[image: Description: :::::::Desktop:In progress desktop:TRINITY SAINT DAVID:logo:TSD_logo2010.jpg]
Applied Leadership and Management in the Workplace
Module Assignment Submission 

	Student Name:
	Aimee Elizabeth James

	Student Number:
	

	Module No:
	BMSK4011

	Module Title:
	Continuous Professional Development



Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.


Table of Contents
Section 1: Know how to identify development needs	3
1.1 Identify learning styles for self and another	3
1.2 Use a simple technique for identifying development needs for self & another	3
1.3 Identify potential barriers to learning for self and another.	5
1.4 Explain how these barriers to learning can be overcome.	5
Section 2: Know how to develop self & others to achieve organisational objectives	5
2.1 Analyse learning/development options to meet the needs of self & another.	5
2.2 Identify support mechanisms for the development of self & another	5
2.3 Prepare development plans for yourself and another person	5
2.4 Method used to monitor the development of self & another.	7
References	8
Appendix A Curriculum Vitae	9
Appendix B Continuous Professional Development Record	10





[bookmark: _1ci93xb][bookmark: _Toc151120436]Section 1: Know how to identify development needs.

It is important to identify my development needs as this allows me to grow within my work and as a person. To achieve and understand my plans and priorities to move forward and achieve my goals. By identifying my personal development needs this will make me more self-aware in moving forward and logging a realistic time frame to complete my self-developments (Health, 2022).

 
To access my self-awareness there are several models I used and learning styles that I have used. One of the models I have used is a SWOT analysis. Strengths, weaknesses, opportunities and Threats. This is important for myself to move forward as it is a clear understanding of my strategies and how I can get to my vision and be where I need to be within my timeframe, so I am moving forward (Pepperdine, 2024).

[bookmark: _3whwml4][bookmark: _Toc151120437][bookmark: _2bn6wsx]1.1 Identify learning styles for self and another. 

To identify my learning development needs I looked to identify learning styles for myself and another person. I used VARK, Honey Mumford, Dantec and MBTI
Having done VARK I concluded that I am a Kinaesthetic learner. Some of the activities that work best for me are enjoying learning hands on and I learn better in a practical environment. The cons are for being a Kinaesthetic learner can be that I struggle in a classroom environment, and I lose concentrating when I am reading books.

Another learning style technique I used was Dantec where the outcome for myself was a Physiological learner. which I found out that my preferred learning environments would be role play, colours and images and my least favourite learning environments would be audio resources, lectures and exams 

The last learning style I am going to add is MBTI personality where I found I was ISFP, again this has shown me that I am a visual learner, work best where I have freedom to move around and that I grasp practical material through observation. The downfall of being ISFP is that I can get bored easily and can lose concentration if not learning in the right environment.



It is important to be able to identify a formal and informal style of learning, I have identified these in the table below.
	Examples of Formal Learning
	Examples of Informal Learning

	Training courses
	Tutorial videos

	Appraisals 
	Reading articles

	Degree 
	Online courses

	
	

	
	



[bookmark: _qsh70q][bookmark: _Toc151120438]1.2 Use a simple technique for identifying development needs for self & another.


I carried out a SWOT analysis on myself and 1 other to identify and help me understand my strengths, weaknesses, opportunity and threats which will help me move forward with my strategies. 
 By completing a SWOT Analysis, this helps you to identify your organization's Strengths, Weaknesses, Opportunities, and Threats. It guides you to build on what you do well, address what you're lacking, seize new openings, and minimize risks. Apply a SWOT Analysis to assess your organization's position before you decide on any new strategy (Why Is a Swot Analysis a Good Tool - Google Search, 2024)
After completing the SWOT analysis, it’s made me be able to understand that I struggle with time management. To improve in this area, I need to keep track of time management and get ahead and organised as much as I can.
I also found that I am not very academic due to me. having dyslexia, I do struggle with writing essays and learning in a classroom environment to overcome this I need to take as much support as I can from the university.

After completing a swot analysis on my friend I found out that she struggles with time management so it would be good for her to do a coveys time management matrix to help her manage her workload and time as this would make her less stressed and she would get more done.
I also think that she would be very beneficial getting as much help as she can from the university as sam is a visual learner and struggles in a classroom enviroment.









	[bookmark: _3as4poj]
SWOT Person 1


	
STRENGTHS

I have a strong work ethic.
I am good at dealing with people in different situations.
I am approachable.
I am creative and can think on my feet when needed.
	
WEAKNESSES
I am a late person.
I am unorganised.
I have trouble writing academic essays.
I am dyslexic.




