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[bookmark: _Toc500943471][bookmark: _Toc58776084]Introduction
In this assignment, I will look at identifying personal development needs in terms of learning styles and the potential barriers to learning.  Also, how they can be overcome. Self-development will be analysed and how to find support mechanisms to ensure it is successful. I will prepare development plans and investigate a method to monitor them. Finally, the assignment I will look at the recruitment process and applying for a role by preparing CVs and cover letters. To conclude, I will self-reflect on a past interview.
[bookmark: _Toc58776085]Section 1: Know how to identify development needs

[bookmark: _Toc500943472][bookmark: _Toc58776086]1.1 Identifying learning styles 
In term of learning styles, Cassidy (2004), argues that there is a “general acceptance that the manner in which individuals choose to or are inclined to approach a learning situation has an impact on performance and achievement of learning outcomes”. The author also stresses this concept has been a focus of a variety of research, and therefore there exists different ‘definitions, theories, models, interpretations, and measures of the construct’. This assignment will concentrate on the way an individual approaches a task or learning situation, studying two theorical models of learning style: VARK and Honey & Mumford.
Leite et al (2009) describe VARK as measuring ‘four perceptual preferences: visual (V), aural (A), read/write (R), and kinesthetic (K)’. In terms of the Honey & Mumford model, Adair and Allen (2003) tell us that most people have a preference for particular stages of the process because of their learning style preferences. The learning styles are:
• Activist
• Reflector
• Theorist
• Pragmatist.
Using these two models, this assignment will now look at the learning styles of the author (Jessica Valdivia) and the director of Assetivo, Jamie Borley. Both persons took the VARK test and receive the following results for their learning preferences:
Jessica Valdivia: Visual 3,	Aural 9, Read/Write 10, Kinesthetic 6.
Jamie Borley: Visual 4, Aural 4, Read/Write 9, Kinesthetic 6.
The full results can be seen in Appendix A, but they show that the author has a strong preference for aural and read/write learning. This means that they prefer information that is spoke/heard and that they learn well from the written word also. The second person (Borley) has a strong preference for the read/write and so he prefers clarity in writing, lists, bullet points and instructions.
[bookmark: _Toc456901517]Next both persons took the Honey and Mumford test to understand their learning styles. The full questions and results can also be found in Appendix A. 
Jessica Valdivia: Reflector
Jamie Borley: Theorist
The results show that the author (Valdivia) likes to understand things thoroughly before they try them out in reality. They can be cautious about trying new things and prefer to think about it first. The second person (Borley) is a theorist. This means that they prefer to understand how the new learning actually fits into their thinking or mental model. They may sometimes be uncomfortable with new things that do not fit into their own ideas.
[bookmark: _Toc500943473][bookmark: _Toc58776087]1.2 Identifying development needs for self & another
SWOT is a well-known technique. Dent (1999) describes it as an analysis that ‘involves a process of examining your Strengths, Weaknesses, Opportunities and Threats in relation to either your personal or career development’. Strengths and weaknesses are self-explanatory. Opportunities are the things that can help you develop and something you should take advantage of. Threats are things that can have a negative impact on you or your career.
The SWOT analysis for myself (Valdivia) can be seen in Table 1. The weakness such as ‘not enough professional experience in the UK’ can be converted into a strength by taking the opportunity of ‘volunteering’. The threat of ‘only being able to work between school hours’ can also be turned into the opportunity of ‘volunteering’ hours that I can choose. Also, the threat of ‘more professionals with experience in the UK’ can be turned into an opportunity by ‘Studying AAT Level 3 at Gower College’.

Table 1:SWOT analysis - Jessica Valdivia
	
SWOT Jessica Valdivia


	
STRENGTHS
· Good I.T
· Fast Learner
· Ability with numbers
· Team Worker
· Hard Worker
· Responsible
· Professional and passionate about my profession
· Sociable
	
WEAKNESSES
· English Accent
· Not enough professional experience in U.K.
· Lack of confidence because of the lack of UK experience.





	
OPPORTUNITIES

· Kids now full time in school = more hours for a part time job
· Volunteering opportunities available
· Studying AAT Level 3 at Gower College
· Studying Skills for the Workplace Level 4
	
THREATS

· More professionals with experience in U.K.
· Can only work between school hours.


The SWOT analysis for the other person (Borley) can be seen in Table 2. The weakness such as ‘project management competency’ can be converted into a strength by taking the opportunity of ‘training in Project Management’. The threat of ‘time pressures for getting projects finished in work’ can also be turned into a strength by taking the opportunity of ‘training in Project Management’. 

	[bookmark: _Hlk511915604]
SWOT Jessica Valdivia



Table 2: SWOT analysis - Jamie Borley

	
SWOT Jamie Borley


	
STRENGTHS
· Academic qualifications
· Practical skills
· 20+ years’ experience in industry
· Strong belief in personal development

	
WEAKNESSES
· Leadership skills
· Communication skills in group settings
· Project management competency


	
OPPORTUNITIES
· Many upcoming projects in work
· Opportunity for training in Project Management
· Training for Lean Six Sigma Black Belt in 2021

	
THREATS
· Lack of confidence in own Leadership skills
· Time pressures for getting projects finished in work


