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[bookmark: _Toc500943472][bookmark: _Toc53314824]1.1 Identify learning styles for self and another 


I used three different questionnaires to determine my learning styles Vark (Flemming,1987), Honey and Mumford (1982) and Kathy dantec, and two for my colleague Vark (Flemming,1987) and Honey and Mumford (1982). My results for Vark showed that I have a strong Kinesthetic preference to learning I learn by using my senses sight, smell, touch and sound I prefer a hands-on trial and error way and take on more by being shown a real life rather than written instructions. For example, if I was baking a cake I would prefer a video instruction to insure the next steps I took were correct over a paper recipe, and I draw from experiences I can easily relate too. My colleagues result for Vark (Flemmin,1987) were that they have a mild preference to Read/write which means they prefer textual content also reading over diagrams they like to use manuals and written instructions and to gather all the relevant information and learn best within the ‘traditional’ educational approach. My Honey and Mumford (1982) results were slightly confusing before I researched the subject further as I had eleven for each learning style with a strong preference to Activist and Reflector but with there being no correct answer for the questionnaires there are keywords from each style which applies to me when learning and also ties in with the Kinesthetic style, for Activist one of the keywords is role play so ‘having a go’ or using a real life situation is a fantastic way for me to be able to retain the information I have just learned. My colleagues dominant Honey and Mumford (1982) learning style was Theorist with a very strong preference, these people like to understand theory behind the action they thrive on statistics and models and like to draw their own conclusion. 
My final questionnaire was by Kathy Dantec and my results showed that I was learner type two the analytic leaner and that I seek facts and like learning things in sequential steps and benefit from clear detailed instructions. 
My Colleague and I feel that these are accurate results in which we are both comfortable at learning.
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My Swot Analysis 


	
STRENGTHS

IT Skills 
Customer Communication 
Admin 
Good with Numbers
Good at Hands on Training 

	
WEAKNESSES

Time Keeping 
Grammar 
Not Driving 
Dyslexia/Dyspraxia 
Struggle to Absorb Written Information 
Motivation 


	
OPPORTUNITIES

Completing Degree
Managing Time Properly 
Finish Driving Lessons 
Take an Online Course for Grammar 
To Better Personal Development 


	
THREATS

Not Attending Lessons 
Not Submitting Work on Time
Not Progressing in Career 
Travel 
Child Care








	
My Colleagues Swot 


	
STRENGTHS
Motivation 
Reading and Writing Skills 
Can Follow Written Instructions Very Well 
Time Management 
Helpful 
Resourceful 
	
WEAKNESSES

Poor IT Skills 
Stuck in Old Ways 
Critical of Others Performance 



	
OPPORTUNITIES

Take a Course in IT 
Work on People Skills 
Enhance Personal Development 
To Progress in Career with Training 



	
THREATS

Not Willing to Take on Training 
Being Replaced in Current Position
Job Loss 
Afraid to Change 















	Current Skill Sets 
	Desired Skill Set 

	Ability to Work in Teams 
	To Have the Skills to Manage a Team

	Basic Reading Writing Skills 
	Excellent Literature Skills and Grammar

	No Ability to Drive 
	Driving Confidently 

	Self-Awareness 
	To Have a Good Understanding How 
Others Perceive me

	
	


My Gap Analysis 



My colleagues Gap Analysis 



	Current Skill Sets 
	Desired Skill Set 

	Motivation 
	Learn What Motivates Others to Be a Better Leader 

	Listening Skills 
	To Improve Listening Skills to 
Better Understand Others

	Basic IT Skills 
	Be Fully Confident on Using All Microsoft Software 
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1.3 Identify potential barriers to learning for self and another.

One of the barriers I face being Kinsethtic is not having the ability to absorb written information very well. This is hard when it comes to learning as most research requires reading and taking notes, sometimes I find myself reading the same page or article multiple times before the information can be retained, being dyslexic can also be challenging when learning being a slow writer can be difficult when taking notes. I have also found childcare hard with the pandemic. My colleague finds it hard to work as part of the team which is a trait of the Read/write style they prefer to work individually which is a great for some roles but can prove to be detrimental when working towards a management position, also having poor IT skills is holding them back from reaching their full potential. They need to ask if stuck on a task not carry on the way they believe to be right.
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To over come these barriers my colleague could take an IT course online or now many local hubs provide these courses for free there are also lots of video tutorials or read the most up to date book on 
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objectives




[bookmark: _Toc500943477][bookmark: _Toc53314829]2.1 Analyse learning/development options to meet needs of self & another.
As you can see from both our Swot and Gap analysis our development needs are very different 
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Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals

	[bookmark: _Hlk58005534]What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	



	
	
	
	

	



	
	
	
	

	



	
	
	
	




Part 3: Personal Objectives
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	Short Term Goals (next 12 months)

	


	Medium Term Goals (2-3 years)

	



	Long Term Goals (3-5 years)

	









2.4 Method used to monitor the development of self & another.
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[bookmark: _Toc53314834]Reflection on the recruitment process 

