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Personal Development

Within your role, it is important you review your own performance to identify what you are doing well and what you are doing less well. This will enable you to identify ways in which you can improve your performance and identify what you need to do for your career development.
You need to ask yourself:
· Do you know what your goals are?  
· How hard are you prepared to work to achieve them?
· Do you know whether you are happy to stay in the job you have? 
· Are you prepared for the additional responsibility which would come with promotion?
If you work for a company with structured training, there will be people whose job it is to help and encourage you to make the most of your abilities and the opportunities within that company.  If you work for a small business or one which has no structured training, it will be very much up to you to fulfil your potential.    
Many companies will have an annual review system.  This is a formal chance to sit down with your supervisor or manager and discuss:  
· Last year’s review targets 
· Your present performance 
· The targets you have met  
· The targets you have failed to meet 
· Your strengths and weaknesses 
· Timekeeping 
· Your attitude and behaviour 
· Your contribution to the team’s performance 
· Your training and development needs 
· Your potential for advancement. 
There are a number of ways you can identify your development needs, this includes:
· Annual reviews or appraisals
· Asking colleagues
· Identifying new tasks you would like to complete
· Identifying changes within the business
· Identifying changes in legislation
Once you have identified what you need to learn, there are also a number of ways you can undertake the training and development activities. This includes:
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· 
· Work shadowing 
· Being mentored 
· Being shown how to do something 
· Being given an additional task or responsibility 
· Attending a workshop, seminar or training event 
· Going to college or night school 
· Enrolling on an Open University or distance learning course 
· Doing an on line e-learning course 
· A correspondence course
Learning can take place in two ways, ‘on the job’ (whilst you are at work) or ‘off the job’ (taking you away from the workplace).  There will be a number of support options available to you if you ask your Manager.
Self-development is an ongoing cycle within the workplace to ensure you are always able to complete your role to the best of your abilities.
Improvement
The overall objective of developing your personal performance is to show:  
I - Initiative.  Use your initiative in your job 
[bookmark: _GoBack]M - Manners.  Always treat people with respect and be polite and courteous 
P - Personal appearance.  Keep your standards of personal appearance up to scratch 
R - Request explanations.  Ask if you don’t understand 
O - Observe.  Being shown is one of the best ways to learn 
V - Volunteer.  Don’t wait to be asked, if you can help, then volunteer 
E-  Employers appreciate regular attendance.  If you’re sick, you are not reliable 
M - Make yourself indispensable.  Set your own targets for performance, never just do enough, always strive to do the best you can 
E - Everybody likes a team leader who keeps the team busy; keeping your team busy will make the job enjoyable for everyone, and we all like to feel that we have achieved something 
N - Never make excuses.  Be open and honest about your mistakes. You and your team can learn from these 
T - Time keeping.  First in last out is a good standard to have; always finish the job, offer to stay if jobs still need doing.  
Follow these guidelines and you will be pleasantly surprised by the IMPROVEMENT you will see in your team’s performance.

© Copyright 2016 Gateway Qualifications. Permission granted to reproduce for use with cohorts registered with Gateway Qualifications only. Commercial copying, hiring, lending is prohibited

Understand Customer Service in a Retail Business 	Page 
2 of 2
image1.png
gateway

qualifications





image2.jpeg
gateway

qualifications





