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[bookmark: _Toc530761664]Introduction

This assignment I will explore different learning styles, personal development plans, supporting mechanisms for myself and a colleague. Understanding how putting into practice within my work place and home life will help me with career development and time management. I will also be looking at the recruitment process and how efficient, effective and fair it is. What impact it makes on the employee and employer.
1.1 [bookmark: _Toc530761665]Identify my own learning style(s) and the learning style(s) of a colleague

I completed 3 learning style questionnaires to help me identify my own learning style and I asked a colleague to complete 2. Completing 3 different learning style questionnaires by 3 different authors enabled me to understand different outcomes and different ways of testing learning styles.  Identifying your learning style and your colleagues learning styles is very important to the team and enables me to understand the strengths and weaknesses within the team. It helps identify who is compatible to the correct task, for example if a person is an activist, hands-on training would suit this person better. Understanding learning styles helps the process of organising appropriate training and this can be identified during supervision, meetings and appraisals.  Organising training correctly helps myself and my colleagues to plan within an achievable timescale enabling me to complete the training and gain a certificate and a qualification.

The 1st is VAK Learning Style Self-Assessment Questionnaire: -

· VAK Learning Styles self-assessment questionnaire consist of 30 multi choice statements, the outcome of my answers are B’s and my result is Auditory learning style.  I read the statements written and the learning preference for an auditory learner is listening to others and be able to transfer skills by listening to instructions. I agree with this result because to complete my role with in my work place I listen, take instruction and understand colleagues and clients via written and verbal communication. 

The 2nd is Honey and Mumford: Learning Styles Questionnaire P. Honey, A. Mumford - 1992:- 

· Honey and Mumford: learning styles questionnaire consists of statements, if you agree more than disagreeing with the statement you put a tick if you disagree more than agreeing put a n X in the box. Once completed I added up the scores using the scoring system, my answer was 19 = Reflector. The results are highlighted in 3 tabular tables, and included strengths, preferences, concerns, preferred way of learning and disadvantages. To understand my learning style to support me in achieving my career opportunities, I read all 3 tables and took into account what applied to me. I agree with the learning style I learn by listening and share ideas with others, researching, reviewing, thinking before doing, observing and group work. I can work on the disadvantages and turn them into strengths which will open opportunities and I will have a wider understanding on the type of training that will benefit me. 




The 3rd is Learning Styles (Dantec) – Cathy Dantec

· The Dantec learning style questionnaire consists of 9 multi choice statements, each question has four statements (a, b, c, d), reading the statements carefully and deciding how they refer to me. I gave marks to each statement (1 -4), using the scale provided by Dantec. Giving 4 marks to the best statement to suit you working your way through to 1 being the least statement to describe you. Once completed I cross referenced with the summary and added up my scores. I plotted my scores into 4 axes to produce my own personal kite by joining the 4 scores up. This gave me the evaluation of my learning style RO – Reflective observation, Type 1, Feeling, the reflective leaner. My style of learning explained in the Dantec questionnaire is by listening, getting involved and sharing ideas. Preferred strategies are being organised, allowing time, self-managing and group work. I us all these during my day at work and in my personal life. 

I asked my colleague RH to complete the VAX and Dantec learning style questionnaire. RH’s results are a Kinaesthetic (VAX) and the dynamic learner (DANTEC). After discussing RH’s results, we both agreed these learning styles suited her well. RH’s role within the company is marketing and collecting data, RH is hands on and very practical. Knowing RH’s learning style enables her to complete training in a practical manner within an achievable timescale to gain a certificate. 
[bookmark: _Toc530761666]1.2   	A simple technique for identifying own development needs and the development needs of another member of the team 

Using a conversion strategy to evaluate mine and a colleague’s strengths and weaknesses, for example a SWOT analysis is a planning technique and can be used to identify your strengths, weaknesses, opportunities and threats. Understanding your strengths and weaknesses can help you convert them into opportunities and minimise/manage threats with forward planning.
My colleague RH and I completed a SWOT analysis and from this was able to identify our strengths and weaknesses for example I have a lack of qualification and would like to progress and turn this weakness into an opportunity to open career opportunities. During supervision I discussed with my line manager and we devised a plan, with the support of my line manager I enrolled on a university course to improve my qualifications, and ensured it was within an achievable timescale.  





