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Introduction:
In this report I will be discussing my past work history and the skills I developed along the way. I will also be talking about my competencies' and what they are. During this module course I also applied for a job role at the Aldi I store. I have put in this report the job specifications and explained why I am a most suitable candidate for this job role that is based in a store in Great Barr. I have also included a personal development plan, about my current education skills in the workplace. An, how I would like to develop my skills and knowledge in the workplace, and this would be beneficial for me also when I applied for employment such as the Aldi role.
I will then go on to discuss the assistant manager role, to assess the learning and development training methods for new employees. I will talk in detail about how this can be achieved. I will make suggestions on the method’s that can be used.
For the concluding section of this report, I will discuss my experience before and after this module course of personal development plans. The things I have learnt throughout this module such as personal development plan, improving self-awareness-the tools that can be used to do this e.g., swot analysis, Johari Window, Personality Test’s, and learning styles.
I will be discussing the swot analysis method benefits, and also the Johari window that I have learnt about during this module.
I will be discussing the learning style’s that I learnt in class such as Honey and Mumford’s learning style and also Neil Flemming’s theory. I have also included in this report my own personal leaning test quiz result which I completed in class during this module, and I believe this is a true reflection of my learning style as I really can relate to this, and has helped me become more self-aware.





My own skills and competencies' using analysis tools.
 Experience and skills:
August 2011-September 2020
I have experience of working in a busy customer service environment as a retail assistant. I have nine years of experience in this field, which I am immensely proud of. Throughout my year’s work I have received excellent feedback from the store, customer’s, and store manager’s. I maintain professional relationships with colleague’s, supervisors, and manager’s at work. 
I have long term experience as a highly skilled till operative. I have worked in a busy retail environment where I regularly greet customers, and answer any queries they had e.g., about a certain product in stock. I have also completed quite comfortably financial transactions including sales or refunds/exchanges. I can follow any store regulations about refunds and exchange policies. In my retail work I also regularly replenished stock on the shop floor by collecting the products from the stockroom. I was also able to use problem solving skills e.g., where a customer could not find the size, they are looking for a particular product, I was able to call other stores to check if they had the item in stock, many customers were happy to travel to other branches to get the product I had reserved for them. Whilst working in a busy retail store I was able to report daily to the supervisor or manager on the floor when necessary. I also received in store training on new store equipment or new company policies' e.g., how many item’s a person can take into the changing room or which item’s they could not take into changing e.g. jewelry for hygiene reasons. Also holding a Retail Skills Level 2.









Competency:
‘’A competency is a quality (skills, behavior, attitude, or personality trait) which helps an individual to perform a job well.  A core competency is a quality that is an essential requirement for all employee’s operating in similar job roles.’ (P.Morgan 2017,page 329)
My core skill’s include providing great customer service in a busy retail store for the previous nine years.
· I was able to prioritize customer needs consistently.
·  I was also able to work in a team or independently when required to do so. I learnt about new product’s, constantly coming into the store.
·  I played as an effective listener and team player.
· I work patiently, and have empathy.
· I am friendliness and approachable for customers to ask questions.
· I am able, to Adapt to working or covering another department when needed.
· Able to make quick and relevant decisions on the spot.
· Able to follow and understand all the store's company policies.
· I can communicate well and consistently to achieve the best outcome.
· I am quick and able to learn about product knowledge in a busy retail store.
· I have customer and sale’s skill’s, knowing the customer is ‘’always right’’ approach.
· I can use touch screen till’s and latest software to input data.
· I am able, to search for product’s in store or other store’s using in store telephones.
· I have experience replenishing shop floor stock when needed.
· I have a genuine desire to help others.
· I have time management skills.
· Responsible and professional.
· Math’s skills, and able to work with money.
· Attention to detail when working.







The job role I applied for:
The job role that I applied for during this module was Aldi, Store Assistant (fixed term) in Great Barr Birmingham. I found this job advert on the Indeed website.
JOB SPECIFICATION
Position
Store Assistant (Fixed Term)
Location
Great Barr
Contract Type
Fixed Term
Salary
£9.40 phr
At Aldi, you'll never find yourself bored and twiddling your thumbs on the till as a Store Assistant. In fact, time will fly by. You will do everything from checking off deliveries to dealing with enquiries or ensuring that the shelves are fully stocked with well-presented products. And, of course, you will always provide excellent customer service by attending to customer needs in a prompt and friendly way. It is a fast-paced environment, and everyone understands exactly what needs to happen to make their store a success – and gets on with doing it. There is a real family feel here, and we all pitch in as part of a close-knit team.
The reason I liked this job is because I have years of experience of working in a busy retail environment. I had to work quickly and efficiently, with customers to get the queue’s down and reach store targets. I also learnt how to quickly understand any new products coming into the store and where to direct a customer to find them. I have the confidence I have a lot of experience to bring to the Aldi store, and I am willing to learn some new skills. I have also attached a personal development plan to increase my knowledge of skills in the workplace which will also help me with the job role in Aldi.




