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[bookmark: _Toc500943471][bookmark: _Toc53314823]Section 1: Know how to identify development needs

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

Learning styles for myself: - 
[bookmark: _Toc456901517]I have completed a VARK survey and my results came back as very strong kinesthetic. I had this result on a basis of answering eighteen questions which would determine my learning style as kinesthetic. In total of the questions, three came back visual, one aural, four read/write and ten for kinesthetic. 
I would strongly agree with this result. I do believe my learning styles are better adapted through practical learning experiences using a more ‘hands on’ approach vs other styles. 
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An individual or individuals with a kinesthetic preference prefer using examples from experience by using practical problems and practical problem-solving techniques. They would tend to enjoy finishing tasks and using outcomes that can be measured. A kinesthetic learner is known to enjoy autobiographies and documentaries as they prefer the more realistic things and are valued for their experiences. They tend to be people who can apply their ideas and work as part of a team with a relevant, down to earth manner. A hands-on approach is preferred in means of attending practical sessions or visiting exhibits or looking at photographs.


Learning preferences of another: -
By working in a team with another class member, we were able to swop results and compare the different learning styles. The results from my classmate are as follows; 
[image: Text

Description automatically generated]

[bookmark: _Toc500943473][bookmark: _Toc53314825]








Using the results from this VARK questionnaire, the results are multimodal. This is a different learning style from myself and I have investigated all the different ways in which we lean. I also asked whether the person that received these results agreed with the outcome and they were happy that it seemed to match ways in which they learn. 
An individual with multimodal learning styles can channel different modes whether it be visual, aural, read/write. They have multiple preferences that can be varied and can range between the VARK. People with this learning style have been known to adapt a different role with regards to learning when they are in certain situations and can channel different roles. 

Honey and Mumford – 
I answered several questions which would define another outcome of learning styles for myself. The results came back as reflector answering 17 questions as yes, this was significantly higher than the other categories. 
[image: ]
Reflectors tend to be good at analytical findings and are observant with regards to themselves and others efforts. They will monitor and observe situations rather than take the lead and would think things through. I strongly agree with the result I have received from answering these questions. For example, in order to give the information I am writing now, I have read multiple articles from different sources. I have built an understanding on the meaning of a reflector and thought about what I was going to write and how it would relate to me personally. In my opinion, as a reflector, I would observe situations picking up key points on information and analyse it thoroughly before cautiously concluding. A reflector likes to listen to other points of view combined with their own to make an outcome of a ‘bigger picture’ with notes from the past and present involved. 


1.2 Use a simple technique for identifying development needs for self & another

I have devised two tables using the SWOT technique. I will be using this to determine strengths, weaknesses, opportunities and threats and will determine an outcome for overcoming weaknesses and eventually turn them into strengths. I hope to eliminate any threats by evaluating how I can turn them into possible opportunities.
SWOT table:
Myself:
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There are several weaknesses to overcome but are doable over time. I feel as though by getting comfortable in a workplace I have become complacent. If anything, this year has taught me to expect the unexpected. We are in the 2020 Covid-19 pandemic and so many people have lost their jobs it really puts things into perspective. I will be able to attend more courses once face to face meetings are able to go ahead again. One way in which I could turn this into a strength would be to attend online courses, I would have the upper hand of more knowledge which would go in my favour in promotion. I could also tie that into my threats meaning I would have more experience turning that into a possible opportunity. I will eventually be back to full time work once my daughter has settled into nursery and is a long term goal of mine.




SWOT table of classmate: 
[image: Table

Description automatically generated]I have used the same classmate to determine SWOT and together we are learning about differences in learning styles and have different outlooks on which threats can turn into opportunities and weaknesses into strengths. 

Whilst discussing the differences between the two tables, I decided to look at ways in which my classmate could turn their threats into opportunities and weaknesses into strengths. 
I personally find it easier to observe another person’s information than my own as I prefer giving advice rather than analysing myself. Here is the following discussion.
I feel as though there are a lot of strengths already and are good qualities to hold. With regards to weaknesses, a lot can be overcome by working through them one by one. Fearful for example – I feel as though my classmate would have possibly been slightly frightened about starting a higher education course but have taken the plunge and is thriving. An example of turning a threat into an opportunity – Employment from the outside. If my classmate were to apply for the promotion and show some willing to succeed in a managerial role, the higher personnel would take into consideration the admiration for the role from someone who knows how the environment works. I would then put that in the opportunity category. 

[bookmark: _Toc500943474][bookmark: _Toc53314826]1.3 Identify potential barriers to learning for self and another.

Barriers to learning – Myself
Using the SWOT analysis and finding my strengths, weaknesses, opportunities and threats, I have been made more aware of the barriers to learning that could be present. 
· Childcare – One of my barriers to learning is the fact I am a mother to an 8-month-old little girl. Much of my time is taken up by looking after my little one and as much as I enjoy it, it is a barrier to my learning and free time. 

· Work-Life balance – My work-life balance is something I have been planning recently. As I am off on maternity leave at present, I have more ‘spare time’ than if I were working. However, as stated previously, a lot of my time is now taken up caring for my daughter and will be returning to work shortly.