My SWOT Analysis 
	Strengths
Time keeping
IT Skills
Problem solving 
Observing
Understanding 
Creative
Works well in a team
Focused 

	Weakness
Public speaking
Confidence 
Lack of qualifications
Emotional involved 
Not speaking up
Handwriting
Maths 

	Opportunities
Completing a degree 
Networking 
New / updated technology
Managing my own team
Completing a business plan

	Threats
Brexit
Government funding 
Personal life
Financial pressure



RH’s SWOT Analysis
	Strengths 
People person
Confident
Strong public speaker
Organised 
IT Skills 
Positive 
Works well in a team
	Weakness
Time keeping
No empathy
Tunnel vision
High expectations of others
No driving licence

	Opportunities 
Gaining a Masters degree
Networking 
Managing international business
	Threats
Brexit
Not being able to drive
Political scene / financial pressure 


[bookmark: _Toc530761667]1.3	Identifying potential learning barriers
Barriers in learning happens to everyone and some can be obvious, some are not so obvious. There are different types of barriers and identifying your learning barriers can help you overcome, improve your own self-awareness and manage your time.
Different types of learning barriers are external and internal, both consist of different aspects within your life. This cannot be helped and sometimes you are not aware they are a barrier. 
External barriers – 
· Family – Arranging child care (husband) for my child to attend class. Making sure I have support if my child becomes unwell and I need to make alternative arrangements, contacting my mother to look after my child until my husband gets home from work.  
· Depending on others, this includes family – husband, parents, in laws, siblings, friends, colleagues, lecturers and peers.
· Travelling – car breaks down unable to get to work or class. Relaying on public transport, which is not always on time and can cause stress and lateness. 
· Financial pressures – Stress of not paying bills on time, can I afford to finance a university course.
· Work / Life commitments – working late, caseload, causing stress and not being able to attend class on time, holidays, managing studying and home life.
· Language/accents – not understanding people, can lead to misunderstanding and being understood.
Internal barriers – 
· Skill and knowledge level – qualification level stopping you from progress in your career. 
· Behavioural and attitude – not believing in yourself, holding back and lack of confidence. 
· Additional learning needs – not having the correct support to support your needs.
· Perceived appearance – how you see yourself and how you feel/think others see you.










[bookmark: _Toc530761668]1.4	Overcoming learning barriers
 
There are many ways to overcome learning barriers, but after studying about barriers I realised some barriers cannot be helped for example: -

Overcoming External barriers

· My child is unwell, and my husband is not going to be home from work in time. I have support from family to overcome this barrier and I can depend on my family (mother) to look after my child until my husband gets home from work.

· During supervision I discussed with my line manager the possibility of enrolling on a course to develop my qualifications, to help me progress in my career. My manager informed me of a University course, that I would be able to attend and continue with employment. This will help financial pressure and work around my family because the classes are held in the evening and every 3rd weekend either a Saturday or Sunday. My manager wrote in my supervision and agreed to support my needs once enrolled on the course and confirmed dates. I am now able to leave work an hour early to collect and organise my children’s child care and get to class on time. 

Overcoming Internal barriers

· Enrolling on a University course, completing and gaining a qualification or a degree will develop my skill level and knowledge, to progress my career. Overcoming this barrier can help me overcome other barriers, such as financial pressures - promotion increases income. 

· Understanding your support for additional learning, the University has student support facility this includes all types of support including online tutorials, testing for additional learning and guidance for student finance. 










