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Introduction:
In this report I will be analysing the skills that I have and the skills I will need to improve and develop for managing my employment. I have 8 years’ experience of making cakes. I have been making variety of cakes for family and friends and for special occasions such as weddings and parties, Eid celebrations and birthdays etc. 
Managing your own business and making it run successfully is a lot of responsibility. I will be highlighting in this report on what my weaknesses are in management and how to build up my business for future success. 















Management Analysis:
	Skills that I have:
· Problem solving 
· Decision making 
· Writing skills
· Organised

Skills that needs developing:
· Communication 
· Time management


	








[bookmark: _GoBack]Below I have written down skills that I have and the skills that I need to develop in Time Management:

	Skills that I have:
	Skills that needs developing:

	I am very good at multitasking 
	I feel uncomfortable communicating with a new face

	I plan and think of every possible solution always ahead
	Sometimes I get stressed when I’m running late 

	The night before I get all my stuff ready 
	I rather have myself dealing with it than ask for someone else’s advice,

	I have a personal diary where I keep everything in order
	








Time Management:
There’s probably no such thing as Time Management. Time will always be there, despite of what we do. Time will still tick, despite of even if we are not able to manage something that cannot be handled or monitored. When time is not properly managed, our efficiency may be affected. If there's something left until the last minute, you'll probably do it all in a hurry and everything go incorrect.
The worst case would be to try your best to catch up without sleep, but still you would be far behind at work. This will also increase stress and you will not be able to concentrate at all. (Morgan, 2017).
Importance of Time Management:
Managing time at your office is very crucial, if you show up late in a meeting before letting anyone know, you are liable to lose a deal. This will cause real problems for others if you miss a deadline at work, you will be considered as very unreliable and nobody will depend on you next time. Managing time is crucial, essential and very relevant. Studies has shown that it is more than necessary to be' good' Effectively managing your time will not only give you the results, because if you don't struggle you will end up struggling at work, it will become difficult to understand and you will find it hard to do something. (Morgan, 2017).
Communication: 
According to Griffiths, B.A and Dunham, E.B {2017, pp.45/51}. Effective communication and honesty make it easier to understand. You can quickly and clearly get your point through. Being positive can take many forms in a typical working group setting, like promoting a new concept, and requesting for leadership for the future, Communication skills in group members clarify, individual goals, team goals, structures that develop among members. You can get more task done. (Maund, n.d.).
Decision Making:
[bookmark: _Hlk28802156]The process of choosing between two or more courses of action is an easy way for decision making. Decision-making requires deciding between potential solutions to a problem in the broader problem-solving process. Decisions can be made either through an analytical or logical process, or through a mixture of both. People usually say they find it difficult to make choices. Sadly, everyone must make choices all the time, from petty things such as what to have for lunch, to professional career-changing choices such as when and where to study and who to wed. By repeatedly looking for more details or asking other people to offer their feedback, some people put off making decisions. Others use an influence to make choices, stick a pin in a draw, or throw a coin. (2011-2020, 2020).

