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Identifying development needs


Identifying development needs is a key part of personal and professional growth. Development needs refer to the gaps between an individual’s current abilities and the skills or knowledge required to perform effectively in a role. These needs can be recognised through self-reflection, performance reviews, feedback from others, and comparing current competencies with job requirements (Armstrong & Taylor, 2020). Once development needs are identified, understanding individual learning styles can help design effective learning and development plans.
[bookmark: _Int_V2PWwvwM]Learning styles describe how people prefer to receive, process, and retain information. According to the VARK model, individuals typically learn through one or more of four modes: 
Visual,Auditory,Reading/Writing, and Kinaesthetic (Fleming & Mills, 1992). Knowing one’s learning style helps tailor development activities for maximum engagement and effectiveness.
[bookmark: _1ci93xb][bookmark: _Toc181632613]
Section 1: Know how to identify development needs.
1.Identify development needs.
Development needs are the skills, knowledge, or behaviours a person must improve or learn to perform their job effectively or progress in their career.
To identify these needs, you often start by:
Reviewing performance or feedback reports
Comparing current skills against required competencies
Reflecting on personal strengths and weaknesses
Discussing goals with managers, mentors, or peers

2. Identifying Learning Styles
Learning styles describe how individuals prefer to learn and process information . Knowing your own and another person’s learning style helps tailor development activities for better results.
A common model is VARK, which includes:
V – Visual: Prefers using images, charts, diagrams
A – Auditory: Learns best by listening and discussing
R – Reading/Writing: Prefers text-based input and output
K – Kinaesthetic: Learns by doing and experiencing

3. Steps to Identify Learning Styles
For Yourself:
1. Reflection: Think about how you best understand latest information — do you prefer watching demonstrations, listening, reading, or firsthand practice?
2. Use a Learning Style Questionnaire: Take a short VARK or Honey & Mumford learning styles assessment online.
3. Past Experiences: Recall learning situations where you succeeded or struggled. What methods worked best?




For Another Person:
1. Observation: Watch how they approach new tasks — do they take notes, listen carefully, or dive in and experiment?
2. Ask the person: Have a conversation about what helps them learn best.
3. Feedback: Discuss how they respond to different learning methods (e.g., presentations vs. firsthand practice).



4. Linking Learning Styles to Development Needs
Once learning styles are known, development plans can be tailored:
	
	

	Visual
	Diagrams, videos, flowcharts, visual aids

	Auditory
	Discussions, podcasts, verbal feedback

	Reading/Writing
	Manuals, reports, online articles

	Kinaesthetic
	Role-play, simulations, firsthand training




Identify learning styles for self and another.

To identify my own learning style, I used self-reflection and a VARK questionnaire. I discovered that I am a visual learner as I understand and retain information better when it is presented in diagrams, charts, and videos. For example, when learning new workplace systems, I prefer flowcharts and visual guides rather than written instructions. This insight allows me to focus on visual resources and training videos to address my development needs more efficiently.
To identify another person’s learning style, observation and discussion are effective. By watching how a colleague approaches new tasks and asking about their preferences, they are a kinaesthetic learner. They prefer firsthand practice and learn best through experience. Therefore, their professional development would benefit from job shadowing, simulations, and practical workshops.
In conclusion, identifying development needs is most effective when linked to an individual’s learning style. Tailoring learning and development activities to match learning preferences enhances motivation, retention, and overall performance. Understanding both personal and others’ learning styles supports continuous professional growth and more effective workplace learning.
[bookmark: _3whwml4][bookmark: _2bn6wsx]A simple technique that can be used to identify development needs is the SWOT analysis. SWOT stands for Strengths, Weaknesses, Opportunities, and Threats. This method helps individuals reflect on what they do well, what they need to improve, and what external factors might help or hinder their development (Gürel & Tat, 2017).




[bookmark: _qsh70q][bookmark: _Toc181632615][bookmark: _Int_a2cSXfMa]1.2 Use a simple technique for identifying development needs for self & another.
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SWOT Person 1


	
STRENGTHS
Effective communication
Teamwork skills



	
WEAKNESSES
Time management
Technical computer skills





	
OPPORTUNITIES

Attending training sessions and using online tutorials 



	
THREATS

Limited time for learning during busy work periods







	
SWOT Person 2


	
STRENGTHS

Strong customer service skills



	
WEAKNESSES

Lacked confidence when giving presentations.



	
OPPORTUNITIES
Attending a public speaking course or practicing in team meetings.




	
THREATS
Lack of confidence.






Gap Analysis person 1 

A GAP analysis is a simple and effective tool used to identify the difference between a person’s current performance and the desired performance level required for their job or career goals. It helps to highlight areas for improvement and plan appropriate development activities (Armstrong & Taylor, 2020).
	Skill Area
	Current 
Knowledge
	Required 
Knowledge
	Identified Gaps
	Actions

	Leadership and Supervision
	Works well in a team but has limited experience leading others.
	Ability to supervise staff, delegate tasks, and manage performance.
	Lacks leadership and delegation experience.
	Attend leadership training; seek mentoring from supervisor; lead small projects to gain experience.