[bookmark: _Toc530761669]1.5 Analyse learning /development options for yourself and another

Analysing mine and a colleague’s learning and development needs through gathering information from a SWOT analyse. This can be completed during supervision, appraisal, case reviews and feedback from my line manager. Developing your weaknesses and turning it into a strength, opens opportunities and give you transferrable skills and opens career opportunities.
A personal weakness for myself is public speaking, my line manager has discussed this with me during supervision and we have both agreed this holds me back in my job role. For me to be able to be an effective manager is to develop my skills to speak publicly and present presentations during meetings comfortable. 
A lack of qualification, enrolling on a university course and completing an ILM Level 4 Certificate in Higher Education in Skills for the Workplace will enable me to improve my skills and be an effective manager.
RH has not got a driving licence and stated in her job description, RH needs to be able to travel to promote the company. RH relays on colleagues and public transport to travel to places, this takes a lot of organising and time out of her day. If RH passes her driving test she will be able to fulfil he job role and develop herself and improve her timekeeping.

[bookmark: _Toc530761670] 1.6 Identify a support mechanism for developing yourself and others 

Support mechanism to help you develop yourself can be family, colleagues, peers and techniques. 
Family – my husband supports me and motivates me at home, if I feel I am unable to complete my course. I discuss it with my husband and he will suggest ideas to help me keep calm for example meditation, run a hot bath for me to relax, cook food for the children, housework this takes the pressure from me and helps me to relax and refocus on my studies.
Using the Stephen Covey’s Matrix – Time Management, this enables myself and others to understand and manage time. Using the table correctly can help me be efficient and effective with my time. The technique helps me in work and at home.
	
	Not Important
	Important

	Urgent
	Delegating 
	Do it yourself and do it now 

	Not Urgent 
	Delete it
	Plan for it.



For example, I use the Stephen Covey matrix to organise my caseload, referrals come into the office, I delegate the non-urgent referrals and complete the urgent referrals myself. I complete the pre-booked visit’s because these are important to me, the administration is not urgent so can be filed and wait until the end of the week.

I have Identify RH’s will need support from a driving instructor, colleagues, family and line manager to achieve gaining her driving licence. This will include flexible working to finish early for driving lessons, family support to motivate RH and encourage her to believe in herself. Collages to support her for the studying for her theory test. 

The GO M.A.D – making a difference Gilbert, A. and Chackrovorty, I., (2001),” Go MAD about Coaching”. Go Mad books is a framework that helps you plan and understand how to support yourself and others. What difference do you want to make in your career, reasons Why you want to make a difference, defining your goal using a SMART Objective, believing in yourself, commitments, involving others and taking personal responsibilities.  



























[bookmark: _Toc530761671]1.7 Prepare a development plan for me and a colleague

A personal development plan is used during supervision and yearly appraisals, discussions and managing / planning performance KPI’s, goals, short, medium- and long-term objectives. This helps to update/improve your knowledge and skills, also highlights your needs and patterns. Using a SMART Objective will help you plan because your making it Specific to you, Measurable, Achievable, Realistic and Timely. 

My Personal Development Plan

	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 and review?

	ILM Level 4 Certificate of Higher Education Skills for the Work Place  
	Attend class and complete assignments on time.
	Computers, teachers, peers, family, online library, books and colleagues. 
	Graduating and gaining a qualification 
	1 year completed and review progress every 3 months.

	Safeguarding Vulnerable Adults  Level 2  
	Attend and complete course
	Presentation, discussion, case studies, colleagues and teacher delivering course.
	Gaining certificate
	1 day course 

	Trusted Assessors Level 2
	Attend and complete course. 
	Presentation, discussion, workbook, peers and teachers delivering course. 
	Gaining certificate 
	2 day course

	Public Speaking 
	Improve speaking and confidence. Role playing, delivering small presentations. 
	Colleagues, online tutorials, projectors, computers and family. 
	Delivering a successful presentation
	Ongoing



	[bookmark: _Hlk530688239]Short Term Goals (next 12 months)

	Achieving an ILM Level 4 Certificate in Higher Education Skills for the Work Place qualification 

	Medium Term Goals (2-3 years)

	Achieving a BA Leadership and Management Skills for the Workplace degree

	Long Term Goals (5 years)

	Manging / leading my own team successfully.