[bookmark: _Toc500943474][bookmark: _Toc58776088]1.3 Potential barriers to learning for self and another
There are many barriers to learning as McGuire (2018) states simply:
Implementing effective learning strategies requires that you invest the necessary time. Because many students (and instructors!) these days spend too much time engaging in social media, gaming, or playing with the latest irresistible app, simple time management strategies will help you use your time optimally.
For myself, there are several potential barriers to learning. Firstly, childcare proves difficult very often. Myself and my husband do not have close family members that are able to look after our children. Secondly, in terms of work-life balance, there are many demands at home such as children, house responsibilities, exercise, and weekend activities that reduce free time. Lastly, student loans have to be paid back over time and the current costs are expensive.
For J Borley, work-life balance is often an issue to further learning. After working 40 hours per week there is little time left to study, after considering family time, house responsibilities and exercise time. Also, there will be a geographical barrier as his place of work is about 45 minutes’ drive from the nearest college or university.
[bookmark: _Toc500943475][bookmark: _Toc58776089]1.4 How barriers to learning can be overcome.
For myself, there are some solutions to the barriers. Firstly, my husband can work reasonably flexible hours at work. His manager understands the need for family time and commitments. There is also a registered childminder who lives very close to my home. Secondly, to have more free time, my husband can help out more on weekends with house responsibilities and we can consider paying a person to perform some duties such as cleaning, ironing etc. Thirdly, in terms of student loans being paid back, we can make a plan to reduce our spending, and I can take a part time evening job if necessary. It also helps that student loans do not need to be paid back until the student is earning above £25k per year.
For J Borley, there are also several solutions to the barriers. In terms of finding more free time, he can move his exercise to before he starts work (cycling, running, etc.) in the morning. Some house responsibilities may be outsourced as mentioned previously. In terms of the geographical barrier, there are now many courses that can be taken online or even at weekends.
[bookmark: _Toc500943476][bookmark: _Toc58776090]Section 2: Developing self & others to achieve organisational objectives

[bookmark: _Toc500943477][bookmark: _Toc58776091]2.1 Learning & development options to meet needs of self & another.
The information gained using the SWOT analysis will allow myself and J Borley to identify personal development needs and learning development options. There are often many options available for learning such as college courses, university courses, volunteering, work experience, online courses and more. 
For myself, my development needs were mostly about my English accent; not having enough professional experience in U.K; and a lack of confidence because of the lack of UK working experience. There are several learning developments options to meet these needs. Firstly, I can do advanced English courses and focus on using accounting vocabulary. Secondly, I can volunteer several hours per week to develop experience and put it on my CV. Thirdly, the volunteering experience will help to increase my confidence.
For J Borley, his development needs were mostly about leadership skills, communication skills in group settings, and project management competency. There are several learning developments options to meet these needs. Firstly, he can take a part-time leadership course at a university. Secondly, there are many short communication skills courses available from colleges and private companies. Thirdly, again, there are many courses available for project management, such as Prince2, AgilePM, and P3O.
[bookmark: _Toc500943478][bookmark: _Toc58776092][bookmark: _Toc456901523]2.2 Support mechanisms for the development of self & another
In terms of support mechanisms for myself, there are several options available. My husband can support in improving my English accent, we can practice often in the house in a pressure-free environment. There are many free online videos (www.youtube.com and https://www.futurelearn.com/subjects/language-courses/learn-english) and resources for improving British English accent for speakers of a second language.
Support mechanisms for J Borley include mentoring and coaching from his manager in terms of project management. He can also mentor him in leadership skills. His work training plan includes Level 4, 5, and 6 training in Leadership & Management. He will also be required to cover for his manager on occasions and make the step up to engineering manager.
[bookmark: _Toc500943479][bookmark: _Toc58776093]2.3 Personal development plans for yourself and another person
Personal and professional development is particularly important. The author Jim Barrett (2009) argues: ‘people who are happy and successful have learnt to use their ability and, probably, keep discovering aspects of it’. Covey (1989) similarly says that, ‘as human being we are responsible for our own lives…we have the initiative and responsibility to make things happen’. These ideas will be the key to a long and successful career. Now, a personal development plan will be created for the two persons discussed so far.
[bookmark: _Toc58776094]Personal Analysis - Jessica Valdivia
Refer to the SWOT Analysis in section 1.2 where strengths, weaknesses, opportunities, and threats were discussed. Goals will now be set to overcome my weaknesses and turn them into opportunities.
[bookmark: _Toc58776095]Setting Goals
The following are my main goals that come from my SWOT analysis.
Table 3: Goal setting - J Valdivia
	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

	
Develop an improved British English accent


	Take an advanced British English course
	College course.
Support of spouse.
Internet connection
	Increased confidence in job interviews.
Less misunderstandings when talking to UK residents.
	1/7/21

	
To increase my UK professional experience.


	Volunteer for a part time role in a financial or accounting firm
	HAYS
	Finding a part time role and maintaining it.
	1//3/21

	
AAT Level 3 Diploma in Accounting Advanced Bookkeeping


	Complete the Synoptic exam.
	AAT membership website. AAT books.
	Final grades.
	31/1/21



It can be seen that performing SWOT analysis helps a lot in developing goals for self-development. The goals in Table 3 are SMART (specific, measurable, attainable, relevant, and time-bound) and will help give me focus in achieving them. 
[bookmark: _Toc58776096]Personal Objectives
More broadly speaking, the following are my short, medium-, and long-term personal objectives that follow on from my main learning goals.

Table 4: Personal objectives - J Valdivia
	Short Term Goals (next 12 months)

	Pass an advanced British English course
Find a part time volunteer role.
Pass AAT Level 3 Diploma in Accounting Advanced Bookkeeping.
Pass the CERTHE Skills for the Workplace Level 4.

	Medium Term Goals (2-3 years)

	
Have a part time job in accountancy firm suitable for my working hours.


	Long Term Goals (3-5 years)

	A full-time job position in accounting firm or private company.



