2

[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:
	Mina Akhtar

	Student Number:
	2501566

	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
Introduction	3
1.0 Identify learning styles for self and another	3
1.1 Development needs for self & another	4
1.2 Potential barriers to learning and Strategies for overcoming them	5
1.3 Development options	5
1.4 support mechanisms for the development of self & another	6
1.5 Plan of action	6
1.6 Monitor progress	8
1.7 Conclusion	8
Reflection on the Recruitment process	9
References	10
Appendix A Curriculum Vitae	11
Appendix B Continuous Professional Development Record	12





[bookmark: _1ci93xb][bookmark: _Toc213243672]Introduction
Continuous Professional Development (CPD) is an essential process that enables individuals to enhance their knowledge, skills, and professional competence throughout their career. In a rapidly changing workplace, ongoing development ensures that practitioners remain effective, responsive, and aligned with current industry standards. This assignment explores the concept and importance of CPD, highlighting how reflective practice, goal setting, and structured learning activities contribute to sustained professional growth. By evaluating my own strengths, areas for improvement, and future development needs, this report demonstrates how CPD supports both personal progression and improved performance within professional practice. Continuous Professional Development (CPD) refers to the ongoing process of maintaining, improving, and extending the knowledge, skills, and abilities needed to perform effectively in a professional role. It is a structured and intentional approach to learning that continues throughout a person’s career, rather than stopping once formal education or initial training is completed. A SWOT analysis is a structured planning tool used to evaluate an individual’s or organisation’s internal strengths and weaknesses alongside the external opportunities and threats that may influence development. In the context of Continuous Professional Development (CPD), a SWOT analysis helps professionals gain a clearer understanding of their current capabilities by identifying what they do well, where improvement is needed, and what external factors could enhance or hinder their growth. By assessing strengths, individuals can recognise existing skills and resources that support their career goals; by reflecting on weaknesses, they can pinpoint areas requiring targeted development. Opportunities highlight potential avenues for advancement, such as training, mentorship, or emerging industry trends, while threats draw attention to challenges such as increased competition, technological change, or organisational barriers. Overall, the SWOT model provides a comprehensive foundation for developing realistic and strategic CPD plans.
The SMART framework provides a systematic approach to goal setting by ensuring objectives are Specific, Measurable, Achievable, Relevant, and Time-bound. This model is widely used in professional development because it transforms broad intentions into clear, actionable steps that can be effectively tracked and evaluated. A specific goal removes ambiguity by clearly defining what needs to be accomplished, while measurable criteria enable progress to be monitored and assessed objectively. Ensuring that goals are achievable maintains motivation and realism, while relevance ensures alignment with personal aspirations, role requirements, or organisational priorities. The inclusion of a time-bound element creates a sense of urgency and structure, encouraging consistent progress and reflection. In CPD, SMART goals help individuals plan targeted development activities, evaluate outcomes objectively, and maintain accountability throughout their learning journey. The GO MAD (Goal-Oriented Method of Analysis and Decision-making) model is an action-focused framework designed to support effective problem-solving, planning, and decision-making within professional development. The model encourages individuals to begin by clearly defining their goal and gaining an accurate understanding of their current situation, which provides a realistic foundation for planning. It then guides users through generating a range of possible actions, evaluating these options, and selecting the most appropriate strategies for achieving their objectives. By emphasising structured analysis and practical decision-making, GO MAD helps individuals convert intentions into concrete steps that lead to measurable progress. The model concludes with implementation and review stages, which promote accountability, learning from experience, and continuous improvement. Within CPD, the GO MAD approach ensures that development activities are purposeful, structured, and aligned with long-term professional growth.
1.0 [bookmark: _3whwml4][bookmark: _Toc213243673]Identify learning styles for self and another 
As a Kinesthetic learner, I understand information best when I am physically engaged in the learning process. I rely heavily on movement, hands on activities and real world experiences to retain and apply new concepts. Instead of simply listening to instructions or reading lengthy explanations I learn more effectively when I can actively participate whether that means experimenting, building, practicing or using objects to explore ideas. When I can touch, manipulate or physically interact with learning materials, the content becomes much clearer and more meaningful to me. I also find that I concentrate better when I am not required to sit still for long periods. Incorporating movement, such as walking while thinking or using gestures to explain ideas, helps me stay focused and increases my understanding. I tend to remember information by linking it to actions or physical experiences rather than abstract theory. Because of this, I benefit from practical demonstrations, simulations, role-playing activities, and tasks that involve doing rather than just observing. In group settings or classroom environments, I learn best when I am allowed to take an active role, such as participating in projects, problem-solving activities, or interactive discussions. I am also more engaged when tasks feel authentic or connected to real-life situations. Overall, my kinesthetic learning style means that I thrive in environments where I can move, touch, create, and directly experience the material. These methods not only support my understanding but also help me retain information more effectively and apply it confidently in real-world contexts.
The other person I observed shows clear characteristics of a kinesthetic learner. They learn best when they can physically engage with the material rather than only reading or listening to explanations. This person prefers hands-on activities, practical demonstrations, and tasks that allow them to move, build, or manipulate objects. They often express that they understand things more clearly when they can “try it themselves” instead of watching someone else do it. During learning activities, they tend to become more focused and motivated when they are actively involved, such as through experiments, role-playing, or real-world practice. Sitting still for long periods can be challenging for them, and they naturally incorporate movement—like standing, pacing, or using gestures—when thinking or explaining ideas. They also remember information more effectively when it is connected to a physical action or experience. Overall, this person’s learning style is strongly kinesthetic, and they benefit most from learning environments that include physical activity, hands-on tasks, and opportunities to apply concepts in practical ways.
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1.1 Development needs for self & another
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SWOT Person 1