RH’s Personal Development Plan 

	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 and review?

	Public Relations Masters Degree
	Apply to a University
	Computers, teachers, peers, family, online library, books and colleagues. 
	Graduating and gaining a degree
	2 years full time / 5 years part time completed, review every 3 months.

	Microsoft Excel   
	Attend and complete course
	Presentation, discussion, case studies, colleagues and teacher delivering course.
	Gaining certificate
	1 day course 

	Gaining driving licence 
	Driving lessons and passing theory test.
	Driving instructor, car, books, online testing, family, manager and colleagues.  
	Gaining a driving licence. 
	1 year 

	Time Keeping
	Manging my time effectively.  
	Keeping a diary to organise meetings and deadlines. 
	Attending meetings and meeting deadlines on time.
	Ongoing 

	Short Term Goals (next 12 months)

	Gaining my driving licence 


	Medium Term Goals (2-3 years)

	Achieving a Masters degree in Public Relations 


	Long Term Goals (5 years)

	Manging / leading my own international company.









[bookmark: _Toc530761672]1.8 Method to monitor the development of yourself and another

To monitor a personal development plan successfully you can use meetings, supervision, appraisals and a detailed learning log.
For example, a detailed learning log can help you record and reflective on what you learnt and how you felt whilst learning. When monitoring or updating your personal development plan you can review your learning/monitoring log. This method can be used for myself and colleagues. 
For example, a detailed learning/monitoring log will include the following
	Training Course undertaken – Professional Career Development BMSK 4005

	What Happened?

	What did I do?
I introduced myself, got to know my lecturer and peers. I listened and took notes about what was expected of me and what is expected of the university. How the course is going to be delivered, also what I was going to gain.

	How do I think/feel about this?
I felt nervous, excited and proud, I was accepted on a university course. My first thoughts were this is going to very hard and time consuming, but achievable. 

	How well or badly did it go?
I thought it went very well, even though I was very nervous I realised my peers were also nervous and this helped me to relax and join in with discussions. I gave examples and supported my peers. I thought at times I was unable to complete the assignment, but with support from my family, colleagues, peers and lecturer I completed the assignment to the best of my own ability.


	My conclusions/reflections/lessons learnt

	What did I learn?
I learnt about different learning styles, understanding how learning styles can improve your skills. Developing yourself and others using different supporting mechanisms and monitoring PDP. Adapting your CV and understanding the recruitment process from an employee and employers’ point of view.

	What did I achieve?
I completed and submitted an assignment on time. 

	What did I learn about myself?
Believing in myself and knowing my family have belief I that I can achieve the course. 

	How does what I am doing lead me to becoming better at a skill?
Attendance is the key, this is my responsibility and to achieve a qualification and move onto a degree I must attend the classes. If I am unable to attend, it is my responsibility to contact and organise with my lecturer other options to complete the session.

	What will I do better/ different by using what I have learnt?

	What will I do now?
I will use the different techniques I have learnt within my job role and personal life.

	How will I do it better/differently next time?
I will use my time and organisation skills more effectively.


[bookmark: _Toc530761673]Conclusion 1

After study learning styles and understanding how my own learning style and others, I found it easier to structure my own training to progress my own career development, as a manager I will be able to understand and asses my colleagues learning styles. I am self-aware and able to use my personal development plan to my fully capacity. Researching and understanding resources as well as putting supporting mechanisms into place to help me develop.













[bookmark: _Toc530761674]2.1 Identifying and applying for a suitable job 

Using my personal development plan, I realised my long-term career goal is to manager and lead my own team, I also understand what I need to achieve to be a successful manager. This has helped me identify suitable job roles to apply for. 