[bookmark: _Toc58776097]Personal Analysis – Jamie Borley
Refer to the SWOT Analysis in section 1.2 where strengths, weaknesses, opportunities, and threats were discussed. Goals will now be set to overcome the person’s weaknesses and turn them into opportunities.
[bookmark: _Toc58776098]Setting Goals
The following are his main SMART goals that come from his SWOT analysis.
Table 5: Goal setting - J Borley
	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

	Leadership skills
	Take a leadership course and use practical opportunities
	Professional course.
Mentoring from manager
	Confidence in leadership when dealing with subordinates.
	1/4/21

	Communication skills
	Take communication skills courses.
	Coaching and mentoring. Opportunities to lead presentations or meetings.
	Confidence and calmness in group meetings.
	1/3/21

	Project management
	Pass an accredited PM course.
	Time to study and implement learning at work.
	Passing the course.
	1/6/21


[bookmark: _Toc58776099]Personal Objectives
The following are the short, medium and long-term personal objectives that follow on from his learning goals.

Table 6: Personal objectives - J Borley
	Short Term Goals (next 12 months)

	Pass course in Project Management and apply the skills in work.
Develop strong communication skills.

	Medium Term Goals (2-3 years)

	Become a skilled and confident project manager.

	Long Term Goals (3-5 years)

	Leadership position at a company



[bookmark: _Toc500943480][bookmark: _Toc58776100]2.4 Monitoring the development of self & another.
An effective way to monitor a person’s self-development is to use something called a learning log. It is an important part of a professional development plan (PDP). A learning log is similar to a type of learning diary. A student will write down their reflections on the subject they are learning and what effect it has on them. The student will note down what happened, what lessons were learned, and what they plan to do with the outcome of the learning. This ‘academic journal is created as the student becomes knowledgeable on an individually assigned topic’ Baker (2003).  Here is a simple example for myself and J. Borley:
Table 7: Learning Log J. Valdivia
	What happened?

	What did I do?
	I completed a Payroll Award Course

	How do I think/feel about this?
	Not very confident at the beginning for the accounting terminology.

	How well or how badly did it go?
	I passed the course, with PASS but not Distinction.

	My conclusions / reflections / lessons learned

	What did I learn?
	How to use payroll software in U.K.

	What have I achieved?
	To complete a monthly payroll and submission to HMRC and Pension Scheme.

	How have I put any theory into practice?
	I have been doing Assetivo’s payroll for 2 employees.

	What have I learned about myself?
	I have to feel confident with the knowledge I have in accountancy from Chile.

	How does what I am doing lead me to becoming better at a skill?
	With more experience I can feel even more confident to do payroll for a bigger company or more than one.

	How can I use this to plan for the future?
	To check my improvement in payroll experience

	How can I use this to plan new learning experiences?
	For the studies in other areas of accountancy.

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

	What will I do differently next time?
	Research and study more about Payroll.

	How will I do it differently next time?
	Use the study skills I have been developing in this course.



[bookmark: _Hlk58773662]Table 8: Learning Log J. Borley
	[bookmark: _Hlk58773598]What happened?

	What did I do?
	I took a 2 day Root Cause Analysis (RCA) course.

	How do I think/feel about this?
	I enjoyed, it was very useful and fun.

	How well or how badly did it go?
	Very well, lots of practical exercises to accompany the theory.

	My conclusions / reflections / lessons learned

	What did I learn?
	A particularly good, simple process for problem solving.

	What have I achieved?
	I have learned how to facilitate group or solo problem-solving sessions.

	How have I put any theory into practice?
	I have started to use the process in my workplace for solving maintenance and operations problems.

	What have I learned about myself?
	I can facilitate group sessions and understand the process well.

	How does what I am doing lead me to becoming better at a skill?
	With more practice, I will be able to solve harder, more complex problems.

	How can I use this to plan for the future?
	I can use it at a higher level in the business, and train others.

	How can I use this to plan new learning experiences?
	I will make sure other learning experience have a similar practical part to it.

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

	What will I do differently next time?
	Perform RCAs better and get better solutions to problems.

	How will I do it differently next time?
	Ensure the course has practical elements before I sign up to it.



[bookmark: _Toc500943481][bookmark: _Toc58776101]Section 3: Preparing for the recruitment process 
[bookmark: _Toc58776102]Reflection on the recruitment process 
For most people, trying to get a new job can often be a difficult and anxious time. This is especially true for people who have not changed jobs in a long time or those looking to get into work for the first time. Despites these difficulties, everyone can give themselves a good chance by being prepared as Knaus et al (2010) explain:
In a long-term study focused on job-search persistence and intensity (how hard one looks for work), two factors were key to a more effective job search and, ultimately, getting a job: (1) having a positive self-evaluation and (2) being prepared, which included following through with plans.
This is not to say that the recruiter also has a form of pressure on them during the process. If they choose a low performing candidate then that decision can have a ‘very large economic significance’ (Edenborough, 2005), and Pritchard (2007) recounts worries around recruiting people when the company does not know what it’s looking for in the first place. However, planning is the key area this assignment is concerned with. Planning is especially important for learning and development and getting the job and career you want.
Before applying for a job or position, it is important to understand your own skills, abilities, and competencies. Many jobs such as accounting, or engineering will also require recognised qualifications. Although many jobs can be found through contacts and ‘word of mouth’, there are many online websites that can be used for jobhunting. Here is a selection:
· www.indeed.co.uk
· www.monster.co.uk
· www.jobsite.co.uk
· www.totaljobs.com
· www.LinkedIn.com
Through using these websites, I found a suitable role that was well-aligned with my needs, skills, and competencies:  Payroll Assistant. See the role in Appendix B. I put in key search words in the www.indeed.co.uk website such as ‘payroll’, ‘part time’ and ‘Swansea’. This revealed several jobs and that shown in Appendix B was the best match. I applied online for the role after updating my CV and creating a cover letter. My CV can be seen in Appendix C, and my cover letter in Appendix D.
The job advert is a very useful document because it contains many key words that the recruiter is concerned with. The key words allow the job hunter to tailor their CV and cover letter the right way and make sure they are linked. The key words from the job advert such as ‘payroll’, ‘team worker’, and ‘PAYE’ can be found on my CV and in the cover letter.
The interview is a key part of getting a new role as Leanne (2004) states: ‘delivery is key—in terms of your résumé presentation, and in terms of your interactions with the interviewer before, during, and after the interview’. With this in mind, this assignment will now reflect on a past interview that I had. I will use the Gibbs reflective cycle to reflect upon the process.
[image: ]
Figure 1: Gibbs' reflective cycle. Reproduced from www.emeraldworks.com

