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Executive Summary
The purpose of this self-evaluating report/ Personal Development Plan (PDP) is to evaluate and measure the progress of my career development and future, the aim is also to recognise which skills are required for development. The objective is also to improve and set achievable goals. The paper is focussed on my personal skills gained while in employment as well as linking it with theories / ideologies and new skills learned during lectures and class activities while studying for a Higher Education Certificate at UWTSD. I will do an analysis of my PDP using the SMART objectives acronym, analysis of my strengths and weaknesses using the SWOT table technique.
Task 1
Introduction
Having worked as a Restaurant Manager approximately twenty-five years, I am beginning to feel that my career is becoming stagnant and idle.
I enjoy my job; however, I want to exceed Restaurant Managerial position and advance myself to the more challenging role of a 5* Hotel Manager. 
It will be a challenge, but with the correct planning, determination and help and support along the way it is accomplishable. 
For this self-analysis report I will go through the various stages of planning, measuring and evaluating of Ones PDP developments.









SMART (objectives acronym)
By aligning my goals with the SMART criteria, I have an anchor on which to base my focus and decision making on (Reeves & Fuller,2018).
	Specific
	Have a career as a General Manager at a 5* Hotel in UK

	Measurable
	Financially I am secure, also continuing in Management makes sense

	Attainable
	With good Time Management, Higher Education and determination 

	Relevant
	I have been in Management majority of my career, progression in Management is natural and essential

	Timescale
	3 to 5 years depending how far I wish to succeed. BA (Hons) and MA



SMART test supports my goal to chase the career path of a 5*Hotel Manager, my finances are secure as Student Finance England will be funding me. Moreover, staying in the same job role will be more beneficial to me as I won't be treading on unfamiliar grounds and will help me attain my desired goal. I will have to enrol in University to attain the extra knowledge, skills and degrees required in order to advance. I will be looking at maximum of Five years of study if I pursue master's degree or Three years if I finish at a Batchelors level, this is a short-term commitment compared to the long-term rewards. 


PDP (Personal Development Plan)
A popular tool to enhance and support continuous learning and development (Beausaert, et tal, 2011) 
Career progression attributes to a systematic approach, such as designing a PDP. Without it, in this ever-growing modern world with globalisation and technology it will be hard to keep track and choose the correct career options. That’s why a PDP is essential as it will aid me to maintain competence and show me a straight path towards my goals ( Varles, 2015).

My PDP
[image: ]
By following my PDP, I will be able to prepare and advance myself for career advancement, however after attending University and conducting research on my career path requirements I have come to realise that I am lacking a lot of crucial skills that is required for my preferred job role which I will need to fulfil.

Amended additional PDP (For new skills required),[image: ]

Career selected: 5* Hotel Manager
Why are the new skills required? 
 What importance do they hold?
· Accountancy 
Knowledge in Accountancy will help me to make informed budget decisions, increase operational efficiency and help me in making long term decisions (Investopedia 11th Nov,2020).
This skill is important as it can save a company a lot of money and improve profit margins by managing cash flow properly.
· Marketing Fundamentals
This is significant to have as it will help understand what is needed in the market, advertisement wise to promote business. More so it enables one to realise current trends and then how to implement changes to cater for these trends for business growth. This skill would also empower me to identify the different segments in the market and help to ‘bridge the gap’ (Jane & Moscato, 2019).
· Project Management (PM)
Very crucial skill to the new role as it will assist to do strategic planning, how to conduct research to a project and give the framework required to take a rational adaptive approach to PM. With this skill I can execute any project correctly, successfully and ensure dependencies between activities are appropriately carried out (Papke-shields & Boyer-wright, 2017).

· Finance Management
An essential skill needed for higher Management as Business owners are always pressured by Stakeholders to deliver more profit and at the same time deliver more value to customers for business growth. Gaining this knowledge will aid to formulate strategies with management elements to provide pathways in achieving goals and implement budget targets but at the same time making sure the business has sufficient funds to operate smoothly ( Calitatea, 2017).