Before I apply for a job, I would research the company to ensure it can offer me the career prospect I want, do I want to work for the company – read reviews, will it offer me job satisfaction and value for money. I would read the job specifications and cross reference with my skills to make sure I have transferable skills and qualifications needed to fulfil the job role. I found a suitable live job online, I read the job description and person specification before I downloaded and completed the application form see Appendix 1.

Attaching a covering letter in the body of an email but keeping it short and interesting and making me stand out as an individual. Completed cover letter see Appendix 2.

[bookmark: _Toc530761675]2.2 Understanding a job-focused CV

My CV has not been updated for 3 years, after discussing and researching the recruitment process I understand my CV is a live document and should be updated regularly. I have updated my CV with my present job role and studies – ILM Level 4. 
It is important to adapt my CV to the job I am applying for, this helps the employer know I have the correct skill set and experience. Making my CV standout be interesting and selling myself. 
My CV is a sales document and buys me an interview, it should be passive, avoid using long words or abbreviations, only when needed. My CV has clear headings, relevant education, training, career history and is no longer than 2 pages. Completed CV see Appendix 3.

[bookmark: _Toc530761676]2.3 Reflect on recruitment process

My last interview, I applied for 2 job roles and I was short listed for both jobs and invited to an interview. The process was very stressful from start to finish, I seen the job roles advertised on the company website and decided to apply. I read through the advertisement, but it wasn’t clear how to apply. I contacted the company via the telephone number stated on the main page, I explained I was unable to apply online and was unsure how to apply. The receptionist took my details – name and address, she explained a job pack will be posted and if I can complete and either post or personal deliver to the offices. 

The job pack took over a week to be delivered, I read through the person specification and job descriptions for both posts. I was able to cross reference my qualifications and experience to both posts. I decided to apply for both and it stated clearly on the application forms is to be handwritten with a black inked pen. The application form was tabular form and very boxed in and was 4 pages long. I did not have a lot of space to write and felt I could only bullet point to include vital information, so my application stood out. I hand delivered the application forms and took all the relevant paperwork stated in the application, the receptionist photocopied my paperwork and handed them back. It took the company 4 weeks to contact me and finalise interview dates. 

I prepared myself for the interview by researching the company, who they are, what they provide and how. Employers roles and who they are, I had previous dealing with their hospital team due to my pervious role. This helped me have a little insight and was able to ask / discuss questions with the hospital team. I wore the correct clothing, took the paperwork with me in a file to present if needed. During the interview I was met with a panel of 3, including the senior hospital caseworker who Id met with in the to discuss the job roles, I was unaware she would be on the panel. This helped me relax, because I knew id already built a working relationship with her and she had taken time out of her working day to go through the job roles with me, I was still very nervous. The panel were very welcoming, apart from the core senior caseworker, she did not have any expression and wasn’t very warm with her arms folded. The questions were set, 2 per panel member. I found this a fair interviewing process because everyone is asked the same questions. The panel made notes and at the end of the set questions asked me their own questions from my previous answers. The core senior caseworker asked me a question and I felt very embarrassed I did not understand. I took a deep breath and explained I did not know the answer because I did not understand the question. I asked her to explain the question me and I would answer the way I understood it. My reaction took her by surprise, but she began to warm to me unfolder her arms and commented, “that was very brave but honest, thank you”. When she explained the question, I understood and answered the question. I was unaware of the in-house computer system name and that is what throw me off. I felt the interview went well and it was fair process, but not efficient.

I received a phone call 2 days later, offering me the administration role but not caseworker. I received great feedback -Caseworker role I had the correct qualifications, but not enough experience. Another person had both, I was 2nd choice. I was very pleased with the feedback and realised my research had paid off.   I impressed the panel with my IT skills, I showed I can follow instruction and I am willing to learn. I feel asking the question to be explained to me showed the panel I can ask for assistance when needed. 

As an applicant I found the process to be time consuming, stressful and very difficult to apply for the role.