The Reflection Model comes from Gibbs (1988) who developed a Reflective Cycle that covers 6 stages and provides a structure to learn from experiences. This cycle offers a framework for analysing experiences, can be applied in different situations and given its cyclic nature it works well for repeated experiences, allowing you to learn and plan from things that have good results or not. These are the steps, and you can apply different questions to answer them in the best way suit to your experience:
1. Description of the experience
2. Feelings and thoughts about the experience
3. Evaluation of the experience, both good and bad
4. Analysis to make sense of the situation
5. Conclusion about what you learned and what you could have done differently 
6. Action plan for how you would deal with similar situations in the future, or general changes you might find appropriate.
[bookmark: _Toc58776103]3.1 Description
Months ago, I had an interview for a part time payroll administrator role at a small company in Swansea. It was my first interview in the UK. I applied for it using www.indeed.co.uk. Although I got to the interview stage, I was not successful in getting the role.
[bookmark: _Toc58776104]3.2 Feelings
Before the interview I was feeling nervous and slightly anxious, but this is common for most people before interviews. I was keen to get the role as it would be my first step on the employment ladder in the UK. I felt confident that I had the abilities to perform the role, but less confident about my experience in U.K at the time.
[bookmark: _Toc58776105]3.3 Evaluation
The positive part of the experience was that I quickly felt relaxed by the interviewer, and it was a good experience to have regardless if I was successful or not. I found several technical questions difficult to answer, and sometimes had problems trying to express myself in English.
[bookmark: _Toc58776106]3.4 Analysis
Reflecting on the situation later, I think overall it was a good experience to have, although it was not a successful outcome. I think I could have studied more about the specifics of payroll and the technical terminology. It is possible I did not consider this as I did not receive any coaching or mentoring from anyone regarding job applications, and it had already been 21 years since I last had an interview in Chile.
[bookmark: _Toc58776107]3.5 Conclusion
I learned that I need to plan the process more in the future, in terms of the job advert, my CV, and preparing for an interview situation where I must answer technical questions in English.
[bookmark: _Toc58776108]3.6 Action Plan
The next time I have an interview, I plan to select specific jobs that match my skills and competencies, applying with a tailored CV using the job advert keywords, and prepare much better for the interview.
[bookmark: _Toc58776109]Conclusion
In this assignment, I identified personal development needs for two people in terms of learning styles, barriers to learning, and how they can be overcome. I analysed self-development and support mechanisms to ensure the PDPs could be successful. Development plans were prepared, and I investigated a method to monitor them. Finally, I looked at the recruitment process and applied for a payroll assistant role by preparing a CV and cover letter. To conclude, I self-reflected on a past interview using the Gibbs Model.
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[bookmark: _Toc58776111]Appendix A - VARK questionnaire 
Jessica Valdivia
Top of Form
I want to assemble a wooden table that came in parts (kitset). I would learn best from:
watching a video of a person assembling a similar table.
advice from someone who has done it before.
diagrams showing each stage of the assembly.
written instructions that came with the parts for the table.
I want to learn to do something new on a computer. I would:
read the written instructions that came with the program.
start using it and learn by trial and error.
talk with people who know about the program.
follow the diagrams in a book.
When learning from the Internet I like:
audio channels where I can listen to podcasts or interviews.
interesting design and visual features.
interesting written descriptions, lists and explanations.
videos showing how to do or make things.
When I am learning I:
like to talk things through.
use examples and applications.
see patterns in things.
read books, articles and handouts.
A website has a video showing how to make a special graph or chart. There is a person speaking, some lists and words describing what to do and some diagrams. I would learn most from:
seeing the diagrams.
reading the words.
watching the actions.
listening.
I want to learn how to take better photos. I would:
ask questions and talk about the camera and its features.
use the written instructions about what to do.
use examples of good and poor photos showing how to improve them.
use diagrams showing the camera and what each part does.
I want to find out about a house or an apartment. Before visiting it I would want:
to view a video of the property.
a plan showing the rooms and a map of the area.
a printed description of the rooms and features.
a discussion with the owner.
I want to learn how to play a new board game or card game. I would:
read the instructions.
use the diagrams that explain the various stages, moves and strategies in the game.
watch others play the game before joining in.
listen to somebody explaining it and ask questions.
I have finished a competition or test and I would like some feedback. I would like to have feedback:
from somebody who talks it through with me.
using graphs showing what I achieved.
using a written description of my results.
using examples from what I have done.
I have a problem with my heart. I would prefer that the doctor:
used a plastic model to show me what was wrong.
described what was wrong.
gave me something to read to explain what was wrong.
showed me a diagram of what was wrong.
I want to find out more about a tour that I am going on. I would:
look at details about the highlights and activities on the tour.
talk with the person who planned the tour or others who are going on the tour.
use a map and see where the places are.
read about the tour on the itinerary.
When choosing a career or area of study, these are important for me:
Using words well in written communications.
Working with designs, maps or charts.
Applying my knowledge in real situations.
Communicating with others through discussion.
I want to learn about a new project. I would ask for:
an opportunity to discuss the project.
examples where the project has been used successfully.
diagrams to show the project stages with charts of benefits and costs.
a written report describing the main features of the project.
I need to find the way to a shop that a friend has recommended. I would:
find out where the shop is in relation to somewhere I know.
ask my friend to tell me the directions.
use a map.
write down the street directions I need to remember.
I want to save more money and to decide between a range of options. I would:
read a print brochure that describes the options in detail.
talk with an expert about the options.
use graphs showing different options for different time periods.
consider examples of each option using my financial information.
I prefer a presenter or a teacher who uses:
demonstrations, models or practical sessions.
handouts, books, or readings.
diagrams, charts, maps or graphs.
question and answer, talk, group discussion, or guest speakers.
Your scores were:
· Visual 3
· Aural 9
· Read/Write 10
· Kinesthetic 6