· Financial Barriers – When thinking about the financial part of going into higher education I did consider whether I could afford to have a student loan lingering. I have justified the fact that it is beneficial for me to go into higher education as it can help me to achieve my higher goal of promotion. 
· Geographical Barriers – I am fortunate enough to live quite central to my base of learning and have my own car. At present it is easier for me as we are learning from home online however when things do return to normal, I am able to travel to and from classes. 

· Social Barriers – I heard of this course from my mum who is almost finishing her first year, she recommended it would be good for me with where I want to go in my career. 


Barriers to learning – Classmate
By using the SWOT analysis and communication, I have come up with some barriers in which my classmate would come across with regards to learning. I will use the same layout as myself as it has worked well in terms of a problem and solution so to say.
· Childcare – Older children in secondary school, family to help should things become tricky with holidays/emergencies etc.
· Work-Life balance – Working full time with two teenage children, a husband and a home to look after. Fitting in assignment work is tricky.
· Financial Barriers – Affordable to attend higher education, working full time
· Geographical Barriers – Local to area for base of learning, has use of own car and can easily attend classes.
· Social Barriers – Not the first in their family to go into higher education, family and husband are supportive

[bookmark: _Toc500943475][bookmark: _Toc53314827]1.4 Explain how these barriers to learning can be overcome.

Myself – 
· Childcare - I have thought about how I can overcome this, I do my assignment work when my daughter goes to sleep, My partner then takes over with care for evening and weekend classes and it works well. I am due to go back to work in 6 weeks and one thing I mentioned in my SWOT is that I would be going back to work part time rather than the full time role I am used too. I do feel as though in order to excel and show willing towards any possible promotions, I would need to be a full-time employee. My way around this, turning it into an opportunity rather than a threat, is for my child to go to nursery but I would like to do this in stages. 

· Work-Life Balance - I have a plan of which to work three days rather than my usual five leaving two days free to not worry about childcare, nursery runs etc. As I fit in class work in the evenings, not a lot will change with regards to that, but I do feel my time being squeezed together that bit more running a house, caring for my child, doing assignments, walking my dog etc.

· Financial Barriers - I have thought about repayments and hope to be in a position where I am in a better paid job that I enjoy and thrive in, so the end goal is worthwhile. I have investigated grants with the help of student finance and there are several maintenance loans available which are affordable to repay so this will help me too. 

· Geographical barriers - I am fortunate enough to live quite central to my base of learning and have my own car. At present it is easier for me as we are learning from home online however when things do return to normal, I am able to travel to and from classes.

· Social Barriers – I have several family members willing to help on evenings and weekends (should my partner be busy with his work) when classes currently run and are very supportive to the fact I am now in higher education. My partner helps most with regards to taking over with caring for our daughter when class is running but I have a contingency plan in place should that not work out sometimes. I am very fortunate that I have the extra help as without these people I would be unable to study due to a busy work/home life. 


Classmate – 

· Childcare – Children are older and in secondary school so can be worked around drop off and pick up working school hours themself. Family to help should they be needed in an emergency and school holidays off, so no childcare needed during these times. 

· Work-life balance - Evenings work well after dinner is made etc to fit in classwork. On a plus note, school holidays off so time to spend with children/catch up with work. Helpful husband, time away from busy day to day jobs to carry on with assignments. 

· Financial barriers - Will be earning more when loan is repayable – end goal. Affordable to pay back on a higher wage which is the plan from doing this course. 

· Geographical barriers – Luckily these are at a minimum living close to base of learning with use of their own car, easy to attend classes around working hours and childcare and a plan is set out for emergencies and holidays keeping absence to a minimum. 

· Social barriers - Husband helps with children when evening classes and weekend courses are in action however online at present. Husband will stay at home with them when face to face classes return and family members will help should there be an issue. Family is supportive and wish her the best in her studies.




[bookmark: _Toc500943476][bookmark: _Toc53314828]Section 2: Know how to develop self & others to achieve organisational objectives


[bookmark: _Toc500943477][bookmark: _Toc53314829]2.1 Analyse learning/development options to meet needs of self & another.

In order to analyse learning/development options, I have been looking back at my SWOT and have realised that I am good at a lot of things with room for improvement. I have come to the conclusion that even though I will be going back to work part time on a temporary basis, I am able to rely on my supportive family for help with childcare. I will not become complacent when I go back to work as I will be aiming for a higher role in management by doing this course. 
I feel by doing this course I am furthering my skills and thus my confidence to go further in my career. My aim is to do the assignments when they come through and have the confidence to ask for help as that can sometimes be a weakness of mine. As a reflector however, I do feel as though I would rather listen in the background rather than join in and have my say. I tend to analyse the situation later and defuse the parts I get stuck on one by one. 
I hope to pass this course with the desired skills and attributes to help me progress in my career and will adapt to different styles of learning with enthusiasm. 
Looking at the SWOT for my classmate, I would say they are also good at a lot of things but can improve on a few thus turning weaknesses into strengths. Self confidence for example. If the case is that they are struggling with public speaking, perhaps talking to other members of the class would help gradually build up the confidence for public speaking. Turning stubbornness into determination to succeed is a great place to start and will also be a great way of fighting fear. 
Passing this course and gaining the extra skills on offer will be a great sense of achievement and help with regards to a new career or progressing from where they already are.