If I was an employer I would make the recruitment process as efficient and effect as possible, online application form with an option to contact for hard copy. Completing online applications increases financial profit, cuts out stationary costs, other alternative if acceptable to post would be covering letter and CV.  Shortlisting will be fair as only relevant information to the role would be inserted on the form or on the CV.  

Using the Kolb, D.A. and Fry, R. (1975) – Reflective Learning Cycle, I am experiencing the interview, review the experience, conclude from the experience and plan/learn from the experience.
I understand what I need to do different, how I can approach interviews different and improve my interview skills for the future.

[bookmark: _Toc530761677]Conclusion 2

Reflecting on the recruitment process has given me the understanding that recruitment should be efficient, effective and fair. An employer’s point of view, what I would do in a managerial position and reflective on my own interviews and how I would do it differently. The process of looking and finding a suitable job, using and presenting a covering letter, application form or CV correctly. I have updated my CV and have realised it is a live, selling document which I will use to benefit me when applying for jobs.
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CISWO – completed application form.
[bookmark: _Hlk530754675][image: Redlogo (transparent)]Application Form

	Position applied for:
	Senior Support Caseworker – Bridgend Area 

	Return completed form to:
	CISWO, HR Department, The old Rectory, Rectory Drive, Rotherham, South Yorkshire, S60 4JG



Personal details
	Surname:
	Pritchard

	Forenames:
	Nicola 

	Current address:
	103 Wood Green, Bridgend, CF31 4DY

	Daytime tel. no.
	07599 247615

	Evening tel. no.
	As above

	Email address:
	pritch8783@hotmail.com 



Employment history
	Job title:
	Employer:

	 Caseworker
	Bridgend County Care & Repair

	Dates employed:
	Salary and Benefits:

	October 2017 – To date
	£21,000

	Main duties and responsibilities:

	My role is currently is a caseworker assisting vulnerable persons over 65 years old and I am trained Trusted Assessor, this enables me to carry out home assessments to ensure the safety of a client, I can recommend aids to improve their daily living.  I assist with completing forms on behalf of the client consist of seeking funding for home improvements, grant enquires, financial assessments and maximising income. I manage new starters administration staff and caseworkers within my team, ensuring I use the shadowing method we both observe each other and understand the job role.  I undertake all administration duties including updating client files paper and on the in-house computer system. I work well within a team and liaise with team members and relevant persons involved within the care of a client verbally and written. I am responsible for organising my own online dairy, informing clients of appointments and colleagues by following procedures and policy’s.  

	[bookmark: _Hlk530754955]Previous posts (please start with the most recent):

	Job title:
	Employer:
	Dates (from-to):
	Duties:

	Occupational Therapist Technician
	ABMU – Princess of Wales Hospital
	Jan 2015 – June 2017
	Following patient care plans, visiting the patient on the ward and carrying out therapy, arranging home visits/follow up visits, completing reports and reporting back to persons involved in care. Keeping all patient records up to date. 




	Carer – Days
	 Oaklands Residential Home
	April 2004 – May 2015
	Following care plans, administrating medication prescribed by the pharmacy, assisting residents with personal hygiene, meals, appointments, reporting back to persons involved in the resident’s care, assisting the manager with paperwork such as 4 weekly rota’s, arranging interviews and completing online DBS checks for new starters.

















Education/training
	Secondary education:
	Qualifications/grade:

	Bryntirion Comprehensive School 
	Completed a standard comprehensive education.




	Further/higher education:
	Qualifications/grade:

	I am currently in the progress of completing ILM Level 4 Certificate in Higher Education Skills for the Workplace. 
	 

	Other relevant training, professional qualifications or work related skills:

	NVQ Level 2 & 3 Health and Social Care – Adults 
Trusted Assessor Training DLF 2 day course 
 

	Do you have membership of any professional bodies? (if so, please give details)

	 
 
 

	It is the Employer's policy to verify the qualifications of all successful job applicants.