	Communication Skills
	Communicates well with customers face-to-face.
	Strong written and verbal communication skills for reports and team briefings.
	Needs to improve professional written communication.
	Complete a workplace communication course; practise writing reports and emails.

	Digital Skills
	Basic knowledge of Microsoft Office and customer systems.
	Confident use of Excel, data tracking, and digital reporting tools.
	Limited understanding of advanced digital tools.
	Take online Excel and digital reporting training; practise using workplace software.

	Time Management
	Manages daily tasks but struggles with prioritising under pressure.
	Ability to manage time effectively when supervising a team.
	Needs improvement in planning and prioritisation.
	Attend time management workshop; use task-planning tools.


The GAP analysis for Person 1 shows that while they have strong teamwork and customer service skills, they need to develop leadership, written communication, digital, and time management skills to progress to a supervisory role. By completing targeted training, seeking mentoring, and practising new skills, these gaps can be reduced over time. This structured approach ensures professional development is focused and achievable.

Gap Analysis person 2 

	Skill Area
	Current 
Knowledge
	Required 
Knowledge
	Identified Gaps
	Development Actions

	Organisational Skills
	Organises daily administrative tasks effectively but lacks experience managing larger projects.
	Ability to plan, coordinate, and oversee multiple projects or team tasks.
	Needs stronger project and team coordination experience.
	Attend project management training; shadow current office manager; use project planning software.

	Problem-Solving and Decision-Making
	Solves routine issues with support from others.
	Confidence in making independent decisions and resolving complex problems.
	Needs improvement in decision-making confidence and analytical thinking.
	Participate in problem-solving workshops; use real work examples to practise critical thinking.

	Interpersonal and Leadership Skills
	Works well with colleagues but limited experience supervising or supporting others.
	Ability to motivate and guide team members effectively.
	Lack of leadership experience and confidence in giving feedback.
	Take part in leadership coaching; lead small team tasks; request regular feedback from line manager.

	Technical and IT Skills
	Competent in Word and Outlook but limited knowledge of Excel and data systems.
	Proficient use of spreadsheets and data management for office reporting.
	Limited data analysis and Excel skills.
	Complete Excel and data management courses; practise creating reports.

	Confidence and Communication
	Communicates well in writing but feels nervous in group discussions.
	Ability to lead meetings and present confidently to others.
	Low confidence in public speaking.
	Attend presentation skills workshops; practise delivering short updates in meetings.




The GAP analysis for Person 2 highlights key areas for improvement, including project coordination, leadership, decision-making, and confidence in communication. Developing these areas through training, mentoring, and practical experience will help Person 2 prepare for future management responsibilities. Regular feedback and progress reviews will ensure continuous improvement and skill development.





[bookmark: _1pxezwc][bookmark: _Toc181632616]1.3 Identify potential barriers to learning for self and another.

Barriers to learning are factors that make it difficult for individuals to gain new knowledge or skills effectively. These barriers may be personal, environmental, or organisational. Recognising such barriers is important because it allows individuals and organisations to create strategies that support learning and professional development (Armstrong & Taylor, 2020).

Barriers to Learning for Self
For myself, one of the main barriers to learning is lack of time. Balancing work, personal life, and study commitments can make it difficult to focus on learning tasks. This often leads to stress and delays in completing training activities. Knowles et al (2015) explain that adult learners frequently face time-related challenges, which can reduce engagement and motivation.
Another barrier is limited confidence when using modern technology or learning unfamiliar subjects. A lack of confidence can result in hesitation, self-doubt, and fear of failure. As Jarvis(2010) notes, adult learners often feel anxious about making mistakes, especially in formal learning environments. This barrier can affect participation and slow down progress.

Barriers to Learning for Another Person
For another person, a common barrier may be low motivation. For example, a colleague may not see the relevance of a training course if its connection to their job role is unclear. According to Merriam and Bierema (2014), adult learners are more motivated when learning is linked to personal goals and practical outcomes. If the purpose of learning is not clearly explained, engagement levels are likely to decrease.
Another barrier that others may experience a lack of organisational support When managers do not provide enough encouragement, feedback, or access to training resources, learners can feel unsupported Amstrong and Taylor (2020), highlight that organisational culture plays a key role in promoting continuous learning. Without adequate support, employees may lose interest or fail to apply what they have learned.

Conclusion
In summary, potential barriers to learning for myself include lack of time and confidence, while for another person they include low motivation and limited organisational support. Recognising these barriers is the first step in addressing them through appropriate strategies such as time management, mentoring, motivation techniques, and workplace support. Understanding and removing barriers enables more effective learning and personal development.



[bookmark: _49x2ik5][bookmark: _Toc181632617]1.4 Explain how these barriers to learning can be overcome.