[bookmark: _Toc500943478][bookmark: _Toc53314830]2.2 Identify support mechanisms for the development of self & another

[bookmark: _Toc456901523]I have come to realise I have a lot of support around me for means of childcare. Friends and family are always offering their help in order for me to get on with assignments should I struggle with childcare and my partner is very supportive towards my learning. In terms of support within the university, I can go to my tutor for guidance, advice, and feedback. I can communicate with my classmates for help with similar fields of the assignment, the HWB and the library. There is also student services for support with any financial barriers I may face.
I have been working alongside a classmate for their learning styles and SWOT and have asked if they are feeling supported and how they would seek support should they need it. 
Their family is also supportive with regards to childcare and space for learning and is aware of the amenities the university has to offer whilst often liaising with tutor for feedback. They can overcome barriers by reaching out for help when needed and knowing the support they have. 

[bookmark: _Toc500943479][bookmark: _Toc53314831]2.3 Prepare development plans for yourself and another person

Self

Part 1: Personal Analysis 

See SWOT Analysis in 1.2 
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Part 2: Setting Goals

	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

	How to deal with difficult situations for management role
	Observe, shadow, ask for help
	Support from my manager, the use of this course 
	Acquiring skills at the end of the course, possible promotion
	September 2021

	I want to get better with computers/IT in general 


	By spending more time on my laptop accessing teams competing assignments etc
	The help of my tutor, the library, student services, the hwb. 
	Passing my course and gaining required skills
	September 2021

	How to further educate myself


	achieve the skills I wish to gain through this course
	The help of my tutor, the library, student services, the hwb.
	Acquiring skills at the end of the course
	September 2021




Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	Pass the course, gain further skills, better my IT skills in general


	Medium Term Goals (2-3 years)

	Be working full time, hopefully in a higher position with further acquired skills



	Long Term Goals (3-5 years)

	Full time management role, bought a home, helping my children with their school work so they can aim high in life.










Person 2  
 
Part 1: Personal Analysis  

See SWOT Analysis in 1.2  
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Part 2: Setting Goals 
 
	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 

	 How to be confident with speaking in public
 
	 Possible speech and language course, practising public speaking in small groups
	 Classmates and peers, library, tutor, friends and family, student services, moodle
	 By feeling confident speaking in public by the end of the course
	 September 2021

	 To overcome fear
 
 
 
	 Take small step to gradually face fears day by day
	 Friends and family, feedback from tutor
	 Things that were once fearful will be tackled with ease
	 September 2021

	 How to discipline fairly without being a pushover
 
 
 
	 Start saying no, not pleasing everyone and taking own feelings into consideration
	 Patience, family, friends, tutor, class feedback, student services 
	 Better behaved children in class/family life. Self-worth
	 September 2021


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

	 Pass course, keep hold of current job during pandemic, thrive for promotion if and where possible
 

	Medium Term Goals (2-3 years) 

	 Buy a bigger family home, do more courses, apply for higher roles within my workplace or further afield
 
 

	Long Term Goals (3-5 years) 

	 Be in a management role earning more money, be able to help people achieve their goals as I have achieved mine, be happy, content but not complacent in a job role. 
 



[bookmark: _Toc500943480][bookmark: _Toc53314832]2.4 Method used to monitor the development of self & another.

Self

	
What happened?


	What did I do?
Discovered learning styles, SWOT and working on threats and weaknesses


	How do I think/feel about this?
I feel confident and willing to try new things with regards to learning and bettering my career path, I think I will excel and gain the acquitted skills at the end of this course


	How well or how badly did it go?
Learning how to determine my learning skill went well, I agreed with it completely and have researched different ways in which people learn which has been interesting. 


	
My conclusions/reflections/lessons learned


	What did I learn?
I learned that everyone learns in a different way and that I am better at some things than I initially thought. 


	What have I achieved?
The ability to ask questions and ask for help and guidance


	How have I put any theory into practice?
By reflecting on things I have learned. I have put a lot of thought into my work and research and have tried looking at different ways of learning.


	What have I learned about myself?
That with hard work I can achieve my goals. I am more confident than initially thought and I can help people with things I didn’t think I could do.



	How does what I am doing lead me to becoming better at a skill?
By analysing situations and using my reflective skills to guide me to the right conclusion


	How can I use this to plan for the future?
I will be able to use the skills I have learned already by reflecting on situations and always trying to find ways to turn threats into opportunities


	How can I use this to plan new learning experiences?
Trying different learning styles, reading books/handouts and trying a range of different things to help me along the way. 


	
My plan to do something better/different by using what I have learned 


	What will I do differently next time?
I will sit down and read all my information and resources first rather than jumping in and finding things bit by bit. I have carefully researched and used knowledge I have gained recently and I have found parts of the assignment easier to digest.




	How will I do it differently next time?
Having all my notes and research material within easy access, taking time to breathe between sections and not trying to finish things in one go





Person Two


	
What happened?