Your learning preference: Multimodal (VARK)

Jamie Borley
[image: ]

[bookmark: _Toc503452307][bookmark: _Toc58776112]Honey & Mumford’s Learning Styles Questionnaire 
Jessica Valdivia
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Jamie Borley
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What did you do?
What did other people do?
What was the result of this situation?

Next, encourage him to talk about what he thought
and felt during the experience. At this stage, avoid
commenting or challenging.

Use questions like these to guide the discussion:

«  Whatdid you feel before this
situation happened?
What did you feel while this situation was
taking place?
What do you think other people felt during
this situation?
What did you feel after this situation?
What are your emotions now?
What do you think other people feel about this
situation now?
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No.  Statements  Put Y or N  

1  I have strong beliefs about what is right and wrong, good and bad.    Y  

2  I  often ‘throw caution to the wind’.    N  

3  I tend to solve problems using a step - by - step approach, avoiding any ‘flights of  fancy’.    Y  

4  I believe that formal procedures and policies cramp people’s style.    N  

5  I have a reputation for having a  no - nonsense, ‘call a spade a spade’ style.    N  

6  I often find that actions based on ‘gut feeling’ are as sound as those based on  careful thought and analysis.  N  

7  I like to do the sort of work where I have time to ‘leave no stone unturned’.    Y  

8  I  regularly question people about their basic assumptions.    N  

9  What matters most is whether something works in practice.    Y  

10  I actively seek out new experiences.    Y  

11  When I hear about a new idea or approach I immediately start working out how  to  apply it in practice.  Y  

12  I am keen on self - discipline such as watching my diet, taking  regular exercise,  sticking to a fixed routine etc.  Y  

13  I take pride in doing a thorough job.    Y  

14  I get on best with logical, analytical people and less well  with spontaneous,  ‘irrational’ people.  Y  

15  I take care over the interpretation of data available to me and avoid jumping to  conclusions.  Y  

16  I like to reach a decision carefully after weighing up many alternatives.    Y  

17  I’m attracted to novel,  unusual ideas than to practical ones.    N  

18  I don’t like ‘loose - ends’ and prefer to fit things into a coherent pattern.    Y  

19  I accept and stick to laid down procedures and policies so long as I regard them  as an efficient way of getting the job  done.  Y  

20  I like to relate my actions to a general principle.    Y  

21  In discussions, I like to get straight to the point.    Y  

22  I tend to have distant, rather formal relationships with people at work.    N  

23  I thrive on the challenge of tackling  something new and different.    N  

24  I enjoy fun - loving spontaneous people.    Y  

25  I pay meticulous attention to detail before coming to a conclusion.    N  

26  I find it difficult to come up with wild, ‘off - the - top - of - the - head’ ideas.    N  

27  I don’t  believe in wasting time by ‘beating about the bush’.    N  
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28  I am careful not to jump to conclusions too quickly.    N  

29    I   prefer to have as many sources of information as possible, the more data to  mull over the better.  Y  

30  Flippant people who  don’t take things seriously enough usually irritate me.    Y  

31  I listen to other people’s point of view before putting my own forward.    Y  

32  I tend to be open about how I’m feeling.    Y  

33  In discussions, I enjoy watching the manoe u v e rings of the  other participants.    N  

34  I prefer to respond to events on a spontaneous, flexible basis rather than plan  things out in advance.  Y  

35  I tend to be attracted to techniques such as network analysis, flow charts,  branching programmes,  contingency planning etc.  N  

36  It worries me if I have to rush out a piece of work to meet a tight deadline.    Y  

37  I tend to judge people’s ideas on their practical merits.    N  

38  Quiet, thoughtful people tend to make me feel uneasy.    Y  

39  I often  get irritated by people who want to rush headlong into things.    Y  

40  It is more important to enjoy the present moment than to think about the past or  the future.  Y  

41  I think that decisions based on a thorough analysis of all information are  sounder than those based on intuition.  Y  

42  I tend to be a perfectionist.    N  

43  In discussions, I usually pitch in with lots of ‘off the top of the head’ ideas.    Y  

44  In meetings, I put forward practical realistic ideas.    Y  

45  More often than not,  rules are there to be broken.    N  

46  I prefer to stand back from a situation and consider all the perspectives.    Y  

47  I can often see inconsistencies and weaknesses in other people’s arguments.    Y  

48  On balance, I talk more than I listen.    Y  

49  I can  often see better, more practical ways to get things done.    Y  

50  I think written reports should be short, punchy and to the point.    N  

51  I believe that rational, logical thinking should win the day.    N  

52  I tend to discuss specific things with  people rather than engaging in ‘small talk’.    Y  

53  I like people who have both feet firmly on the ground.    N  

54  In discussions, I get impatient with irrelevancies and ‘red herrings’.    Y  

55  If I have a report to write I tend to produce lots of  drafts before settling on the  final version.  Y  

56  I am keen to try things out to see if they work in practice.    Y  

57  I am keen to reach answers via a logical approach.    Y  
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58  I enjoy being the one that talks a lot.    N  