	
STRENGTHS

I stay motivated and committed to my goals.
I communicate effectively and work well with others
	
WEAKNESSES

I can become overwhelmed when tasks build up.
I take longer to adjust when expectations are unclear

	
OPPORTUNITIES

Setting personal goals to continue improving academically and personally.
Ability to build new study habits and use helpful learning tools.
	
THREATS

Unexpected challenges or personal responsibilities interfering with progress.
Stress and time limitations affecting focus and motivation.



	
SWOT Person 2


	
STRENGTHS
Shows strong problem-solving skills and adapts well in real-life situations.
Highly motivated when tasks are interactive or physically involved.
	
WEAKNESSES
Can become easily distracted in quiet or passive learning environments.
May rely too much on physical activity and find theoretical work challenging.

	
OPPORTUNITIES
Can build confidence by applying learning in real-world settings.
Opportunity to develop strong practical skills useful for future careers.
	
THREATS
Stress or frustration may occur if learning environments do not match their style.
Lack of hands-on opportunities may limit engagement or progress.



Gap Analysis person 1 
	Current state 
			Analysis
	Desired (future) state

	Avoids confrontation 
	Attend confidence training and practice handling small disagreements 
	Can address issues calmly and professionally when needed

	Losing concentration 
	Remove distractions and take short breaks to refocus
	Be able to stay focused and manage my time effectively

	Not having a driving license
	Pass driving theory and book driving lessons
	I can travel independently when needed to



Gap Analysis person 2 
	Current state
	Analysis 
	Desired (future) state

	Being kind to people 
	Develop assertive skills
	Be confident to say no to people

	Being organised 
	Prepare daily routine in advance
	Have a stable routine

	Avoiding confrontation
	Learning to put my own needs before others
	People respect my boundaries 


[bookmark: _1pxezwc][bookmark: _Toc213243675]1.2 Potential barriers to learning and Strategies for overcoming them
	Category
	Potential Barriers
	Strategies to overcome

	Cognitive / skills 
	Limited prior knowledge 
Difficulty understanding concepts
Poor retention 
Troubling applying theory
	Break learning into smaller steps 
Use visuals and hands on practice
Space repetition and quizzes

	Motivation & Mindset
	Lack of interest
Low confidence
Fear of failure
Fixed mindset
	Link learning to personal goals
Celebrate small wins
Promote growth mindset
Self achievable milestones

	Learning Style & Accessibility
	Teaching methods not suitable
Neurodiversity needs
Sensory or physical challenges
	Offer materials in multiple formats
Use UDL principles
Provide assistive tools or accommodations
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	Development Options
	Description 
	Examples 
	Benefits 

	On-the-Job Learning
	Learning by performing real tasks in the workplace
	Job shadowing, task rotation, stretch assignments, project work
	Builds practical skills, highly relevant, cost-effective

	Formal Training
	Structured learning delivered in classrooms or online.
	Workshops, seminars, e-learning, certification courses
	Builds theoretical knowledge, provides recognised qualifications

	Self-Directed Learning
	Independent learning chosen by the individual.
	Reading, tutorials, research, personal study
	Flexible, promotes ownership of learning



[bookmark: _3o7alnk][bookmark: _Toc213243677][bookmark: _23ckvvd]1.4 support mechanisms for the development of self & another
	Support Mechanism 
	For Self
	For Another 

	Training & Professional Development
	Attending courses, workshops, and gaining qualifications
	Recommending or delivering training sessions, arranging development opportunities