	What did I do?
Communicated with classmates, asked tutor for help and feedback, identified learning styles of myself and another


	How do I think/feel about this?
Confident to ask questions and happy when understood 


	How well or how badly did it go?
Good, happy with feedback, Confident to communicate with others and ask for help when needed


	
My conclusions/reflections/lessons learned


	What did I learn?
How to communicate efficiently, different learning skills for myself and another


	What have I achieved?
How to use a laptop a bit better, accessing different office tools, improving on social skills


	How have I put any theory into practice?
I was aiming to get better at public speaking, I feel as though I have done well so far in communicating with others and reaching out for help


	What have I learned about myself?
More confident than once thought, fears can be overcome with help from others 


	How does what I am doing lead me to becoming better at a skill?
By teaching me how to accept support and I don’t have to do everything on my own. When I get stuck to get help from peers then it isn’t so bad


	How can I use this to plan for the future?
By remembering the skills I have learned and looking forward to the skills I am to acquire


	How can I use this to plan new learning experiences?
My IT skills are getting better which means I am more confident using the computer should someone ask me to access something where as before I would have taken a back seat and watched someone else do it.


	
My plan to do something better/different by using what I have learned 


	What will I do differently next time?
Ask for help straight away when needed and not waste time trying to figure things out by myself. I have identified my barriers and will try to overcome them with possible solutions 




	How will I do it differently next time?
Identify support islands so I know where to go first as last. Listing my strengths and weaknesses is a good way of finding out what I am good at and what I need to work on








Section 3: Know how to prepare for the recruitment process  
 
Reflection on the Recruitment Process  
 
[image: ] 
Gibbs (1988) 
 
3.1 Description 

As I have decided to apply for the role of dental practice manager, I have had to do a certain amount of research to find out what the job entails, if I can better my chances of getting the job and if I could handle the extra responsibilities the job role requires. 
I have used several websites to search for jobs and read the description to get an idea of what dental surgeries are looking for when taking on new managers. I decided to complete an application form online and apply for the job along with my cover letter and CV attached to show them what I had to offer.  I used websites such as NHS, indeed, read leaflets I found in work and asked my current manager about her job role. 







[bookmark: _Toc53314836]3.2 Feelings

Before starting to research about the job role I wanted to apply for, I had mixed emotions on whether I could do it and whether I was worthy. I feel as though talking to other people and having the support of my friends, family and tutor have made me much more confident in my application journey. I am more than confident to apply for the position of practice manager and will take the experience of any potential interviews with good and bad feedback as a learning curve on how to better myself should I get a few knock backs. By using SWOT and realising there is room for improvement after becoming complacent in my current role, I am able to work on things I forgot were important and have helped craft my CV. I feel as though I have a lot to offer a dental practice and have the experience and now confidence to do so. 


[bookmark: _Toc53314837]3.3 Evaluation

I do believe by doing my research and using my personal development plan, it has built my confidence to a level in which I am confident enough to apply for my dream job. Prior to doing my research and before starting this assignment even, I would never have thought to apply for a higher position as I would doubt my abilities to do the job. I am now confident to apply for said position and even have a clear image of questions I would like to ask in any interviews I may be invited too which I feel would go in my favour. 

[bookmark: _Toc53314838]3.4 Analysis

By researching further into the job role, I knew I wanted to stay in the dental field as nursing is something that is familiar, and I know I am good at. I knew I wanted to go further in my career at some point but never took the plunge to go further so I am quite proud that I’ve made the move to apply for the position. By looking on the NHS website and the job roles for applications on Indeed website, it has given me more motivation to apply for positions as I can do all the things they require, it has given me a boost in confidence that I did not have before. This assignment and the research involved has made me realise that I do have a lot of strengths along with the weaknesses I can work on and will look forward to doing so in the future.



[bookmark: _Toc53314839]3.5 Conclusion

In conclusion, I have gained more confidence to apply for my dream job than I could have imagined at the start of this assignment. I have had great support from my tutor with regards to feedback and amendments I needed to carry out along with my friends and family with regards to childcare. 




[bookmark: _Toc53314840]3.6 Action Plan

In the future, I would use my action plan as a means of development to apply for higher roles. I will always refer to my SWOT to help me better myself and identify my weaknesses to work on. I will also use it to remember my strengths and how far I have come already. 
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Appendix A  
 
 
	NHS SHORT APPLICATION FORM

Please fill in the application form below. Do not type/write using only capital letters and please remember to check it carefully, as once the form has been submitted it cannot be changed. If you wish to apply on-line you can do so at www.jobs.nhs.uk. Please note that questions marked with an asterisk * are mandatory and therefore must be answered.
		For Office Use Only
Online Reference Number:







APPLICATION FOR EMPLOYMENT WITH                 

Your Organisation Name here


APPLICATION FOR EMPLOYMENT / VOLUNTEERING 
Details entered in this part of the form will be held by the recruiting employer. Access to this information will be withheld from the shortlisting panel.  Please do not type/write using only capital letters, as this could lead to your application being automatically rejected. Please use the appropriate mixture of capital and lowercase letters in standard written text.