SWOT analysis
SWOT analysing is a very useful technique for making informed and strategic decisions (Ajmera, 2017). 

SWOT

[image: ]
Conclusion
To conclude, the SWOT analysis and PDP clearly show that my existing skill set alone is not enough for me to pursue my career goals, although my present skill set is extensive, I am still required to take up higher level education to prepare myself for the future role. Having extensive Management experience will help to some extent but it is not enough to secure a role in 5* Hotel Management as this role requires certain knowledge and skills, I.e., Strategic Financial Analysis, events management, Leadership in Decision-making and Global Dynamic Environment, these skills that I do not presently possess but are regarded as highly valuable for my desired position. However, by completing the study Programme I will gain all the necessary skills required and combined with my existing knowledge and experience my chances of job application acceptance will be very high. So relevant up to date PDP plays a vital role for Career growth and employment.
…..............................................................................................................................................



Task 2
Task; As an Assistant Manager, you have been tasked to assess the learning and development training methods for your new employees who are due to start in your organisation. You can use theories learned in the class. Explain and evaluate why you have selected these theories and methods.
Introduction
Learning, training and development is a very important part of skillset expansion for personal and career growth. Employers invest a lot of time and money into workplace training as it is beneficial for the company but at the same time it is very rewarding and advantageous for the trainee. 
Training is the giving of knowledge and information. Learning is known as the process of absorbing the given information to increase ability and skills that can be used in different surroundings and contexts (TalentLMS, 2020)
Development in employment is the process known as preparing employees to take on additional responsibilities in different jobs, usually at a higher level which helps create growth, progress and positive change (Israel, 2018).
There are a few theories and ideologies towards Training, Learning and Deveolpment we will analyse three, namely,


1.Kolb's learning styles
 [image: ]
                 source, Skillshub.com


According to Kolb, successful learning can only happen when the four stages of the proposed cycle is completed. The principal of this learning cycle is, by following the four stages we gain knowledge, experience and skill. Concrete experience provides a reason for reflective observation, which can be processed into Abstract Conceptualisation that can then be tested with experimentation (Swinton, 2006).



2. Honey & Mumford
[image: ]
                            Source eln.io
An extension on the work of Kolb, Honey & Mumford identified four extra learning preferences on top of Kolb's style, these are, Activist, Theorist, Pragmatist and Reflector. They state these are approaches that an individual will naturally prefer, and they recommend that in order to gain one’s maximum results the learner ought to:
· Understand their learning style
· Seek out opportunities to learn using that style (Honey & Mumford, 2006)
Once this achievement is gained Mr Honey goes further to say that you will be in a far better position to do three useful things:
· Become smarter at learning
· Know which learning experiences benefit you most
· Improve your learning skills and processes (Honey, 2006)


3. Neil Fleming learning style

[image: ]
                    SOURCE techworldinc.com

The VARK (Visual, Auditory, Reading & Writing and Kinesthetic) Model, which is one of the most popular learning models, this was designed as a starting point for learners, an inventory that encourages a learner to realise through which medium he / she learns most, which enables them to take a step further towards understanding, learning and improving (Fleming, 2006).


Why is it important to assess Learning and Development training methods?
Assessment and feedback are very important for a learner.  A well-designed assessment has wide variety of benefits apart from the most obvious of measuring a learner's progress.
With the feedback a trainer can focus on the opportunities and weak spots of the learner in order to ready them for their required job role (Reading.ac.uk, 2020)
Also, it gives the trainer an opportunity to evaluate their training methods to ensure that the learners are getting the best training possible. 
Which is the best training method?
All three of the mentioned learning styles are widely used and it is hard to pinpoint One as being the best, as all three learning styles complement each other and go hand in hand with one another. However, to aid me to evaluate which style/s has a leading edge, we will look at a training manual designed to train new recruits to Head Chef and place them in a PMI table. 


