[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:
	Kelly thomas 

	Student Number:
	2421164

	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	4
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 needs of self & another.	5
2.2 Identify support mechanisms for the development of self & another	6
2.4 Method used to monitor the development of self & another.	8
Conclusion	8
Reflection on the Recruitment process	9
References	10
Appendix A Curriculum Vitae	11
Appendix B Continuous Professional Development Record	12
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Within this assignment I am going to Demonstrate my understanding of various learning styles and the importance of recognising these and applying them to constructing learning plans within the work place and for further education. I am also going to explore development needs and options and what steps can be taken to bridge gaps within these needs. I will evaluate the recruitment process and explore the importance of self awareness and self development. And refer to setting SMART objectives as a tool to measure success as set out by Doran (1981)



[bookmark: _3whwml4][bookmark: _Toc181632614]1.1 Identify learning styles for self and another 

For the purpose of this assignment I will be referring to my colleague as Yazmin. 
Dantec describes a learning style as a unique collection of individual skills and preferences that affect how a person perceives, gathers and processes information.
In order to identify my own and Yazmins learning styles I have completed two questionnaires for Yazmin and three for myself. This will allow me to firstly see the difference between our learning styles and to be able to plan effectively the most appropriate way for us both to succeed in the workplace.

For Yazmin I completed the Vark (Fleming 1995) questionnaire and the Dantec questionnaire.
Yazmin presents as the visual learner and the kinaesthetic learner according to the  Vark questionnaire (Fleming 1995)
And a combination of pragmatist and activist according to honey and Mumford (1992)
This shows to me that Yazmin learns best via observing what is expected of her wether that be a practical skill or In situations within the workplace. Yazmin often finds verbal instructions difficult and prefers to be hands on at times watching and imitating the skill in order to be able to apply that to her own practice. Yazmin enjoys watching tutorials and educational videos rather than following written instructions. Yazmin enjoys a hands on approach after she has had the time to observe the activity/skill. She is extremely enthusiastic about learning new skills and once her self confidence of knowing that she can apply the knowledge into a practical situation Yazmin is keen to take on the new challenge ahead.

I carried out the 
Vark questionnaire ( Fleming 1995)
Honey and Mumford (1992)
And Dantec learning style questionnaires for myself.
My results were visual learner and kinaesthetic from the Vark (Fleming 1995) tool.
From the honey and Mumford (1992) tool I was a mix of reflector, activist and theorist in equal measures.
And from the Dantec tool my results pointed towards being a common sense learner and dynamic learner. 
In summary I am a hands on learner, I enjoy talking about the task at hand, seeing it from a logical point of view and a practical point of view. I rely on taking notes whilst being taught as I feel that I absorb the theory information on a much deeper level, in a practical aspect I like to see the task performed and try it myself whilst being overlooked. I enjoy reading material and processing the information in my own time. I feel that I do look for the common sense in most situations, although I can be impulsive I do like to have a lot of the information in front of me both in written and verbal form before applying the skill to the situation.
I feel that my mix of learning styles is due to my previous experience in the classroom and the workplace. Where I have had the time to process information and on other occasions when I worked in A&E I had to reply on trust and instinct to carry out a task as it was time sensitive. 
Identifying these learning styles for myself and Yazmin will help me to be able to identify our development needs and options. 
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SWOT Person 1


	
STRENGTHS

Good communicator 
Good team player 
Professional 
Hardworking 
Perfectionist 
Rise to a challenge 
Resilient 
Good time management 


	
WEAKNESSES

Sometimes doubt my own ability 
Take on too much and struggle to delegate 
People pleaser 
Get overwhelmed when things are out of my control 



	
OPPORTUNITIES


Business growth 
Increase skill and knowledge base 
Increase team 
Success of business and personal goals



	
THREATS


Self doubt 
Lack of knowledge 
Changes in legislation 
Competition 





	
SWOT Person 2


	
STRENGTHS


Good communicator 
Professional 
Ambitious 
Hardworking 

	
WEAKNESSES


Low confidence 
Overthinks small situations which can lead to a bigger issue
Not always resilient 
Gets overwhelmed 


	
OPPORTUNITIES


New hair courses to increase skills and knowledge 
Success of personal and work goals