	Job reference number
	1208320

	Job title
	Practice Manager

	Department
	Dental



Personal details

	Title
	Miss

	*Surname/Family name
	Price


	*First name
	Alison 

	Middle name
	Louise

	Name in which you are registered with a professional body (if applicable)
	Alison Louise Price


	UK national insurance number
	JP 16 37 14 C

	Address
	
118 Robert Street
Manselton
Swansea


	*Postcode/Zip code
	SA5 9NA

	*Country
	Wales

	Home telephone number
	
07468491752

	Mobile telephone number
(only if UK registered)
	07468491752


	NHS Jobs can send text messages to UK registered mobile for key activities associated with applications.
Tick this box if you wish to receive updates by text message?
	YES   

	Work telephone number
	

	Preferred telephone number
	Home

	Your email address
	Alysonprice23@hotmail.com

	*Are you a United Kingdom (UK), European Community (EC) or European Economic Area (EEA) National?

	YES

	If you have answered ‘No’ above, you must answer these questions: 

	Please select the category that relates to your current immigration status.  This status will be subject to checking before interview.	


	· Highly Skilled Migrant Programme/Tier 1	 Post Graduate Doctors and Dentists
· Indefinite Leave to remain/enter	 Tier 5 Temporary Workers
· Work Permit/Tier 2	 
· Dependant / Spouse visa
· Working Holiday Visa/Tier 5 Youth Mobility	
· Clinical attachment visa
· Refugee	
· Tier 4 student                              	 Other, please specify below
· Visitor	
							-----------------------------------------------------------

	Please supply details of any visa currently held:

	
Visa number:
Start date: (DD/MM/YY)
Expiry date: (DD/MM/YY)
Details of any restriction:


	Does your visa have a condition restricting employment or occupation in the UK?

	 Yes           No











 APPLICATION FOR EMPLOYMENT/VOLUNTEERING 

Details entered in this part of the form will be held by the recruiting employer and will be made available to the short-listing panel.

	Job reference number
	120320
	Online reference number
	23230892

	Job Title
	Practice Manager

	Department
	Dental




Education & Professional Qualifications

	Please provide all relevant training and qualifications, also indicate subjects currently being studied and expected year of qualification. All qualifications disclosed will be subject to a satisfactory check.

	I am currently working as a senior dental nurse where I have acquired 10 years’ experience in the dental field. I am currently studying towards a skills degree in higher education which in turn will help me towards my desired goal of becoming a practice manager.
I am a friendly, approachable, reliable individual and will go the extra mile to help or share my expertise wherever I can. I am fully trained to apply fluoride and have acquired the skill to see my own patients increasing my responsibility in my current role.
As an experienced dental nurse, I have used my knowledge and familiarity of situations to help others and to make patients feel as ease. My warm personality has a way of connecting with people and I have a passion in which to get jobs completed. 
I feel I would be a great asset as a team leader as I have already acquired the skills in which to lead a team fairly and always know the importance of my responsibilities.  








Employment History

Please record below the details of your full employment history beginning with your current or most recent first. If required, please provide additional information regarding your employment history within the 'Supporting Information' section.

	Have you ever worked for the NHS?
	 YES

	
Employer name
(Current/most recent employer)	
	
Crescent Dental Care

	 Employer address

	24 Uplands Crescent
Uplands 
Swansea
SA2 0PB


	 Your job title
	Senior Dental Nurse

	 Start date  (MM/YYYY)
	07/2010
	 End date (MM/YYYY)
	

	 Reason for leaving (if applicable) 

	Current job





		Description of your duties and responsibilities 

	My duties include:
Assisting the dentist, training new nurses, reception duties, administrative duties, and continuous care towards patients.
I am fully fluoride application trained and have the extra responsibility of seeing patients one to one to apply fluoride to teeth sporadically. I also have my own indemnity with extended duties added on. 
I have a very good understanding of dental software and can find my way around with ease. As my role as a dental nurse includes some reception work, I am used to working with computers and can handle patients queries with ease.  I am entrusted to complete the end of day earning reports and have taught new members of staff to do this. I am confident to submit units of dental activity claims and email confirmation of appointments to patients. 










Please add additional employers/information on a separate sheet.



References

Fields marked with an asterisk (*) are mandatory
Please provide the names and full contact details of your referees.
· References must cover a 3 year period of continuous employment, training or education. Your referees will need to confirm this. They may need to comment on your skills, personal qualities and suitability for the post.
· Your referee could be an HR department, line manager or someone in a position of responsibility.
· You must provide an email address for each referee. This may require you to contact your referee to confirm this prior to submitting your application, as this is a mandatory field.
· If you are a student or trainee this should include a teacher/tutor at your school/college or university.
· If you have not been in employment or education for the last 3 years, you may need to supply a character reference or a personal statement. A character reference must not be from a relative or someone who has a financial arrangement with you.
· Emails for employers must be a valid work email address and not the referee’s personal email address unless the email being provided is covering a gap in work history or the employer no longer exists and the referee being used is a personal/character referee.
· All reference requests will be verified by the recruiting employer.
Referees may be approached before interview, unless you state otherwise below.