Training Methods
1, Instructor-led training. (Reflectors, Visual and Auditory) Neil Fleming & Klobe learning styles

2, Hands-on training (Activists, Kinesthetic and pragmatists) Neil Flemimg, Klobe and Honey and Mumford learning styles

3, Computer based and e- learning training (Reading writing and Visual). Neil Fleming learning style

4, Video training (Visual) Neil Fleming learning style

5, Coaching and mentoring (Reflectors, Auditory) Klobe & Honey & Mumford and Neil Flemimg

What is a PMI?
PMI (plus, minus, interesting) is a critical thinking tool used for mind mapping, examination of ideas and concepts. It helps to evaluate an idea in more than one point of view (virtuallibrary,2020). 

PMI (1 lowest....5 highest. weight chart) 
Instructor-led training (in-house)
	Plus
	Minus 
	Interesting 

	Most traditional and widely used method (+5)
	Management downtime (-3)
	Also promotes teamwork, growing together (+5)

	Increase engagement (+5)
	Cost (-2)
	Will focus more when somebody is overlooking (+5)

	Personal interaction (+5)
	Staff downtime (-3)
	Trainee to trainer growth (+5)

	Trainees can ask questions that can go unanswered in non-interactive forum (+5)
	Trainer must be always present (-4)
	Will highlight strong and weak trainees (+5)

	Total; +20
	-12
	+20              Grand total. +28



Video training
	plus
	minus
	interesting

	More interesting than reading documents or email (+4)
	Time consuming (-3)
	Will engage more trainees as watching is easier than reading (+3)

	Always accessible (+5)
	Costly (-3)
	If under then you will have to increase minimum pay (-3)

	Makes learning easy using graphics, motion and voice (+5)
	Will have to partner with a video training agency or video producer (-4)
	Gradually becoming popular (+3)

	Knowledge intake is higher (eg, compared to reading a training document) (+4)
	Every time company changes training methods videos will need updating (-5)
	Video training is an individual experience (-4)

	Total; +18
	-15
	-1                  Grand total. +2




Hands-on training
	Plus 
	minus
	interesting
	

	Active participation increases attention & engagement (+5)
	Can be over whelming for some (-3)
	 Incorporates job shadowing (+3)
	

	Quicker learning process (+5)
	Increases risk of workplace related injury (-3)
	Expert supervision (+5)
	

	Boosts knowledge recollection (+4)
	It can be rushed (-3)
	Cost effective (+4)
	

	Requires focus which improves information retention (+5)
	Disrupt workflow of current employees (-3)
	
	

	Total; 19
	-12
	+12                                       Grand total. +19
	




Computer-based and e-learning training
	plus
	minus
	interesting

	Freedom of learning at own time (+3)
	Unmonitored (-4)
	Can incorporate interactive modules (+3)

	Cost effective (+4)
	Hard to monitor level of trainee engagement (-4)
	Delays due to tech issues (-3)

	Reduces work stress (+5)
	Can be boring (-3)
	

	A greater number of employees can train at the same time online (+3)
	Lack of control (-4)
	

	Productive time unaffected (+5)
	
	

	Total; +20
	-15
	0                        Grand total.5



Coaching and mentoring
	Plus
	Minus
	Interesting

	One to one teaching (+5)
	Mentor-mentee relationship is forced (-3)
	Can increase employee retention level (+3)

	Mentees feel more connected and valued (+4)
	Frustration to mentor and mentee (-3)
	Ease of Acclimation (+5)

	Improves company growth (+4)
	Downtime (-2)
	Sense of Achievement (+5)

	Structured individual training methods (+5)
	
	

	Total; +18
	-8
	+13                 Grand total.23




These results will now be analysed by the Grid analyser to help in making informed decision as to which training methods to use.