Personnel development plan:
During this module, I also learnt about a pdp also known as a personal development plan. ‘’A personal development plan is a combination of approaches', ideas and technique’s that will help you manage your own learning and growth’’. What is a Personal Development Plan and What Can it Mean for you? (bridgewateruk.com)(November 2020). A personal development plan is ‘’a plan intended to develop skills that are important to the work life.’’ (P.Morgan 2017). To show that I have learned about what a personal development plan is, I have included my own personal one below. This is based on my current studies, and I have used it during this module to help me keep focused and continue developing skills at university.

	Target
	Action
	Monitor work done
	Target Date

	Keeping university assignment’s and presentations is for scheduled dates.
Complete level 4 at the University of Wales.
	-Time management will be essential for this. 
Plan mini date target before they are due.
-Use calendars and reminders to help stick to deadlines.
-Go through work consistently, check and recheck the quality of work.
-Keep focused on the goal of getting the certificate and passing the end of term.
	-Assignment work should be uploaded onto Turnitin on the date and time set out in the assignment specification.

-Presentations should be completed in class on time, as individual or with groups, as necessary.
	Between January 2020-December 2020

	Read more about the course module’s in the book’s provided by the University.
	-Read through the Business’s students guide to study and employability by Peter Morgan. Help me gain more knowledge and ideas around this module.
-Read through the Certificate in higher education skills for the workplace student yearbook. Andrew Maund. This will help increase and develop skills in the workplace.
-Research the module’s online and understand them from other source’s such as articles.
	-Evidence can be shown through the assignment’s and presentation’s produced.
-I should be able to confidently use these books as reference’s through all assignment’s and presentations.
-Other sources of information should be used in assignment work from different resources.
	Between January 2020-December 2020

	I aim to pass all the modules. Focus on the skills, certificate, and end goal.

I aim to try my hardest to pass the remaining two modules of Personal development and managing enterprise in the 21st Century.
	-Pass all previous module’s e.g., digital skills, problem solving, effective team working, academic employability skills.
-Attend to all lectures, listen.
-Take note’s in class, learn skills, build knowledge.
-Take part in class discussion’s via Microsoft team’s either through mic or chat. Take part in class activities to increase knowledge on the topic of study.
-Spend time well on assignment task’s and reports.
	-Evidence can be shown in all previous modules passed.



-Evidence will be checked by lecturer if I have kept up to standard with the module topic if I have put the effort into the assignments.

-Should be able to cover topic’s discussed in class in assignment’s, reports, use reference’s etc.
	Between January 2020 and August 2020.




Between September 2020-December 2020.



The personal development plan needs to be smart goals. They need to be specific, measurable, attainable, relevant, and timely. A personal development plan is great for looking at where you are now, where you want to be and how you will achieve these goals by setting dates. You can also track the progress of your action and set out any new target’s you need to meet. This plan can be used for different areas of your life and anything you want to achieve could be a job role you want or a business idea you have. It is an especially useful tool, and used by many successful people.




Assistant manager role, to assess the learning and development training methods for new employees.

The assistant manager’s role is to make sure that the business or company he or she is working for runs smoothly throughout the year. Employers have training and development in place for employees. Manager’s must use these tool’s to not only do their own job’s but also make sure that employee is follow all company policy’s and procedure’s.
Manager’s must make sure that they hire the correct candidates for the role by setting out a job specification by analyzing the job role. They must also advertise the job role online etc. Once they have a response, they are responsible for screening the candidate’s and making a broad selection for the company of the person that not only says the right things but also will act upon it.
Once they have staff working under them, they are also responsible for the training, sharing knowledge and updating skills of the employees. They can set out a continuous development plan for the staff and make sure all staff understand and be aware of the company policies.
The assistant manager will also need to delegate job role’s to specific individual’s who will achieve best and highest in that role. They need to choose people that are suitable for each section of the store. E.g. someone maybe good with conversation and math’s they should work on till’s. Another person maybe good at handling and managing stock coming into store. The manager need’s to delegate jobs to the staff in store. 
They will also be responsible for making sure staff are updated on any new store update’s, this can be done through meeting’s, training’s, questionnaire's completed by staff, they can also check performance with in store questionnaire's to be completed by customer’s.