	Performance Reviews & Appraisals
	Identifying strengths and development needs through appraisals; setting personal goals
	Conducting reviews, setting targets, and supporting progress

	Feedback (Formal & Informal)
	Seeking feedback to improve skills and performance
	Giving timely, specific, and constructive feedback to guide improvement



[bookmark: _Toc213243678]1.5 Plan of action
[bookmark: _ihv636]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

	Improve time management and organisation

	Create a weekly planner and schedule social media posts
	Calendar app, reminders, planner notebook
	Review weekly schedule every Sunday
	May 2026

	Increase confidence in promoting my business
	Post more photos and videos on social media
	Support from friends and family
	Track number of posts and customer engagement
	June 2026

	Learn embroidery skills to expand product range
	Buy an embroidery machine and watch tutorials
	Embroidery machine and YouTube
	Complete practice designs and customer feedback
	November 2026



Personal Objectives
	Short Term Goals (next 12 months)

	Improve organisation and time management
Build confidence in promoting my business online
Increase customer engagement and sales through regular social media activity


	Medium Term Goals (2-3 years)

	Expand product range with embroidery designs
Build a stronger customer base with repeat orders


	Long Term Goals (3-5 years)

	Grow my business enough to work full time and possibly employ staff
Attend craft fairs and stalls to promote my 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

	Build stronger interpersonal / teamwork skills
	Participate actively in team discussions
	Role-modelling from mentor
	Improved collaboration in group tasks
	January 2026

	Gain confidence in completing specific tasks
	Take on tasks gradually with increasing responsibility
	Encouragement and ongoing feedback
	Increased confidence reported by them
	June 2026

	Improve ability to work independently
	Plan and organise own workload
	Regular check-ins with mentor
	Meeting deadlines
	March 2026


Personal Objectives
	Short Term Goals (next 12 months)

	Improve confidence and competence in daily tasks by practising skills regularly and seeking guidance when needed.
Practice clear communication by participating in team discussions and seeking feedback weekly.

	Medium Term Goals (2-3 years)

	Work independently with minimal supervision, applying new skills consistently and managing workload more effectively.
Use improved communication skills to collaborate more effectively and manage small tasks or interactions independently

	Long Term Goals (3-5 years)

	Demonstrate full proficiency in the role, contribute confidently to team tasks, and take on increased responsibility or leadership opportunities.
Become a confident communicator capable of leading discussions, training others, or presenting information.



[bookmark: _32hioqz][bookmark: _Toc213243679]1.6 Monitor progress
Follow the CPD cycle use a structured process that involves planning, action, review and reflection to manage and track your development. Regularly review and reflect, take time to evaluate the effectiveness of your learning strategies and consider what you’ve learnt and how you’ve grown from it. Seek accountability, ask a supervisor, mentor, or trusted colleague to hold you accountable through formal reports or informal check ins. Perform self assessments, use tools like SWOT analysis to assess your strengths and weaknesses in relation to your professional goals. Keep a detailed record of all your learning activities, including the date, the type of activity, the skills or knowledge gained, and the time spent. You can also upload certificates and other evidence. Use a framework like the CPD cycle to manage your learning journey. Keep a detailed record of all learning activities, including what you learned and how you applied it. Map out required skills against your current profile to identify gaps and track progress toward filling them. Use the SMART framework to set clear objectives and track your progress toward them. Utilize goal tracking applications or other digital platforms to stay organised and monitor your development. 
[bookmark: _Toc213243680]
1.7 Conclusion
Continuous Professional Development is an ongoing, proactive process that enables individuals to grow in knowledge, skills, and professional confidence. Through regular reflection, targeted goal setting, and engagement in learning opportunities, CPD supports both personal effectiveness and improved performance within the workplace. It encourages adaptability in a changing environment and promotes a commitment to lifelong learning. By taking responsibility for my own development—identifying strengths, addressing areas for improvement, and seeking meaningful support—I am better equipped to contribute positively to my role and to the wider team. Moving forward, I will continue to review my progress, refine my objectives, and pursue further learning to ensure sustained professional growth and high-quality practice.
CPD plays an important role in career development. It enables individuals to explore new areas of interest, expand their responsibilities, and prepare for future opportunities. By actively engaging in learning, professionals take ownership of their career pathways and broaden their potential for advancement. In conclusion, Continuous Professional Development is an essential foundation for sustained growth, improved practice, and long-term success. By remaining committed to lifelong learning, consistently reflecting on personal progress, and embracing new opportunities for development, professionals can ensure they remain effective, motivated, and capable in their roles. Moving forward, I will continue to prioritise CPD, evaluate my strengths and areas for improvement, and seek meaningful opportunities to enhance both my personal and professional capabilities.
[bookmark: _Toc213243681]Reflection on the Recruitment process
Reflecting on the recruitment process has provided valuable insights into both the strengths and challenges involved in selecting the right person for a role. Recruitment is far more than simply reviewing applications; it requires careful planning, clear communication, and a structured approach to ensure fairness and consistency. Through this reflection, I have gained a deeper understanding of how important it is to balance organisational needs with a positive candidate experience. Creating an accurate job description and person specification ensures that expectations are transparent and aligned with the skills and qualities required. This preparation also helps avoid bias by establishing clear criteria against which all candidates can be assessed consistently. During the shortlisting stage, I recognised the need for objectivity and attention to detail. Evaluating applications against specific criteria helped ensure fairness and supported evidence-based decision-making. I also realised how crucial it is to remain open-minded, as applicants may demonstrate transferable skills or experiences that are not immediately obvious. In the interviewing stage, I became more aware of the importance of building rapport with candidates and creating an environment where they feel comfortable to share their strengths. Using structured, competency-based questions helped guide the conversation and ensured that each candidate was evaluated equally. Reflecting on this, I learned the value of active listening, asking follow-up questions, and being mindful of non-verbal communication—both mine and the candidates.
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Appendix A Curriculum Vitae
CV 
Mina Akhtar
	135 Penlan Crescent, Uplands, SA2 0RJ