Referee 1

	* Type of reference
	
Current Employer

	Title
	Ms

	*Surname/Family name
	Williams
	* First Name
	Isobel

	*Relationship
	Practice manager

	Employer name
	Crescent Dental Care

	Referee job title
	Practice manager

	*Address
	24 Uplands Crescent 
Uplands 
Swansea

	*Post Code/Zip Code
	SA2 0PB

	Telephone
	01792 472248
	*Country
	Wales

	*Referee email address
	Crescentdentalcare@gmail.com
	Fax
	

	Period this reference covers
	From:  (10/2020)       To:  (10/2021)

	*Can the referee be contacted prior to interview?
	YES




Referee 2  

	Type of reference
	School/College/University/Higher Education                               

	Title
	Mrs

	*Surname/Family name
	Wilson
	* First name
	Emma

	*Relationship
	College Tutor

	Employer name
	Gower College Swansea

	Referee job title
	Tutor

	*Address
	Gower College Swansea
Tycoch
Swansea

	*Post Code/Zip Code
	SA2 0QQ

	Telephone
	01792 579767
	*Country
	Wales

	*Referee email address
	Emmawillis@gmail.co.uk
	Fax
	

	Period this reference covers
	From:  (10/2020)       To:  (10/2021)

	*Can the referee be contacted prior to interview?
	YES




	If you have applied to us within the last 3 months, are you happy for us to use the references from your earlier application?
	 YES



If necessary please add additional referee information on a separate sheet.

Supporting Information

In this section please give your reasons for applying for this post and additional information which demonstrates that you have read the published specification and how you meet the essential and (where relevant) desirable criteria for this particular position.     This can include relevant skills, knowledge, experience, voluntary activities, training etc.

If relevant to the post to which you are applying, you should include details about research experience, publications or poster presentations, clinical care (knowledge and skills) and clinical audit.

	* Supporting information (Please continue on additional sheets if necessary).

	During my studies in higher education, I have been working towards the acquired skills in which to apply for this position. I have 10 years’ experience in the dental field as a senior dental nurse and have trained many successful dental nurses. I am confident I am ready to apply my knowledge towards an extended role as a practice manager and would thrive on the opportunity to join your team.

I am very good at dealing with people and have defused several heated scenarios with a positive outcome for both staff and patients. An example of this would be the time a patient called up rather unhappy about treatment they had received. 
While I was sympathetic towards the case, I had to get to the bottom of the problem by compromising a sufficient outcome. My patient was very unhappy with a recent denture fitting and was really struggling to come to terms with it. I decided I would access the patients notes and see what other options had been discussed prior to the completion of the denture. 
I discussed these again with the patient who has since completed alternative treatment and is very happy. I was able to deal with this efficiently by booking further appointments, whilst being calm and empathetic towards my patient ending with a positive outcome. 

I would very much appreciate the opportunity to accept an interview with yourself, to prove I would be worthy of this position and to chat with you in depth of likely relatable situations which I have overcome in hope you feel I would benefit your establishment. 
The reason in which I have completed my current degree, is that I have a passion for leaning and enjoy educating myself as much as I can and will continue should I need the extra qualifications to go further. 





Additional Personal Information

		Preferred Employment Type
	Full time   




Declaration

The information in this form is true and complete.  I agree that any deliberate omission, falsification or misrepresentation in the application form will be grounds for rejecting this application or subsequent dismissal if employed by the organisation.  Where applicable, I consent that the organisation can seek clarification regarding professional registration details.

	I agree to the above declaration

	Signature
	A.L.Price

	Name
	Alison Louise Price
	Date
	05/11/2020



















	Where did you :see this vacancy advertised?

	· NHS website 
 Google
 Search engine
 Facebook
 Twitter
 Find a Job
 Linkedin
 Careers fairs
 Other website
 National newspaper
	 Local newspaper
 British Medical Journal
 British Dental Journal
 Health Service Journal
 College of Occupational Therapists
 Community Care
  Health Service Journal
	 Doctor
 Therapy Weekly
 Nursing Times
 GP
 Hospital Doctor
 Pharmaceutical Journal
 Podiatry Now
 RCN
 Physiobob
	 Nursing Standard
 Other Professional Journal
 Civil Service Jobs
 Civil Service Jobs – job alert email
 Jobs Go Public

 Radio advertising
 Other












MONITORING INFORMATION

This section of the application form will be detached from your application and will not be used as part of the selection process nor will it be seen by anybody who is interviewing you.  

NHS organisations recognise the benefits of a diverse workforce which reflects the wider population and welcome applications from all sections of the community. Also, under the Equality Act (2010), all NHS organisations must demonstrate that their recruitment processes are fair and that they are not discriminating against or disadvantaging anyone because of their age, disability, gender reassignment status, marriage or civil partnership status, pregnancy or maternity, race, religion or belief, sex or sexual orientation. We need to ask applicants some questions   to make sure that no one is being unfairly discriminated against or disadvantaged.

The information collected is only used for anonymised monitoring purposes to help the organisation look at the profile of individuals who apply, are shortlisted for and appointed to each vacancy. In this way, they can check that they are complying with the Equality Act (2010).   

As well as for monitoring, your date of birth will be used for administration purposes including pre-employment checks and creation of your personal record if you are appointed.

Equality Act 2010
The Equality Act 2010 protects people against discrimination on the grounds of 

· their age and sex;
· their race which includes colour, nationality, ethnic or national origin;
· their religion or belief, including a lack of any belief;
· their sexual orientation, be it bisexual, gay, heterosexual and lesbian

The Equality Act 2010 also protects people who are married or in a civil partnership.