A reflection of my experience before and after this course.
During this course I have learnt many things which I did not know before. An example would be a personal development plan which I have included in the section above. Personal development plans provide aims/goals with a schedule and lay the basis for continuous learning. I researched some online and found they were all on some sort of table. They all had a target, plan of action, resource’s needed, evidence of completion and date of completion. Some were more detailed than other’s.
I have also learnt about self-awareness, and the tools for improving self-awareness. What do we mean by self-awareness? ‘’the quality of being conscious of one’s own feeling’s, character etc’’. (Collins Dictionary November 2020).
A swot analysis helps you identify your strength’s and opportunities' internally and you can maximize them to your advantage. Also shows your weakness’s and threat’s externally, areas which need to all be monitored. This model can help you with business or projects you want to work on in the future.
[image: ]








I learnt about Johari Window
I also learnt about the Johari window, personality tests, learning styles. The Johari window is about looking at your relationships with other’s. It is a model of self-awareness. It’s below in the image, it’s about what people know about you (open self), information you don’t know but other’s know about you also known as (blind self), Confidential information you don’t want others to know (Hidden self) and (unknown self) which is the unknown area not known to self or other’s.

[image: ]






 I learnt about the Honey and Mumford learning cycle
[image: ]
Some people like learning by doing the activist, some people like understanding something like theorist’s, others like to observe and reflect such as the reflector, like’s to have a go and see how they work such as the pragmatist. This has also helped me understand what kind of a learner I am and how to use it as my strength in this course.









I also learnt about Neil Fleming- Different learning styles shown in the image below:
[image: ]
Neil Flemming, theory is based on the fact that we all learn in different way’s. Some people learn by looking though visual e.g video’s or watching someone called Visual. Some people like to learn by listening such as listening to a lecturer explain ideas etc, this is called Auditory. Some people learn by reading and writing. Other people like to learn through action this is called Kinaesthetic.
I completed a quiz about my learning style in class and the result was 50% visual, 30% auditory and 20% tactile. I do agree that I learn by reading and seeing pictures. I like to take note's using flashcard's, color code things with highlighters also. I have used this method several time's for previous exams (example GCSE'S, A- LEVELS, etc using note card's or using diagrams to map out linking ideas. I agree with the auditory 30% result too, as I like listening and I don't like loud interruptions. An 20% tactile learning would also be correct as I do like some kinesthetic group working with other's in this course.








I have learnt about recruitment and selection process.
This course has taught me in depth information about the recruitment and selection process. ‘’Recruitment is the process of identifying a number of applicants who are willing to apply for a particular job or training ‘’ programme. (Peter Morgan, 2017, The Business Students Guide, page 328). 
‘’Selection is the process of comparing information from applicants with the requirements as specified in the advertisement and selecting those who meet the essential requirements to move forward in the selection process’. (Peter Morgan 2017, The Business Student’s Guide, page 328.)
From this module I now understand the recruitment and selection process and understand how employers look for what they want from candidates. When applying for a job myself if I understand the process better, I will be better equipped and more successful in getting the job. Recruitment has many stages for it. There are many reasons why a job is advertised, sometimes because someone has left their job or other time’s because a new company has opened. Firstly, the company must do a job analysis, meaning they must understand what the role of the job they want to advertise involves. They must list the job analysis together with a list of skills they are looking for in a candidate. Once this has been done they can then advertise  the job vacancy. Once there is a load of applications for a particular job, the company will then screen the candidates. ‘’Candidate screening is the process of reviewing job applications. This come’s in right after candidate sourcing and involves skimming through resume’s and cover letters to find the closest applicant-job-description matches', keeping in mind qualification’s, experience, skill set and projected candidate organization fit’’.Candidate Screening and Selection Process: The Complete Guide for 2020 | HR Technologist, Prathana, Ghosh, October 2019.








Conclusion
In this report I have discussed my experience and skills in the workplace, I have also talked about my competency. I also applied for a job role at Aldi and explained why I believe Im suitable for this job. Ive also discussed the role of the assistant manager to assess and develop training for new employee’s. Ive also completed a reflection in detail about what I have learnt during this course such as a personal development plan. I have also learnt about the self-awareness tools such as swot analysis, Johari window, Honey and Mumford Theory, Neil Flemming learning theory. I have learnt lot’s of other things including the recruitment and selection process. This module has been of great importance to me to further my career aspiration’s and I am grateful thankyou.
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