	
THREATS


New legislation 
Self doubt 
Competition 




Gap analysis Is analysing the gap between where I am now and where I want to be I have carried this out for both myself (person 1) and Yazmin (person 2) and I will summarise below.
Gap Analysis person 1 
I am currently at the start of my level 4 certificate this includes writing assignments again, referencing, and managing a workload. In order to bridge this gap I will engage in university sessions, practice referencing when taking notes from lectures. This will lead to me my future desired skill of achieving my level 4 certificate seamlessly.
Gap Analysis person 2 
Yazmin is currently working on increasing her skill base within her hair extensionist job. I’m order to do this she needs to identify trends and skills. She will do this by watching social media videos of upcoming trends. Seeking out and attending the relevant courses. Then offering those treatments to increase her client base and knowledge skill set.
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There are a mixture of internal and external barriers to learning. Barriers can be overcome with the right planning, and support. Using the Go Mad (Gilbert A, & Chakravorty, I 2002) tool both internal and external barriers can be identified. Looking at the importance of personal accountability and being aware of the Smart objective (Doran 1981) that is required to meet the end goals.
External barriers for Yazmin include having a young child, so relying on her partner and family members for childcare, or not being able to get into work if he is unwell or there is a commitment to school activities.
Internal barriers for Yazmin include, her confidence not always having the ability to perceive her own worth and talent, which can make her less likely to put herself forward for new training courses or stepping out of her comfort zone. 
Yazmin does suffer with mild anxiety which can become a barrier in certain learning situations for example if she has to travel to an unknown location for training.
My barriers differ slightly due to my personal circumstances being different and it is so important to be able to recognise this when identifying learning styles and needs. Being aware that everyone’s situation is slightly different can help you have a better understanding of what support is needed.
My external barriers include being a single mum and although my children are slightly older than Yazmins they still require a lot of my time. If there is a childcare issue when I have a lecture it can be quite stressful and my time before and after is limited. 
My internal barriers include suffering with a long term condition called lupus. This can lead to brain fog which can make learning and carrying out tasks difficult at times. It also causes arthritis which can mean writing assignments can be difficult. In the workplace this can also be difficult if I have training booked and I’m physically unable to complete it.
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For both myself and Yazmin our external barriers can be overcome with support from our family and close friends.
Yazmins internal barriers can be overcome with the support and encouragement from myself. By creating a personal development plan that takes into account yazmins anxiety and allowing her the time and planning to be able to attend any training confidently.
My inttnal barriers can be overcome with the support of the university, being open with my lecturer about my illness and seeking support when required. Through excellent planning and reaching out for help from my peers when needed.  
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Development options vary massively within the workplace, in my workplace hands on learning is essential due to it being mainly skill based but it is equally important to be aware of policies and procedures. 

Development options for Yazmin include further in person courses to be able to increase her skills, these fit in with her learning style of a visual and hands on approach. And it is something that she can continue to grow on within the salon environment. I would also encourage Yazmin to continue to watch skill based videos in order to gain as much insight into the skills as possible leading to personal and professional growth With regards to upcoming changes in legislation and procedures I would encourage Yazmin to engage in team sessions where we will discuss the information and apply it as a team to our workplace. I feel that this would be appropriate to Yazmins learning style. 

Development options for myself include continuing to commit to the leadership course fully and applying the knowledge to my workplace.
To continue to attend skills based courses in order to increase my knowledge and skill base, this fits in with my learning styles of being very hands on and taking in information by trying it practically.
To read over new legislation and polices that are being implemented for the workplace and take them back to the rest of the team to discuss together as it is important to apply them to our own salon and be mindful of everyone’s experience and views so that we can take the best course of action.
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Support mechanisms for Yazmins development will include creating a PDP. It will also include being mindful of her external and internal barriers and adapting her plan where needs be. 

For myself it will also be creating a PDP and again being mindful that sometimes plans need to be adapted.
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Person 1
	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

	

Complete level 4 certificate 

	

Attend and engage at university sessions 
	

Support and content from course tutor 
Family support 

	

By achieving level 4 certificate 
	

July 2025

	

Attend skin tag removal course 

	

Enrol and attend course. Engage in the course 
	

Family support and 
Information from course provider 
	

By achieving the skin tag removal certificate 
	

March 2025

	



	
	
	
	




Personal Objectives

	Short Term Goals (next 12 months)

	
My short term goals include increasing my knowledge base attending courses and completing my level 4 certificate in leadership. 

	Medium Term Goals (2-3 years)

	
Growing my business including offering a wider range of services. 


	Long Term Goals (3-5 years)

	
Managing a larger team, growing the business.










Person 2
	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

	

Bouncy blow dry and wedding hair styling 

	

Attend course in Essex 
	

Family support and course material from provider 
	

By achieving the certificate 
	

March 2025

	
Other hair extension techniques to add to my services 


	

Research and attend courses 
	

Social media platforms to research trends
Family support 
	

By achieving the certificates 
	

December 
2025

	



	
	
	
	




Personal Objectives

	Short Term Goals (next 12 months)

	
To attend the bouncy blow dry course in Essex to be able to offer a wider range of services to my clients.

	Medium Term Goals (2-3 years)

	
To increase my clientele. Become more skilled in my profession and keep up with ever changing trends 


	Long Term Goals (3-5 years)

	
To be able to teach other people my skills in an academy based setting 
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In order to monitor progress for Yazmin we will be undertaking performance reviews regularly which will help us to determine how Yazmin is managing her goals, her development needs and if anything needs changing.