	*	Please state your date of birth
	23/08/1992

	*     Please indicate your gender
	  Male	             
· Female             
  I do not wish to disclose this    




Equality Act 2010
The Equality Act 2010 protects people who are married or in a civil partnership.
	*	 Please indicate the option which best describes your marital status

	 Married
· Single
 Civil partnership
 Legally separated

	 Divorced
 Widowed
 I do not wish to disclose this






Equality Act 2010
The Equality Act 2010 protects bisexual, gay, heterosexual and lesbian people from discrimination on the grounds of their sexual orientation.
	*	 Which of the following options best describes how you think of yourself?

	· Heterosexual or Straight
 Gay or Lesbian
 Bisexual
	
 Other sexual orientation not listed
 Undecided
 Not stated (person asked but declined to provide a response)





Equality Act 2010
The Equality Act 2010 protects people against discrimination on the grounds of their race which includes colour, nationality, ethnic or national origin.

	*	 Please indicate your ethnic origin

	
Asian or Asian British
 Bangladeshi                        
 Indian
 Pakistani
 Any other Asian background

Black or Black British
 African
 Caribbean
 Any other Black background
	
Mixed
 White & Asian
 White & Black African
 White & Black Caribbean
 Any other mixed background

White
· British 
 Irish
 Any other White background
	
Other Ethnic Group
 Chinese
 Any other ethnic group


 I do not wish to disclose this
    







Equality Act 2010
The Equality Act 2010 protects people against discrimination on the grounds of their religion or belief, including a lack of any belief.

	*	 Please indicate your religion or belief

	 Atheism
 Buddhism                         
· Christianity                       
 Hinduism
	 Islam
 Jainism
 Judaism
 Sikhism
	 Other 
 I do not wish to disclose this





Equality Act 2010

Under the Equality Act 2010 the definition of disability is if you have a physical or mental impairment that has a ‘substantial’ and ‘long-term’ adverse effect on your ability to carry out normal day to day activities.

Further information regarding the definition of disability can be found here: https://www.gov.uk/definition-of-disability-under-equality-act-2010

Reasonable adjustments will be made available should you be invited to interview.

	* According to the definition of disability do you consider yourself to have a disability?
	· No
 I do not wish to disclose this information





	Please identify the category which applies to you or other type of disability. People may experience more than one type of impairment, in which case you may indicate more than one. If none of the categories apply, please mark 'Other'.

	 Physical impairment	  Learning disability/difficulty                                   
 Sensory impairment	  Long-standing illness                                   
 Mental health condition	  Other                                   

	If you have a disability, do you wish to be considered under the Guaranteed Interview Scheme if you meet the minimum criteria as specified in the person specification?

	 Yes	 No



Relationships

	 If you are related to a director, or have a relationship with a director or employee of an appointing organisation, please state the relationship:

	



Safeguarding

This section of the application form will only be viewed by those who need to see it as part of the recruitment process. Any information disclosed will be treated strictly confidential.

Rehabilitation of Offenders Act 1974

The Rehabilitation of Offenders Act 1974 helps rehabilitated ex-offenders back into work by allowing them not to declare criminal convictions after the rehabilitation period has elapsed and the convictions become 'spent'. During the rehabilitation period, convictions are referred to as 'unspent' convictions and must be declared to employers.

The organisation aims to promote equality of opportunity and is committed to treating all applicants equally and fairly based on their skills, experience and ability to fulfil the duties of the role being applied for.

Suitable applicants will not be refused positions because of criminal record information of other information declared, where it has no bearing on the role (for which you are applying) and no risks have been identified against the duties you would be expected to perform as part of that role.

During the rehabilitation period you are required to declare current 'unspent' criminal convictions or cautions (including reprimands and final warnings).

You are not legally required to provide any information about criminal offences that have become spent. Certain criminal offences can be regarded as spent after a specified rehabilitation period as outlined by the Rehabilitation of Offenders Act 1974.

Answering 'yes' to the question below will not necessarily bar you from appointment. This will depend on the information you provide and the position you are applying for.


	* Do you have any UNSPENT convictions as outlined in the Rehabilitation of Offenders Act 1974?

This includes any unspent convictions that may have been issued in any other country, where it would be an equivalent offence in England and Wales.

It also includes all unspent convictions or Summary Hearings that have been issued under military law while serving in the Armed Forces in the UK or any other country, where it would be an equivalent offence in England and Wales.

You are not required to disclose any information in relation to convictions that have become SPENT. In these circumstances you should select NO to this question.

Please refer to further information in the ‘Application form Help - criminal background’ section before completing this question. *

	 Yes		
·  No 

	
If you have answered YES, you now have two options on how to disclose this information. * 
 I want to disclose the information now
 I want to disclose the information separately

	

If you have selected ‘I want to disclose the information now’ please provide details of the conviction or Summary Hearing including the date and sentence administered in the space below. *


	







	 
If you have selected ‘I want to disclose the information separately’ you can disclose your record separately together with any statement detailing your unspent conviction or Summary Hearing. 

A member of the recruitment team will contact you and advise what steps you need to take to submit your details separately.

	*Do you have any UNSPENT cautions, reprimands or final warnings as outlined in the Rehabilitation of Offenders Act 1974?