Effective Decision Making:
Decisions must be able to be implemented on a personal or organisational basis. Therefore, you must be sincerely committed to the decision and be able to convince others of its merits. Therefore, an effective decision-making process must ensure that you can do so. 
What can effectively prevent decision-making? 
There are several issues that may prevent positive decision-making. These include:
1. Not Enough Information If you don't have enough information, you should feel free to decide. Take some time to collect the data you need to inform your decision, even if the timing is very tight. Prioritize the collection of information by determining which information will be most important to you if possible.
2. Too much information the opposite issue, but one that is more commonly seen: providing so much conflicting information that it is difficult to see ' the wood for the trees'. This is sometimes referred to as analysis paralysis and is also used as a technique to postpone corporate decision-making, with those involved seeking more and more details so that they can decide.
The issue can often be solved by bringing everyone together to determine what information is relevant and why, and by setting a specific timeline for decision making, including data collection.
3. Too many people are having difficulty making decisions by committee. Everyone has their own opinions and values. And while it is important to know what these views are, and why and how they are relevant, taking responsibility for planning may be necessary for one person. Each decision is better than none at times. 
4. Under the weight of vested interests, decision-making procedures are often created. Often these vested interests are not expressed freely, but they can be a key blockage. Because they are not openly expressed, it is difficult to properly identify them and often address them, but this can sometimes be done by examining them with someone outside the process, but in a comparable way.
5. Individuals are often very attached to the power structure. Choices tend to involve the possibility of transition that is difficult for many people. See our Change Management pages for more about resolving this, but also note that ' deciding not to make a decision ' is already a decision.
6. No Mental Attachment Sometimes deciding is difficult because one way or the other you don't really care. An organised decision-making process could often help in this case by recognising some very real pros and cons of specific measures that you may not have assumed about yet. By using a formal decision-making process, many of these challenges can be resolved. This will help reduce to simpler measures more difficult decisions; any reasonable decisions are reached and planned to take decisions to meet deadlines. There have been developed many different decision-making methods, ranging from basic thumb rules to highly complicated procedures. The approach used depends on the essence and difficulty of the decision to be made. (2011-2020, 2020).   
Writing Skills:
Writing skills is an important communication component. Good writing skills enable you to convey your message to a much larger audience with clarity and ease than through face-to-face or telephone conversations. You may be asked to write a document, proposal or plan at work; write in a volunteer position a grant application or press release; or you may want to share your ideas online through a blog.  And, of course, if you would like a new job, a well-written CV or summary without any spelling or grammatical errors is essential. Grammar, punctuation and spelling. (2011-2019, 2020). 
I always have been told I have very good handwriting and it is readable. I have had several certificates on my writing skills in the past, in my school years and in previous jobs that I have done. I am still called up to write a brief letter to an organisation or a place just because my handwriting is clear and neat and very readable. 

Top 10 Skills Employers Want:

· Commercial Awareness
· Communication Skills
· Teamwork Skills
· Negotiation and Persuasion Skills
· Problem solving Ability

· Leadership Ability
· Organisational Skills
· Perseverance and Motivation
· The Ability to Work Under Pressure
· Confidence. Anon, (2020).



Personal Development Plan:

What does (PDP) Personal development plan mean?
Having your own personal development plan helps you to give direction and make progress ahead in your career. It’s also effective planning your future your future management in development and learning style. Firstly, you need to set your main objective and explain what your goals is.
If you think you have no idea, ask yourself the following questions,' whereabouts in your profession you want to progress? Will you be better in some other job? Which new skills and experience will make you happier? What other kind of achievements are also most relevant to you, and most importantly, ' are there any kind of accomplishments that most important to you.
Try prioritising them once you have put your goals aside – and try not to tackle too many at once. Be realistic about what you want to achieve and note that goals can be anything from short-term to long-term, large or small. Once you've chosen your main goals, it's time to look at your strengths. Even if the ambitions are based on no direct experience in the field, an ability can be anything from determination, a creative mind, and a keen interest in a specific learning sector, to excellent skills for people, or a talent for numbers. It can also lead to potential areas for improvement by identifying your strengths. For instance, you may have a range of HR roles (strength) experience, but no qualifications to quantify your skills (weakness). And that's where the planning areas come in ... (reed.co.uk, 2019).








My Goals:
What plans do I have for the coming years?                                                                                        I want to be able to manage my life, trusting that everything is in order and coordinated. I want to continue my job so that I get more customers to come in. I want to be satisfied with my service, for my clients so that they keep coming back for more.
What are the areas of working life that I need to improve? I want to advertise my work for the public to know about my job. I want to start up a bigger company where it's the core of attraction, somewhere else. 
Which areas need to be improved? I need to improve in my time management and set task for myself, to keep in track. I will need to develop my communication by opening more with new faces and speaking up.  
What are some long-term career goals and what strengths do I need to build in order to accomplish those expectations? I'm going to do a personal development plan (PDP) to make the best of myself and give my best to get all the qualifications I can have for my future.                         
Conclusion:
I have started to progress on my personal development plan (PDP) and will start to look into the weaknesses that I have like time management and communication and work on those to improve my skills so it becomes my strength and maybe even take some training in decorating cakes so I get better knowledge and understanding. I will advertise my work in social media so people will be aware of what I’m giving them and work with my competition so I can improve on my work and come up with something better and different. I want to be a well-known businesswoman and become more successful in my business. 
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