Grid analysis (SOLUTION V FACTORS) set value, 0 = unfavourable...3 = favourable
A decision-making matrix used to assess and compare an idea from a logical point of view (Businessnewsdaily,2020).




	solution
	Cost (3)
	Time (2)
	Complexity (3)

	Instructor lead training
	3x3=9
	3x2=6
	3x3=9           =24*

	Video training
	3x3=9
	1x2=2
	2x3=6           =17

	Hands on training
	3x3=9
	3x2=6
	3x3=9           =19*

	Computer based & e-learning
	2x3=6
	2x2=4
	1x3=3           =13

	Coaching and mentoring
	3x3=9
	3x2=9
	3x3=9           =27*



Grid analyser also mirrors PMI results, three of the highest rated methods will be implemented for training.
As mentioned earlier it is difficult to choose a leading style. After evaluation of the three styles via two evaluating techniques, the learning styles can't be differentiated to a great extent as all three have come up equally in the chosen methods of training. Choosing a training method shouldn’t be a priority over the training itself, as training method is only part of the small picture, the training itself is the bigger picture.
Along with training, regular follow up appraisals and monitoring are also an important part of development and learning, as this allows trainer and trainee to exchange ideas and thoughts to achieve best results. To achieve this, it is recommended to use an IDP.

What is an IDP
IDP (Individual Development Plan) is an effective tool used to assist employers to train and monitor employees to help in career and personal development, it can also improve job performance and self-assessing skills. Long- and short-term career goals can be achieved from the use of an IDP (Vanderford, et al, 2018).






Example of an IDP
*Shorter range goals                                                                    * Longer range goals
    *                                                                                                    *
    *                                                                                                    *
	Targeted competency/ skills
	Developmental Activity/training
	Outcome Desired
	Intended completion date

	

	
	
	

	
	
	
	

	

	
	
	

	
	
	
	

	

	
	
	


                                                         Source Individual development Plan. Peter A. Stinson

Conclusion
It can be said that tracking and monitoring career development and training methods is vital for an employee's career growth. As the report indicates through tracking you can find the gaps that need improving and through training the needs are fulfilled.
It is important that employers create training programs for their staff as it is not only beneficial for the employee but for the company as well.
IDP is crucial also because individually finding the weak spots of the learner and helping them to mould the imperfections into perfection is the icing on the cake as this will really improve their development and confidence.







Task 3.
Task: Write a reflection on you experience before the start of this course and after.
Introduction
The quest to gain knowledge has been a thrilling and interesting journey. Prior to starting level four programme at the UWTSD I had considered myself an accomplished Manager. It was only when evaluating the PDP, the realisation of the level of unsatisfactory knowledge I had towards the desired career goal astounded me. 

I suppose having spent two decades at one career level had me complacent and idle. To advance to the desired career goal (refer to PDP) the only way forward is to gain the skills and knowledge with a University degree.
The level four course has given me tremendous insight and valuable information that will help to achieve the desired PDP goal but more importantly set my path and give a clear vision of what stage of the journey I should be at now and where and when the finishing milestone will be.
Before commencing studies terms such as Johari Window, SWOT, PESTLE, had little or no meaning, now they hold significant value towards modifying and improving my career goals. Teamwork and presentation skills have been improved if not perfected throughout the duration of the course. Time Management and the 4D’S strategy has become second nature juggling between Family, Career and studying.
Studying training theories such as Klobe or Honey & Mumford have helped me to place myself in a category whereas before I knew what I could do or how to do it but didn’t know the technical term. Interview segment of the assignment was important for me as it gave the reminder of the feeling ‘sitting on the other side of the table’ and that really helped me because after a long time the feeling of anxiety fired up the cells that laid dormant over the period. 
Over the duration of the course my future career plan has become more clearer by the day as I know exactly what needs to be achieved and more importantly how and when.



Conclusion
To conclude, education and knowledge is the key to success, not just for career growth but also for employment as well. A University degree indicates to a potential employer that the candidate has been thru certain stages of skills and knowledge building during his/her education and that they are committed individual because without commitment it is very hard and near impossible to gain a degree, which in return opens more chances and doors.
It was also found that IDP,PDP,and CDP’s are an essential part of self-development and they help set clear goals and targets. 
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