	Supporting information
Please give any details you feel are relevant in support of your application, including why you are interested in this post. Use additional sheets if necessary.
During my working career I have worked in the health and caring industry. I worked as a carer for the elderly and enjoyed caring for the clients, ensuring their wellbeing was considered when planning care plans. I sat with the client and worked through a care plan getting to know what is important to them and planning to ensure this was considered.
I supported clients with a range of skills, listening, comforting, completing forms, making calls, whatever the client felt they needed support with. 
I have kept my IT skills up to date by regularly using a computer and software such as Microsoft Office. I enjoy learning new skills and take part on all in house and outside courses.
I am working towards a ILM level 4 to help me progress my leadership skills, I have newly gained experience managing my administration staff and I feel I am able to fulfil this role. The training I have received and putting the techniques and tools I am being taught throughout my ILM course has helped me achieve these skills. 


 
	Other details

	Are there any restrictions on your right to work in the UK?
	
	No

	If yes, please state restrictions and the expiry date of any permissions.

	 

	Do you have a full driving licence?
	Yes
	

	Do you have any current endorsements?
	
	No

	Do you have use of a car?
	Yes
	

	Where did you see the advertisement for the post? (Please give details)

	 Coal Industry Social Welfare Organisation 



	Disabilities

	Do you require any special arrangements to be made for your interview/assessment test on account of a disability?
	
	No

	If "yes", please give brief details of the effects of your disability on your day-to-day activities, and any other information that you feel would help us to accommodate your needs during any interview or assessment you may be invited for and thus meet our obligations under the Equality Act 2010:
 
 





 








Criminal Convictions/Disqualifications
	Due to the nature of the work for which you are applying, this post is exempt from the provisions of Section 4 (2) of the Rehabilitation of Offenders Order 1975.  Applicants are therefore not entitled to withhold information about convictions which for other purposes are spent under the provisions of the Act.  In the event of employment, any failure to disclose such convictions could result in dismissal.  Any information given will be strictly confidential and will only be considered in relation to an application for positions to which the order applies.

1.	Have you ever been convicted of a criminal offence?	
		No

3.	If the answer to the above is ‘Yes’, please provide details below:







References
Please give the details of two referees, stating how long you have known them. (One should be your current or most recent employer.) References for shortlisted candidates may be taken up before interview unless you request otherwise.
	1. Name:
	2. Name:

	 Kelly Williams 
	 Jennifer Jenkins

	Address:
	Address:

	Bridgend Care & Repair 
Avon Court
Cowbridge Road 
Bridgend 
CF31 3SR
	ABMU, Princess of Wales Hospital
Occupational Therapist Department 
Coity Road
Bridgend 
CF31 1RQ

	Telephone number:
	Telephone number:

	 01656 646755
	 01656 752752

	Occupation:
	Occupation:

	 Senior Casework 
	 Occupational Therapist Band 7

	Relationship to you (e.g. Manager):
	Relationship to you (e.g. Manager):

	 Manager for 1 year 
	 Team Leader for 2 years 

	May references be taken up before interview?
YES
	May references be taken up before interview?
YES



	Data protection
Information from this application may be processed for purposes permitted under the General Data Protection Regulation. Individuals have, on written request, the right of access to personal data held about them.
The organisation treats personal data collected during the recruitment process in accordance with its data protection policy. Information about how your data is used and the basis for processing your data is provided in the organisation's job applicant privacy notice.




Declaration
I declare that the information given in this application including the criminal record declarations is to the best of my knowledge complete and correct.

Applicant name: Nicola Pritchard

Applicants signature N. Pritchard         Date: 16.11.2018
Note: Any false, incomplete or misleading statements may lead to dismissal.





Equal Opportunities Monitoring Form
This form will be detached and will only be used for monitoring purposes.  Please circle your answers:
Gender
Female	

Age
35 (please state age)

Marital Status
Married	
Disabilities
Do you consider yourself disabled?		No

Ethnic Origin
White (British)		
Mixed/Multiple & Other (please specify) ………………………………………..