59  In discussions, I often find I  am the realist, keeping people to the point and  avoiding ‘cloud nine’ speculations.  Y  

60  I like to ponder many alternatives before making up my mind.    Y  

61  In discussions with people I often find I am the most dispassionate and  objective.    N  

62  In  discussions I’m more likely to adopt a ‘low profile’ than to take the lead and  do most of the talking.  Y  

63  I like to be able to relate current actions to a longer - term bigger picture.    Y  

64  When things go wrong I am happy to shrug it off and ‘put it  down to experience’.    Y  

65  I tend to reject wild, ‘off - the - top - of - the - head’ ideas as being impractical.    N  

66  It’s best to ‘look before you leap’.    Y  

67  On balance, I do the listening rather than the talking.    Y  

68  I tend to be tough on people who  find it difficult to adopt a logical approach.    N  

69  Most times I believe the end justifies the means.    Y  

70  I don’t mind hurting people’s feelings so long as the job gets done.    N  

71  I find the formality of having specific objectives and plans  stifling.    N  

72  I’m usually the ‘life and soul’ of the party.    Y  

73  I do whatever is expected to get the job done.    Y  

74  I quickly get bored with methodical, detailed work.    Y  

75  I am keen on exploring the basic assumptions, principles and  theories  underpinning things and events.  Y  

76  I’m always interested to find out what other people think.    N  

77  I like meetings to be run methodically, sticking to the agenda etc.    Y  

78  I steer clear of subjective or ambiguous topics.    Y  

79  I enjoy  the drama and excitement of a crisis situation.    N  

80  People often find me insensitive to their feelings.    N  
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2   N  7   Y     1  1   Y      1  5   N  

4   N  13   Y     1  3   Y      1  9   Y     1  

6   N  15   Y     1  8   N  11   Y     1  

10   Y      1  16   Y     1  12   Y      1  19   Y      1  

17   N  25   N  14   Y      1  21   Y     1  

23   N  28   N  18   Y      1  27   N  

24   Y       1  29   Y      1  20   Y      1  35   N  

32   Y      1  31   Y      1   22   N  37   N  

34   Y     1  33   N  26   N  44   Y      1  

38   Y     1  36   Y     1  30   Y      1  49   Y      1  

40   Y     1  39   Y      1  42   N  50   N  

43   Y     1  41   Y      1  47   Y      1  53   N  

45   N   46   Y      1  51   N  54   Y      1  

48   Y     1  52   Y     1  57   Y     1  56   Y      1  

58   N  55   Y     1   61   N  59   Y      1  

64   Y     1  60   Y     1  63   Y      1  65   N  

71   N  62   Y      1  68   N  69   Y      1  

72   Y     1  66   Y     1  75   Y     1  70   N  

74   Y     1  67   Y     1  77   Y     1  73    Y      1  

79   N  76   N  78   Y     1  80   N  

Total   Y   11  Total   Y   16  Total   Y   13  Total   Y   11  

ACTIVIST  REFLECTOR  THEORIST  PRAGMATIST  
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No.  Statements  Put Y or N  

1  I have strong beliefs about what is right and wrong, good and bad.  Y  

2  I often ‘throw caution to the wind’.  N  

3  I tend to solve problems using a step - by - step approach, avoiding any  ‘flights of fancy’.  Y  

4  I believe that formal procedures and policies cramp people’s style.  N  

5  I have a reputation for having a no - nonsense, ‘call a spade a spade’  style.  N  

6  I often find that actions based on ‘gut feeling’ are as sound as those  based on careful thought and analysis.  N  

7  I like to do the sort of work where I have time to ‘leave no stone  unturned’.  Y  

8  I regularly question people about their basic assumptions.  Y  

9  What matters most is whether something works in practice.  Y  

10  I actively seek out new experiences.  Y  

11  When I hear about a new idea or approach I immediately start working  out how to apply it in practice.  Y  

12  I am keen on self - discipline such as watching my diet, taking     regular  exercise, sticking to a fixed routine etc.  Y  

13  I take pride in doing a thor ough job.  Y  

14  I get on best with logical, analytical people and less well with  spontaneous, ‘irrational’ people.  Y  

15  I take care over the interpretation of data available to me and avoid  jumping to conclusions.  Y  

16  I like to reach a decision carefull y after weighing up many alternatives.  Y  

17  I’m attracted to novel, unusual ideas than to practical ones.  N  

18  I don’t like ‘loose - ends’ and prefer to fit things into a coherent pattern.  Y  

19  I accept and stick to laid down procedures and policies so long as I  regard them as an efficient way of getting the job done.  Y  

20  I like to relate my actions to a general principle.  Y  

21  In discussions, I like to get straight to the point.  Y  

22  I tend  to have distant, rather formal relationships with people at work.  Y  

23  I thrive on the challenge of tackling something new and different.  Y  

24  I enjoy fun - loving spontaneous people.  Y  
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25  I p ay meticulous attention to detail before coming to a conclusion.  Y  