	
OPPORTUNITIES
Getting a degree
Being able to expand my business.
Fully supportive family
Taking my business onto the next level
Meeting new people
networking which will give me new opportunities 
	
THREATS
As I have my own business, I sometimes must work late at short notice which could affect me coming into university. 

Flowers are delivered straight from holland. Sometimes the boarders can do stop and check which then my flowers get to me late.





	
SWOT Person 2


	
STRENGTHS

GOOD AT COMMUNICATING WITH OTHERS.
WORKS WELL AS TEAM AND ON OWN INITITIAVE 
CREATIVE AND USES IMAGINATION WHEN NEEDED

	
WEAKNESSES

GETS STRESSED WHEN THERE IS A BIG WORKLOAD AND DOES NOT PLAN AHEAD
NOT ACDEMIC
NOT COMPUTER LITTERATE 


	
OPPORTUNITIES


DOING A DEGREE AND PASSING
HAVING SUPPORT FROM UNIVERSITY
NETWORKING

	
THREATS


HAVING TO MUCH TO DO AT WORK AND NOT BEING ABLE TO FINISH UNI WORK.
OTHER FLORISTS WORKING FROM HOME AND UNDERCUTTING MY RETAIL FLORIST.






Gap Analysis - Person 1 
	Present Position
	Actions
	Desired Position

	DYSLEXIC
	FILL IN FORM WITH UNI
	TO BE ABLE TO HAVE EXTRA SUPPORT AS NEEDED AND GAINING A DEGREE

	TIME MANAGEMENT
	BE MORE ORGANISED
	TO BE MORE ORGANISED SO THEN I AM NOT STRESSED AND RUSHING

	RETAIL SHOP OWNER
	DO MARKET RESEARCH ON SUBSCRIPTIONS, 
ORDER A FEW BOXES FROM OTHER LETTERBOX FLOWER BEUISNESSES 
	SELLING LETTERBOX FLOWERS ALL OVER UK. MAKE MY BUISNESS MORE PROFIT




Gap Analysis - Person 2 
	Present Position
	Actions
	Present Position

	STRESSED WHEN RUSHED
	GIVE HERSELF ENOUGH TIME 
	PRIORITISE TIME SO DOES NOT GET STRESSED

	COMPUTER SKILLS IS POOR
	LEARN NEW I.T SKILLS
	BEING ABLE TO USE A COMPUTER

	CREATE MORE BUISNESSS
	SOCIAL NETWORKING#, MEDIA
	GAIN MORE BUISNESS AND SHOW MORE PROFIT



A gap analysis is a study that business’s use to monitor the business performance. Businesses use this as a story to help them compare where they currently are at and where they would like to be and how they are going to achieve it.
(Hayes, 2024)

 

[bookmark: _1pxezwc][bookmark: _Toc151120439]1.3 Identify potential barriers to learning for self and another.

After completing my swot analysis, I concluded that my weaknesses and threats may cause barriers for me going forward. As one of my weaknesses is time management this could cause me to get more stressed out and more likely to make mistakes which could then lead to getting complaints and my reputation being affected.
As I am dyslexic this can also cause barriers as I take longer to complete essays and concentrating can be difficult. Also, when I have taken my learning style assessments as I am a visual learner, I tend to lose concentration in a classroom environment.

[bookmark: _49x2ik5][bookmark: _Toc151120440]1.4 Explain how these barriers to learning can be overcome.
 
To overcome some of these barriers I am going to use coveys time management matrix on a weekly basis for my personal life and my working life so I can prioritise and organise my time importance and monitor it this way this then will make me feel less stressed, more productive, less tired (Gousset, 2021)
For my dyslexia I am going to fill in the form at university to take all the support that I can. At university I will take movement breaks to help me to be able to concentrate in a classroom environment.


[bookmark: _2p2csry][bookmark: _Toc151120441]Section 2: Know how to develop self & others to achieve organisational objectives.

To develop myself and others to achieve organisational objectives I am going to do this by undertaking formal and informal learning styles with myself and colleagues I feel this is important as we can keep up with the growing trends. I will also take staff appraisal meetings every 3 months so we can check where we are at and what we can do to be better. I feel this is important as it is better to invest your time into your staff as this will allow a structure going forward, staff turnover and the business going forward. (7 Ways Leaders Develop Self and Others - Stewart Leadership, 2022)


[bookmark: _147n2zr][bookmark: _Toc151120442]2.1 Analyse learning/development options to meet needs of self & another.