In order to monitor progress for myself I will be using a variety of self assessment, referring to my PDP and engaging with my tutor to ensure I am reaching all of what is required of me to achieve my level 4.
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In conclusion I have learnt the importance of the different learning styles and the relevance of adapting development needs where appropriate in order to gain the best from yourself and your employees both within an educational setting and in the workplace. 
Stephen covey (1999) discussed the importance of self awareness, I think this is paramount when being able to plan for your learning and development needs as well as being able to self assess. 
I think I will be able to adapt this to the workplace and in my everyday learning as well as being able to support my colleagues due to my increase in knowledge and understanding of the knowledge required to be a successful leader.
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Reflective model
There are a number of reflective models available but I have chosen to use the Terry Borton (1970) reflection model. In my current role I have had limited experience of recruitment and it dosent always fit into the traditional recruitment process. Although we look at CVS I think it more beneficial to my setting to see how a candidate interacts with the team and clients and to see if their practical skills are to the level that we need. This works well for my work setting, allowing me to assess communication skills and team building skills, although formal qualifications are presented in certificate form and asked for in any adverts that are shared, the wiser skills of verbal and non verbal communication are equally as important in our small team.
Previously I worked for the NHS that have a very different recruitment process. 
I had to fill out a long application form. Which allowed me to give full details of courses attended and my qualifications. But not a huge amount of information about me personally.
I then attended an interview with a panel where I had to answer a huge range of questions and demonstrate my knowledge base. 
I think this was appropriate for the job roles I previously undertook and for a big organisation. What I have learnt from this is that the recruitment process can differ massively between job roles and organisations. I have adapted my recruitment process to be less formal as is relevant to my workplace.
I have attached my CV in appendix 1. It was interesting to see other people’s CVS within my lecture group and have a better understanding of what is relevant and what isn’t on a CV. But whilst also having the understanding that different business types and different organisations are going to be looking for different information. My action plan moving forward is to continue to improve my recruitment process. Using a mixture of looking at CVS, informal interviews and trial days in order to find the best fit for my business.
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CV
Kelly Thomas Curriculum Vitae
Bridgend South Wales | 07377697174 | Kelly.hewett@yahoo.co.uk
About me 
I am an enthusiastic professional and hardworking individual, I have had many years experience working for the NHS achieving many of the career goals that I set for myself, working my way through to achieve my dream of being ward manager, a few years ago I moved away from the NHS to ensure a better work life balance for myself and my children whilst using my transferable skills that I gained during my time nursing to set up my own business with in the aesthetics industry.

Education
SECONDARY SCHOOL ST TEILOS C/W HIGH SCHOOL CARDIFF 1995-2002
· GCSE GRADES A-C INCLUDING MATHS/ENGLISH/SCIENCE 11 SUBJECTS
· A-LEVEL  SUBJECTS GRADES A-C

UNIVERSITY DEGREE BA HONOURS PAEDIATRIC NURSING 2005-2008
· HOMERTON COLLEGE CAMBRIDGE 
Skills & Abilities
MANAGEMENT AND LEADERSHIP
· During my long term employment within the NHS I progressed into management roles including team leader and ward manager. These roles included leading and managing teams  varying numbers. Creating roast and personal development plans need organising and overseeing CPD for my colleagues.
· As a salon owner I have managed a smaller number of employees. Identifying their needs for development aswell as identifying needs for the business 


COMMUNICATION
· Within all of my job roles communication both verbal and non verbal has been paramount. During my time nursing communication was key to the proper treatment of my patients and their families. Breaking bad news was an important part of my job role and I attended advanced communication courses in order to be able to do this effectively.
· Within my time owning a salon communication is a huge part of my role not only to my own clients, but to suppliers and my other team members. Ensuring the smooth day to day running of the clinic


Experience
QUALIFIED NURSE CARDIFF AND VALE NHS TRUST 2008-2000
· Starting as a junior member of nursing staff after qualifying I progressed through the banding system of nurses within the NHS in a number of departments within the NHS. Working in A&E in a face paced high pressured environment through to ward manager in surgical outpatients, I think this demonstrates my flexibility and ability to adapt to all environments and apply my skills to a wide range of situations.
SALON OWNER AESTHETICS PRACTITIONER 2020-PRESENT 
My current role is owning and managing my own aesthetics clinic, this involves the day to day running of the business including ordering stock, treating clients, supporting junior members of staff. Social media marketing, researching new treatments and keeping up with the aesthetics and beauty market. Time management, communication and versatility is key within this role to ensure the successful running of my business
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	Continuous Professional Development Plan - Your name

	
	
	
	
	
	

	Formal
	Informal
	Date
	Duration
	Status
	Details

	
	
	
	
	
	

	ILM Level 4 Diploma in Leadership and Management
	
	2024
	1 Year
	In Progress
	ILM

	L4 Certificate of HE Applied Leadership and Management 
	
	2024
	1 Year
	In Progress
	University of Wales Trinity Saint David
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