Religion or belief
None			
		
Where did you hear about this vacancy? (please specify)  
On CISWO website 
Please return completed application form to HR Department, CISWO, The Old Rectory, Rectory Drive, Whiston, Rotherham, South Yorkshire, S60 4JG.
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Completed covering letter

Nicola Pritchard
103 Wood Green
Cefn Glas
Bridgend 
CF31 4DY

Email – pritch8783@hotmail.com

23rd November 2018
Mrs E. Jones
CISWO, 
HR Department, 
The Old Rectory, 
Rectory Drive, 
Rotherham, 
South Yorkshire, 
S60 4JG

Dear Mrs Jones, 

Reference - Senior Support Caseworker – Bridgend Area

Please find attached the completed application form for the above job vacancy. I feel with my experience, knowledge of your company and my transferrable skills I would be a great asset to the company.

I have worked closely with the elderly in varied positions, but always in a supportive nature.

Thank you for taking the time to read my application form and I look forward to hearing from you.

Yours faithfully 


Mrs Nicola Pritchard.
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Updated CV
[bookmark: _Toc530761682]Nicola Pritchard 
[bookmark: _Toc530761683]Mobile Number: 07599 247615
[bookmark: _Toc530761684]Email: pritch8783@hotmail.com 
 
Personal Statement
I am an enthusiastic, organised, hardworking individual, who is currently in the progress of completing ILM Level 4 Certificate in Higher Education Skills for the Workplace.  I am professional with excellent communication skills and a confident team member.  

Education & Training
· 2009 – Bridgend College		City & Guilds NVQ Level 2 & 3 Health & Social Care 
· 2009 – Bridgend College		Key Skills Level 2 
· 2002 – Neway Training 		Business Administration NVQ Level 1 & 2	
· 2002 – Neway Training		City Customer Service Level 2 (two units achieved)
· 2002 – Neway Training		City & Guilds Information Technology Level 2	
· 2001 – Neway Training		RSA Integrated Business Technology Stage 2

· 1994 - 1998 – Bryntirion Comprehensive School
· Completed a standard comprehensive education.

I have kept my computer skills updated, attending in-house computer course – Microsoft Office Word, Excel, Email and Powerpoint.  

Employment History
October 2017 – To date 		Bridgend County Care and Repair
I am a Caseworker, who works closely with people over 65 years old.  I am trained as a Trusted Assessor, this enables me to carry out home assessments to ensure the safety of a client.  I assist with completing forms on behalf of the client, the forms consist of seeking funding for home improvements, grant enquires, financial assessments, maximising income and installing aids to assist clients with mobility. I undertake all administration duties including updating client files paper and on the in-house computer system. I work within a team and liaise with team members and relevant persons involved within the care of a client verbally and written. I am responsible for organising my own online dairy, informing clients of appointments and colleagues by following procedures and policy’s.  


Jan 2015 - June 2017	ABMU Princess of Wales Hospital
I worked as an Occupational Therapist Technician assisting Management and Occupational Therapist in all administration duties - arranging home visits face to face and telephone calling, completing reports, keeping patients' files up to date in the office and on the wards, liaising with onward medical staff, outside agencies and attending meetings. I would also liaise with patients and their family to arrange delivery of equipment, this includes delivering and fitting equipment myself. Part of my role was to work directly with palliative patients this involved supporting and being compassionate to the patient and family.

April 2004 – May 2015 		Oaklands Residential Home – Carer Days
Assisting the elderly with their personal needs, helping them with meals, personal hygiene and accompanying residents to appointments. I assisted management, seniors, resident’s family and friends. I administrated prescribed medication and attending multi-disciplinary meetings, keeping Care plans up to date and resident’s records. Office duties included organising staff 4 work rota, annual leave cards, completing DBS online checks for new starters and assisting CSSIW inspectors. 

Additional Information
I have a full clean driving licence and use of my own vehicle. I enjoy spending time with my husband and children, I enjoy going for long walks and photography. 

References 
Available on request.
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