I am going to analyse my learning and development needs for myself and staff by completing the following, setting realistic goals by doing smart exercise, a personal development plan so we can monitor where we are at and if we are on the right track of where we are going so that we will know exactly we are on target of where we need to be and are moving in the wright direction. As a business this is important as we need to keep moving forward with the times.






[bookmark: _3o7alnk][bookmark: _Toc151120443]2.2 Identify support mechanisms for the development of self & another.

[bookmark: _23ckvvd]To identify my support mechanisms for the development of myself and others I will use informal and formal coaching, having meetings to find out how they feel they are doing, and vice versa do they feel like I can help them in any way to achieve where they need to be and if using individual development plans. Rewarding them when they achieve goals as a thank you.
(Lead Academy, 2022)




 




[bookmark: _ihv636][bookmark: _Toc151120444]2.3 Prepare development plans for yourself and another person.




A personal development plan is a long-term document with your goals this helps you with long term planning on where you want to be and how you are going to achieve it with your strength and weaknesses. 
A personal development plan is important because it can give you a better work and personal life balance and it helps you strive towards goals and success and the outcomes you want to achieve.
(The Importance of a Personal Development Plan | the CPD Certification Service, 2020)
 It is very important to set goals as this helps you stay focused. Setting goals helps you manage and measure what you need to do to get where you need to be this then can give you a sense of self mastery.
(Riopel, 2019)
Person 1 (Self)
	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

	
I want to learn how to do more eco-friendly floristry.

	
I need to research the use of biodegradable materials; I will also look into donating unsold flowers to local nursing homes and shelters.
	I will need to look for suppliers than deal in the biodegradable products.

	I will measure my success on customer feedback and offering them at a reduced rate for a month on a trial basis to see if customers are happy with our new product
	quarterly

	
I want to learn how to teach people floristry skills.

	I would need to advertise this to see how much the demand was and how many times a week/month depending on demand
	I would need to source a venue. 
	Feedback and engagement from customers
	quarterly

	To initiate a system to take orders for flowerbox letters.


	Look at surrounding florist to offer this service so I can offer a competitive price.
Look into supplies to support this project that is cost effective
	I will need to employee someone to oversee postal box ordering system and orders. Need to find robust materials and supplies for transport service, also need to find a competitive courier service
	Trial based system in the local area to check packaging is correct. Customer feedback
	weekly







Personal Objectives
	Short Term Goals (next 12 months)

	
Become a more eco florist

	Medium Term Goals (2-3 years)

	
Having a separate business as a flower school


	Long Term Goals (3-5 years)

	
Launching my letterbox subscriptions so can be sent all over uk



Person 2 (Other)
	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

	
START DELIVERIES IN MY FOOD BUISNESS


	CHECK WITH ENVIROMENTAL HEALTH WHAT HIYGENE CERTIFICATE I WOULD NEED TO BE ABLE TO TRANSPORT FOOD.
CHECK MY INSURANCE
	A VAN WHICH THEY CAN TRANSPORT FOOD IN CORRECTLY E.G MAYBE A REFRIGIRATED VEHICLE
	BY KEEPING A WEEKLY RECORD OF HOW MANY CUSTOMERS ARE REQUIRING THIS SERVICE
	WEEKLY

	
CLICK AND COLLECT ON MY WEBSITE FOR FOOD COLLECTIONS

	TAKE ON EXTRA STAFF TO TAKE ON THIS ROLE
	A WEBSITE
	KEEPING A DAILY RECORD OF HOW MANY CLICKS AND COLLECTS WE ARE GETTING
	DAILY

	EXPANDING MY FOOD BUISNESS INTO A FRANSICE


	WOULD NEED TO OPEN UP SOMEMORE OF MY FOOD PREMISES, MAKE SURE MY COMPANY KEEPS A GOOD REPUTATION
	PREMISES, BRANDING AND ADVITISING
	I WOULD MONITOR THIS BY ADVITISING ON SOCIAL MEDIA PLATFORMS AND GOOGLE TO SEE HOW MANY POTENTIAL CUSTOMERS WAS LOOKING INTO IT BY CLICKING ON LEARN MORE I WOULD THEN CONTACT POTENTIAL CLIENTS WITH ALL MY INFORMATION
	QUARTLY



Personal Objectives
	Short Term Goals (next 12 months)

	
GETTING A WEBSITE TO DO CLICK AND COLLECT

	Medium Term Goals (2-3 years)

	
DELIVERIES OF MY FOOD BUISNESS


	Long Term Goals (3-5 years)

	TURNING FOOD BUISNESS INTO A FRANSICE 





[bookmark: _32hioqz][bookmark: _Toc151120445]2.4 Method used to monitor the development of self & another.

