking. This task further assessed learning and development training methods likee-learning, classroom discussion, role-playing, Instructor training, and coaching that can be applied for employees in the organization that can help in saving time and increasing retention. The report discussed cognitive learning and social learning theory's significance in the training and development of new employees in the business organization. The report, at last, provided personal reflection on the start and end of this task using Gibbs's reflective model.
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