26  I find it difficult to come up with wild, ‘off - the - top - of - the - head’ ideas.  Y  

27  I  don’t believe in wasting time by ‘beating about the bush’.  Y  

28  I am careful not to jump to conclusions too quickly.  Y  

29  I   prefer to have as many sources of information as possible, the more data to  mull over the better.  Y  

30  Flippant people who don’t  take things seriously enough usually irritate me.  Y  

31  I listen to other people’s point of view before putting my own forward.  Y  

32  I tend to be open about how I’m feeling.  N  

33  In  discussions, I enjoy watching the manoeuverings of the other participants.  Y  

34  I prefer to respond to events on a spontaneous, flexible basis rather than plan  things out in advance.  N  

35  I tend to be attracted to techniques such as network analysis, flo w charts,  branching programmes, contingency planning etc.  Y  

36  It worries me if I have to rush out a piece of work to meet a tight deadline.  Y  

37  I tend to judge people’s ideas on their practical merits.  Y  

38  Quiet,  thoughtful people tend to make me feel uneasy.  N  

39  I often get irritated by people who want to rush headlong into things.  N  

40  It is more important to enjoy the  present moment than to think about the past or  the future.  N  

41  I think that decisions based on a thorough analysis of all information are  sounder than those based on intuition.  Y  

42  I tend to be a perfectionist.  Y  

43  In discussions, I usually pitch in  with lots of ‘off the top of the head’ ideas.  N  

44  In meetings, I put forward practical realistic ideas.  Y  

45  More often than not, rules are there to be broken.  N  

46  I  prefer to stand back from a situation and consider all the perspectives.  Y  

47  I can often see inconsistencies and weaknesses in other people’s arguments.  Y  

48  On balance, I talk more than I listen.  N  

49  I can often see better, more practical ways to get   things done.  Y  
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50  I think written reports should be short, punchy and to the point.  Y  

51  I believe that rational, logical thinking should win the day.  Y  

52  I tend to discuss specific things with  people rather than engaging in ‘small talk’.  N  

53  I like people who have both feet firmly on the ground.  Y  

54  In discussions, I get impatient with irrelevancies and ‘red herrings’.  Y  

55  If I have a report to write I tend to produce lots of drafts before   settling on the  final version.  Y  

56  I am keen to try things out to see if they work in practice.  Y  

57  I am keen to reach answers via a logical approach.  Y  

58  I enjoy being the one that talks a lot.  N  

59  In discussions, I often find I am the realist, keeping people to the point and  avoiding ‘cloud nine’ speculations.  N  

60  I like to ponder many alternatives before making up my mind.  Y  

61  In discussions with people I often  find I am the most dispassionate and  objective.  N  

62  In discussions I’m more likely to adopt a ‘low profile’ than to take the lead and  do most of the talking.  Y  

63  I like to be able to relate current actions to a longer - term bigger picture.  Y  

64  When th ings go wrong I am happy to shrug it off and ‘put it down to experience’.  Y  

65  I tend to reject wild, ‘off - the - top - of - the - head’ ideas as being impractical.  N  

66  It’s best to ‘look before you leap’.  Y  

67  On  balance, I do the listening rather than the talking.  Y  

68  I tend to be tough on people who find it difficult to adopt a logical approach.  N  

69  Most times I believe the end justifies the means.  Y  

70  I don’t mind hurting people’s feelings so long as the j ob gets done.  N  

71  I find the formality of having specific objectives and plans stifling.  N  

72  I’m usually the ‘life and soul’ of the party.  N  

73  I do whatever is expected to get the job done.  Y  

74  I  quickly get bored with methodical, detailed work.  N  

75  I am keen on exploring the basic assumptions, principles and theories  underpinning things and events.  Y  

76  I’m always interested to find out what other people think.  Y  
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77  I like meetings to be run m ethodically, sticking to the agenda etc.  Y  

78  I steer clear of subjective or ambiguous topics.  Y  

79  I enjoy the drama and excitement of a crisis situation.  N  

80  People  often find me insensitive to their feelings.  N  
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2  7Y  1 Y  5  

4  13Y  3 Y  9Y  

6  15Y  8Y  11Y  

10Y  16Y  12Y  19Y  

17  25Y  14Y  21Y  

23Y  28Y  18Y  27Y  

24Y  29Y  20Y  35Y  

32  31Y  22Y  37Y  

34  33Y  26Y  44Y  

38  36Y  30Y  49Y  

40  39  42Y  50Y  

43  41Y  47Y  53Y  

45  46Y  51Y  54Y  

48  52  57Y  56Y  

58  55Y  61  59  

64Y  60Y  63Y  65  

71  62Y  68  69Y  

72  66Y  75Y  70  

74  67Y  77Y  73Y  

79  76Y  78Y  80  

Total Y     4  Total Y      17  Total Y      18  Total Y        15  

ACTIVIST  REFLECTOR  THEORIST  PRAGMATIST  
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Payroll Assistant
Morgan Hemp & Co Limited - Swansea
Part-time

Apply On Company Site 9~

Morgan Hemp is currently recruiting for a payroll administrator to join our
expanding payroll department.

Responsibilities include:
« Input hours/ hourly rates/ salaries into sage payroll.
« Input sickness, maternity and other statutory payments.
« Reconcile PAYE payments.
« Submit payroll information to HMRC.
« Submit pension details to pension provider.

« Submit CIS payments to HMRC.

General day to day payroll enquiries.
The ideal candidate will be able to demonstrate:

« 2years’ payroll experienc

Ability to work effectively in a team.

Proficiency in Microsoft Office - particularly Word, Excel and Outlook

Experience in Sage Payroll is preferred but not essential

Friendly and approachable with a good telephone manner

Hold a full UK driving licence is preferred but not essential.