For my reflection on the recruitment process, I’m going to draw from an interview I attended which resulted in me not getting the job, I talked my way out of the position by not having prepared beforehand. Even though my CV was perfectly matched to the role by not having answers ready and being self-assured all attributed to this, then covered in my action plan how this experience will change how I will apply for future roles and do things differently.
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The position I had applied for was an accounts clerk in a growing manufacturing company, which provide coverings and wraps for aeroplanes, buses and trains. I did not research into the company prior to the interview. I took the attitude that the company would employ me purely based on my CV and skill set with no consideration to the fact I may not fit into the team. Some of the asked questions caught me off guard and by not thoroughly doing my groundwork I stumbled over answers. I also over shared about my pervious job in telling them that I would clash with the business owner with deadlines as I like to get clients work in with plenty of time where the owner would delay on finishing sometimes resulting in fines from HRMC, my theory behind this judgement of error was that I was showing them deadlines were important to me but as soon as the word clashed was mentioned the interviewers body language completely changed and I knew from that moment that I would not be successful.







[bookmark: _Toc53314836]3.2 Feelings
I was overly confident going for the interview and thought my skill set would get me the job alone I know I can interview very well and have the confidence engage with people. I had reservations about going to a new building with different people but knew I could do the job well so wasn’t really 





[bookmark: _Toc53314837]3.3 Evaluation
Being completely naive to thinking that as I had worked in the same role for twelve years the job would ultimately be mine. I went to a situation blindly 
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[bookmark: _Toc53314840]3.6 Action Plan
Reflecting on the situation I can see what went wrong so going forward in applying for the position in Welsh Water 
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Appendix C 

Shelly Williams 
shelly_ball@yahoo.com
Cardiff 
07768 395 432 

Personal Profile 
I am a versatile, adaptable and capable individual with extensive experience within an office environment. I possess an excellent work ethic and I am able to follow instructions and complete tasks to the most acute detail.  I have excellent team working skills and qualities but can also work very well individually. I am willing to undertake training and secure employment.

Skills and Qualities 
> Competent with computers able to use all Microsoft programs confidently
> Able to prioritise work to ensure deadlines and targets are met
> Capable of working in an intense and pressurised environment 
> Excellent communication skills
> Task orientated with excellent planning and organisation skills

Employment History 
2006 – 2019 Small Office Solutions – Office Manager 
> Managing and supervising an office workplace containing a small workforce ensuring they are motivated, happy and task orientated
> Calling, emailing and generally communicating with clients ensuring a smooth, efficient and professional service
> Updating databases inputting, new, relevant information ensuring that they were up to date accurate and organized
> Maintaining an organised and structured filing system
> Completing VAT returns and other documents ensuring that they were categorised an entered into the company’s filing system
> Producing and sending invoices to clients and chasing payments for work done in a polite and courteous manner
> Company banking paying checks in to the bank and taking debit/credit card payments
> General office and management duties associated with running a small business
2019 – Present Sky Contact Centre – Agent 
> Taking calls dealing with customers queries in a professional efficient manner
> Operating a webchat service in where customers have a different avenue of contact ie: Facebook, text message and email
> Adding and removing products for customers’ accounts
> Processing debit/credit card payments via phone while maintaining a high level   of data protection
> Selling of the latest equipment 

Education and Training 
St Teilos’s Comprehensive School, Cardiff
1996 – 2001 
> Educated to a secondary school standard and obtained 7 GCSE’s 
2014 
T2: Business Solutions 
Level One: Essential Skills in Communication 
                    Essential Skills In Application of Numbers
2015
 Level Two : Essential Skills in Communication 
                      Essential Skills In Application of Numbers 

2016 
Level Three: Essential Skills In Communication 
                       Essential Skills in Application of Numbers 

CHE – Level Four 
Skills for the workplace  - In progress 


Hobbies  
I enjoy an active lifestyle and regularly take yoga classes and meditate. I also like to keep my mind active by reading, learning new things and more recently studying for my degree.
References on Request
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The Cottage
The Ton 
Old St.mellons
Cardiff 


                                                                                                                                                                 Dwr Cymru 
                                                                                                                                                                 Cardiff 
                                                                                                                                                                 CF3 0LT
                                                                                                                                                                 
Dear Sir/Madam 

I am pleased to attach my application for the Litigation Collector position, Job requisition number 1066 advertised on your website.

I have recently worked in a temporary role in Sky customer services, where I particularly enjoyed working with the general public and drew on my previous experience to gain a high level of efficiency and customer care. Prior to Sky, I worked for twelve years in a small accountancy firm covering all aspects of accountancy and payroll. My success in the position resulted in me given the extra responsibility of managing the office, which included looking after a small staff team, meeting with clients and dealing with the day to day customer needs and requirements to ensure complete customer satisfaction and other aspects of running a small business.

Having looked at the Welsh Water website, I am impressed with the ethos you portray. Having worked in two different office environments can confidently say I have excellent repport with customers and can very quickly lean new computer systems. I believe I am right for this role from past experiences in collecting monies owed and understanding the impact it has on both the customer and business.

I look forward to discussing my application in an interview. Please do not hesitate to contact me in the meantime if you have any questions 
Shelly Williams
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