There are many ways you can develop yourself and others as discussed above.  The coveys time management matrix is a great tool which can be utilised within a working enviroment.
Coveys is split into 4 different tables urgent that need to be addressed straight away. 
Not urgent which these are things that have a time scale but if managed properly can avoid becoming an urgent task.
Not important this is tasks that do not have timescales but need to be seen to at some point.
Not important and not urgent are tasks are maybe doing flower tutorials or internet shopping.

3 Reflection
I am going to talk about effective learning and why it is important. For this I am going to use a model called Kolb learning cycle and use my own experience of an interview that I did not get the position I applied for.
There are four stages of the Kolb learning cycle. 
® Having an experience
I went for a job interview, and I did not get the position and I also felt the interview did not go very well.
®How did it go?
I was tired attending the interview so was not feeling my usual self-due to anxiety that I was unprepared. I had not revised the job specification.
®Why the experience happened?
The experience happened due to me having anxiety because I was unprepared. I had not investigated the business history so was unable to answer some questions. I also could not think quick enough to answer and give examples of some experiences I had for the job specification.
® What you can do next time for a different outcome?
Look into the company history so I have a good knowledge on who they are.
Revise and think of examples that would relate to the job specification this then would reduce my anxiety and I would get a better night sleep. Take notes in with me. 
(Kolb’s Learning Styles & Experiential Learning Cycle, 2024)





[bookmark: _1hmsyys][bookmark: _Toc151120446]Reflection is important for your personal development as it helps you understand and learn from experiences and how you can build on improving yourself. Which helps you develop yourself for dealing with different situations and your skills? 
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	DATE
	ACTIVITY
	FORMAL/INFORMAL
	PROVIDER
	SKILLS GAINED
	RELEVANCE TO ROLE

	OCT 2024- PRESENT
	LEADERSHIP AND MANAGEMENT COURSE
	FORMAL
	UNIVERCITY OF TRINITY ST DAVID
	ONGOING
	WILL HELP ME GROW MY BUISNESS

	DEC 2023
	ONLINE LEARNING
	INFORMAL
	YOUTUBE
	TRAINING ON FLORSITRY
	WATCHING VIDEOS OF FLORISTS MAKING HANDMADE GARLANDS























AIMEE ELIZABETH JAMES
19 Bishopswood grove, newton, Swansea, SA3 4BP
aimee@vintagebloom.co.uk 07792205654

I am a passionate and dedicated florist with up to 10 years’ experience. I am an excellent team player and have trained with some of Britain’s top florists. I am eager to always learn and develop new skills. I am honest, trustworthy and reliable.
EDUCATION
2024 TO PRESENT
LEADERSHIP AND MANAGEMENT, UNIVERSITY TRINITY SAINT DAVIDS
2013 TO 2015 
FLOLRISTRY AND FLOWER ARRANGING, SWANSEA COLLEGE
NVQ LEVEL 4 DISTINCTION 
2013
FLOWER SCHOOL WALES
INTENSIVE FLOISTRY TRAINING WITH LOVE LILLY DESIGNER FLORIST.

WORK EXPERIENCE

2018 TO PRESENT
BUISNESS OWNER OF VINTAGE BLOOM FLORIST AND GIFTS
Managing the day-to-day roles in a retail shop
[bookmark: _Hlk184292221]Creating inspirational bouquets of my choice as well as following precisely our online bouquet guide.
Excellent communication skills between myself, staff, suppliers and customers. Sound knowledge in all aspect of floristry.
An ability to work under pressure.
Creative, engaging, polite and a good team player.
Punctual, reliable and calm.
Passionate about flowers and plant with a thorough understanding of flower and plant varieties, seasonal flowers, flower care and preparation.
Experienced in all aspects of flower arranging.
Stock control
Stock ordering.


2016 to 2018
FLORIST ASSISTANT @ BLOOMINGBELLES FLORIST
Creating inspirational bouquets of my choice as well as following precisely our online bouquet guide.
Excellent communication skills between myself, manager and customers. 
Sound knowledge in all aspect of floristry.
An ability to work under pressure.
Creative, engaging, polite and a good team player.
Punctual, reliable and calm.
Passionate about flowers and plant with a thorough understanding of flower and plant varieties, seasonal flowers, flower care and preparation.
Experienced in all aspects of flower arranging.

2004 to 2018
POST PERSON AT ROYAL MAIL

Sort mail for my route
Load and unload vans
Use a handheld computer device.
Pick up mail from post boxes, post offices and businesses.
Walk for up to 6 hours. 
Drive a post office vehicle.
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