Full training will be provided by our experienced team and external courses.
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Jessica Catherine   Valdivia Canales  Swansea SA1    

07576188846   

jessycath@yahoo.es   

http:/www.linkedin.com/in/jessica - valdivia - canales - 1b07191b/   

Twitter/Blog/Portfolio   

  D egree - qualified auditor accountant with over  f ourteen  years’ career experience in accountancy and  auditing at private firms and government institutions   in Chile . Experience and a practical background in  all aspects of accountancy and auditing with demonstrated skills in bankruptcy, taxation, bookkeeping,  inspection,   and reporting. I am now seeking a new, professional challenge   in a n   accountancy firm,   to  utilize   m y expertise with a modern and professional  organization   where I can use my drive,  enthusiasm,   and skills to develop a long term, successful career   in my passion  and  profession . Recently, I have received  accredited UK accountancy training to update myself i n the U.K standards. I hope to get the opportunity  to show my experience and hard work.   Recently,   I have been learning and using  Teams  for   the college and  university   studies.   Full driving license.   Skills  

   Attention to detail in dynamic, pressurized  enviro nments.      Organized and methodical.     Career professional development.      Integrity and responsibility.      Teamworking and relationship - building.      English and Spanish speaker.  

Experience   FEBRUARY 2020   –   PRESENT   Financial Accountant   (part time)   /   Assetivo Ltd,  Swansea .   Assetivo is a small  engineering consultancy , where I am   working  part time  doing  the accounts,  reconciliation,   and payroll   for  two   employee s , submitt ing   information to HMRC and the Pension Scheme  provider . I am using QuickBooks software.   APRIL 2016   –   AUGUST 2019   Sales Representative   /   Avon, U.K.   I worked  with   Avon  for more than 3 years  with  regular c ustomers , doing order s ,  returns,  deliveries and  payment s .  With my high sales growth , Avon   transfer red   me to the Leaders group  in  my last year. I finished  at  Avon because   I start ed   my studies in accountancy to get the British  standard qualifications.     MARCH 1999   –   MAY 200 9   Insolvency   Supervision   /   Minist ry   of Justice, Chile .   I am started this job as an Accountant Auditor  student , working  in the   Insolvency team  for the public  sector. My job consisted  of  audit ing   the  private  companies  in  b ankruptcy   -   d ealing with  lawyers, private  accountants,  and asset  auction s . After all the information I had to do a report with all the  obs ervations  found during the examination , the most important part of this it was of behalf the public interest , making  sure the employees received the right payment for the insolvency administration.  
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FEBRUARY 1999   –   MARCH 1995   Accountancy firm   /   Jose Rivas y   Asociados , Chile.   This firm was my first job after leaving  school, here my accounting experience began in working  directly   with private companies.  My job was  running the accountancy transactions into the accounting software,  running the VAT and payroll mo nthly for several   companies . Also ,   I carried out  the  Final  P reparation  S tatements and annual tax return s . I left   this job for new challenge in the public sector   because I was  studying my Auditor accountancy degree .   Education   SEPTEMBER  2019 -   PRESENT   Advanced  Diploma in Accounting (Level 3)   /   Gower  College, Swansea )     FEBRUARY   2020 - PRESENT   Leadership  & Management  CertHE   /   UWTSD, Swansea.     MAY 2017   Sage   50   Payroll   /   Pitman Training, Swansea.     APRIL 2017   Excel 2013   /   Pitman Training,  Swansea.   (Include  Microsoft Office 365)   FEBRU ARY -   MARCH   2017   Sage 50   Accounts   /  Pitman Training, Swansea.     SEPTEMBER 200 9   English  Level ( ESOL)   1,2,3    /  Neath College ,  Neath.     199 7 - 2003   A uditor Accountant   Degree   /  Universidad Tecnologica  Metropolitana, Chil e .   (Distinction)     1991 - 1994   Diploma  General  Accounting /   Blas Canas   School ,  Chile. (Distinction)  
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Activities   My main  daily  activities  are   managing the   house,  the children and the   school run . In terms of  extra  activities,   I focus on   wellbeing   and exercise. I spend time outdoors or at the  gym .   I enjoy riding my bike   and  taking nature  walk s .    I spend time on  education and  personal study and  I also believe strongly in  personal continuous improvement .   Reference     Emma Sanders, Lecture r   AAT  Gower College.  emma.sanders@gcs.ac.uk   Phone:  07730507909     Jamie Borley, Director, Assetivo.  jamieborley@assetivo.com   Phone: 07576 129861    
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PAYROLL ASSISTANT

MORGAN HEMP & CO
UMITED - swansEa  DEAR SIR/MADAM

201072020 1 am applying for the positon of partfime “Payroll Assistant” because |
‘am posiive that with my experience, teamworking, and can-do attude
can help your company with all s payrol challenges.

i janhemp.co.uk

Ibelieve 1 would b a great it for Morgan, Hemp & Co. because | have
the right blend of experience, afffude, and academic studies. My
general work experience can be found on my GV, buttincludes payrol,
pensions, accounts, auditing, final statement preparation, and tax
retums. | have an auditor accountant professional degree, AAT
‘Advanced Accounting Level 3, and curentl | am studying Leadership
‘& Management skilsfor the Workplace (CERTHE) partfime at UWTSD.
Inrecent years | 6id a Payroll Award at Pitman Training using Sage 50
Payrol.

Morgan, Hemp & Co. would be a great ft for me because itis 2 leading
‘accountancy fim that demands professionalism and great customer
senice. | thiive in team working environments with my friendly and
‘approachable personality and would be a perfect cultural it at the
company.

The role of payrol assistant interests me and the chance to work in a
friendly, team-aworking environment | would welcome the opporturity
for an interview and hope you would consider my applicaton for his
position n your firm. My preference s for a partfime role

Yours Sincerely,

Jessica Valdia Canales