This includes any unspent cautions, reprimands or final warnings that may have been issued in any other country, where it would be an equivalent offence in England and Wales.

It also includes all unspent cautions that have been issued under military law while serving in the Armed Forces in the UK or any other country, where it would be an equivalent offence in England and Wales.

You are not required to disclose any information in relation to cautions, reprimands or final warnings that have become SPENT. In these circumstances you should select NO to this question.

Please refer to further information in the 'Application form Help - criminal background' section before completing this question. *

	 Yes		
·  No

	
If you have answered YES, you now have two options on how to disclose this information. * 
 I want to disclose the information now
 I want to disclose the information separately


	
If you have selected ‘I want to disclose the information now’ please provide details of the cautions, reprimands or final warnings including the date and sentence administered in the space below*

	











	If you have selected ‘I want to disclose the information separately’ you can disclose your record separately together with any statement detailing your unspent conviction or Summary Hearing. 

A member of the recruitment team will contact you and advise what steps you need to take to submit your details separately.




 
 
 
Appendix B 
 
                                                                  Alison Price: CV
                         118 Robert Street, Manselton, Swansea SA5 9NA Alysonprice23@hotmail.com
                                                                    07468491752
Personal Statement
Currently working as a senior dental nurse with 10 years’ experience in the dental field. I am also studying for a BA (Hons) in Leadership and Management which in turn will help me towards the goal of becoming a practice manager.
As a friendly, approachable, reliable person, I will always go the extra mile to help others and to share my expertise wherever I can. I am fully trained and skilled in applying fluoride and to see my own patients, thus increasing my responsibility in my current role.
As an experienced dental nurse, I have used my knowledge and familiarity of situations to make patients feel at ease. My warm personality has a way of connecting with people and I have a passion to get jobs completed efficiently and in a timely manner
I feel I would be a great asset as a Practice Manager and Team Leader, as I have already acquired the skills required to lead a team with fairness and equity and I know the importance of taking on responsibilities conscientiously.
Skills
Admin
I have a very good understanding of dental software and as my role as a dental nurse includes some reception work, I am used to working with computers and can handle patients’ queries with ease. I am entrusted to complete the end of day earning reports and have taught new members of staff to do this. I have the ability to submit units of dental activity claims and email confirmation of appointments to patients.
Patient relationship management
I feel I have built up an excellent relationship with regular patients and made new patients feel at ease. I will always help with any issues and try to come to a solution that both parties are happy with. Patient care will always come first and jobs are carried out professionally with a friendly approach.
Courses
I am up to date with my current CPD cycle and have completed several courses that will benefit my understanding of how a practice is run efficiently. I am fully trained to apply
fluoride and have acquired the skill to see my own patients, increasing my responsibility in my current role. I have over 75 hours of CPD through my five-year cycle and will continue to attend courses should they fit my need to extend my learning.
Office package
I am fully competent in the Microsoft office package and am familiar with all programmes including Word, Excel, PowerPoint and Outlook.
Employment
Job 1
Gowerton Dental – Trainee Dental Nurse
Main duties: Shadowing trained dental nurse, assisting dentist, reception duties
Job 2
Crescent Dental – Senior Dental Nurse
Main duties: Training new dental nurses, assisting dentist, reception duties, applying fluoride to teeth in weekly clinic.
Education
BA (Hons) Leadership and Management Skills in the Workplace (current study) Certificate in Higher Education Skills for the Workplace Level 4 (Distinction)
NVQ Level 3 Dental Nursing
HND Fluoride application BDA approved
NVQ Level 3 in Travel and Tourism Management
Welsh Baccalaureate
10 x GCSEs including English, Maths and Welsh
References
References available on request
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118 Robert Street
Manselton
Swansea
SA5 9NA
November 5th, 2020
I S Williams
Parkway Dental Spa
Sa1 Waterfront
Swansea
SA1 8QY

Dear Mrs Williams,
I am writing to you regarding the opening for a practice manager that is displayed on your website.
During my higher education studies, I have been working towards acquiring the skills required for this position. I have a passion for learning and am keen to continue my education, gaining additional professional qualifications in the dental field
I also have 10 years’ experience as a senior dental nurse and have trained many successful dental nurses. I am therefore confident that I am ready to apply my knowledge towards an extended role as a practice manager and would thrive on the opportunity to join your team.
I am very good at dealing with people and have defused several heated scenarios with a positive outcome for both staff and patients. An example of this would be the time a patient called up rather unhappy about treatment they had received. Whilst I was sympathetic towards the case, I had to get to the bottom of the problem by facilitating a satisfactory outcome for everyone. My patient was very unhappy with a recent denture fitting and was really struggling to come to terms with it. I decided I would access the patient’s notes and see what other options had been discussed prior to the completion of the denture.
I discussed these again with the patient who has since completed alternative treatment and is very happy. I was able to deal with this efficiently by booking further appointments, whilst being calm and empathetic towards my patient, ending with a positive outcome.
I would very much appreciate the opportunity to come to interview to discuss my suitability for the post and to explore the possibility of me being a ”good fit” for your practice.
Please find my CV attached
Yours sincerely,
Alison Price
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