🕽 Mobile: 07354 694878
                                                              Email: Xxmina_786@outlook.com
Profile
I am a keen, hardworking individual. I am an enthusiastic person who is able to get the job done on time and to the best of my knowledge. I work well as a group or as an individual. I will go above and beyond to make sure the company keeps its reputation by providing a great service.  

Key Skills
1. Experienced in Childcare 
1. Trustworthy and reliable
1. Excellent communication skills
1. Eager and willing to accept new responsibilities and learn new skills

Work Experience                                                 
Sales Assistant 				Superdrug 			Apr 2024 – Jan 2025                                

1. Superdrug Stores plc is a health and beauty retailer in the United Kingdom, and the second largest behind Boots UK.
1. Superdrug provides a huge range of beauty and health services and the very best in patient care.
1. Our purpose is to be the best for everyday and accessible beauty. We are totally committed to bringing innovation and the latest styles and trends to the high street at fantastic prices.
1. Providing great customer service and giving the best service 

Sales Assistant (Christmas temp) 		Boots 				Oct 2023 - Dec 2023

1. Greeting and directing customers, providing accurate information 
1. Ensuring that all customers receive a excellent service through direct salesmanship and prompt service
1. Assisting customers with purchase decisions
1. Ensure high levels of customer satisfaction through excellent sales service 

Nursery Nurse 			Flowers day nursery 			Nov 2022 - Sep 2023

1. NDNA Welsh Day Nursery of the year 2013/2014 
1. Exceptional team of fully qualified and experienced childcare professionals  
1. understand different cultures that makeup society and learning through play are two core belief of  The Flowers 
1. qualified staff deliver the Early Years Learning Years curriculum to children aged 3-4 years helping to ease them gently into school life

 Nursery Assistant                        Abacus day nursery & pre - school 	      June 2021 - May 2022

1. The only setting in Swansea to have won the ‘seal of excellence award’ for the quality of care 
1. To support individual children and groups, under the direction of the class teacher/authorities and using a range of strategies to support all children in their learning
1. Maintain and complete nursery paperwork (medicine checks, sleeping times, accident forms etc)
1. To communicate and maintain effective relationships with colleagues and parents and other professionals

Nursery assistant                                   Howard Nursery            January 2019 – June 2019

1. Plan activities like arts, crafts and music
1. Take part in singing, role play and storytelling
1. Sensitivity and understanding 
1. Feed and change babies
1. Observe children and make notes to write reports
Education & Training
Hopwood Hall College                                                                         September 2017 – June 2019

1. Childcare                                                                                      Level 2
1. Health & Social Care                                                                  Level 1

Falinge Park High School                                                                     September 2012 – July 2017 

GCSE – Maths, English, Science, Health & Social, IT Skills, Food Technology and R.E. 

Interests & Hobbies
I enjoy spending time with family and friends and also enjoy socialising.

References
References available on request
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Appendix B Continuous Professional Development Record

	Continuous Professional Development Plan – Mina Aktar

	
	
	
	
	
	

	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

	Childcare Level 2
	
	2017
	1 year
	Completed 
	Hopwood Hall college

	Health & Social Care Level 1
	
	2018
	1 year
	Completed
	Hopwood Hall College
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