Once barriers are recognised, both individuals and organisations can take steps to overcome them. Overcoming learning barriers requires practical strategies such as effective time management, mentoring, building confidence, and creating a positive learning environment.
Overcoming Barriers for Self
To address lack of time I can plan learning more effectively by setting realistic goals and scheduling regular study sessions. Breaking tasks into smaller, manageable steps can also make learning feel more achievable (Knowles et al., 2015). Employers can assist by offering flexible training times or blended learning options.
To overcome limited confidence, I can seek support from a mentor, practise new skills regularly, and celebrate small successes. Jarvis (2010) suggests that positive reinforcement and supportive environments help learners build confidence and reduce anxiety. Regular feedback from trainers or colleagues can also strengthen self-belief.
Overcoming Barriers for Another Person
To overcome low motivation managers and trainers should clearly explain how learning contributes to the learner’s job role or career development. When individuals see the relevance and benefit of training, motivation naturally increases (Merriam & Bierema, 2014). Setting achievable learning goals and recognising progress helps sustain engagement.
To address lack of organisational support employers can create a culture that values learning. Providing access to learning materials, encouraging participation, and recognising achievements all help reduce this barrier. Armstrong and Taylor (2020) emphasise that supportive management and effective communication are essential for employee success in learning and development.

Conclusion
In conclusion, barriers such as lack of time, low motivation, limited confidence, and poor organisational support can significantly affect learning. However, these challenges can be overcome through self-management, mentoring, motivation strategies, and supportive organisational policies. By identifying and addressing these barriers, both individuals and employers can create an environment where continuous learning and professional growth are achievable and sustainable.





[bookmark: _2p2csry][bookmark: _Toc181632618][bookmark: _Int_AxGIuyqV]Section 2: Know how to develop self & others to achieve organisational objectives.
Developing both oneself and others is essential to achieving organisational objectives. When employees continuously improve their knowledge, skills, and behaviours, the organisation becomes more productive, innovative, and competitive. According to Armstrong and Taylor (2020), employee development directly contributes to meeting business goals by aligning personal growth with organisational needs.

Developing Self
Self-development involves taking responsibility for one’s own learning and performance improvement. It allows individuals to remain adaptable, motivated, and capable of meeting changing organisational requirements. Tools such as SWOT analysis and GAP analysis help individuals identify strengths, weaknesses, and areas for improvement (Armstrong & Taylor, 2020).
For example, setting SMART goals (Specific, Measurable, Achievable, Relevant, and Time-bound) helps ensure that personal development is structured and focused (Doran, 1981). Learning can take place through formal methods such as training courses or informal methods such as mentoring, reading, and reflective practice. Kolb’s (1984) learning cycle** also supports self-development by encouraging individuals to learn through experience, reflection, and active experimentation.
Regular self-assessment, feedback from managers, and performance reviews help identify development progress and keep goals aligned with organisational priorities.

Developing Others
Developing others involves supporting colleagues or team members to build their skills and confidence so they can contribute effectively to the organisation’s success. Managers and supervisors play a key role in this by providing guidance, constructive feedback, and learning opportunities. Armstrong and Taylor (2020) highlight that coaching and mentoring are effective approaches to developing others, as they encourage learning through support and real-world problem-solving.
Effective development of others can include:
Coaching – helping individuals identify goals and find their own solutions.
Mentoring – providing advice and sharing experience to guide professional growth.
Training and job rotation – exposing staff to new tasks to broaden their knowledge and adaptability.
Regular feedback – offering recognition and advice to support continuous improvement.
By developing others, managers not only improve team performance but also strengthen organisational capability, which supports long-term strategic objectives.



Conclusion
In summary, developing self and others is vital for achieving organisational objectives. Self-development allows individuals to build the skills needed for current and future roles, while developing others ensures that the organisation maintains a capable and motivated workforce. Through goal setting, coaching, mentoring, and continuous feedback, learning and development become part of everyday work practice, contributing to both personal and organisational success.


[bookmark: _147n2zr][bookmark: _Toc181632619]2.1 Analyse learning/development options to meet needs of self & another.
Support mechanisms are the tools, people, and systems that help individuals achieve their learning and development goals. These mechanisms can come from within the organisation, such as line managers or training departments, or from external sources, such as mentors, professional networks, or online learning platforms. Identifying and using the right support ensures that development is continuous, effective, and aligned with both personal and organisational objectives (Armstrong & Taylor, 2020).

Support Mechanisms for Self
To develop my own skills and performance, I can access several support mechanisms:
Line Manager Support – Regular supervision and feedback from my line manager help identify progress and development needs. Constructive feedback allows me to reflect and adjust my goals (Mullins, 2019).
Mentoring – Collaborating with a mentor provides guidance, encouragement, and knowledge sharing. Mentors can help with decision-making, confidence building, and learning from experience (Clutterbuck, 2014).
Training and E-Learning – Attending internal workshops and completing online courses supports the development of practical and theoretical skills. This is especially useful for improving digital skills and communication techniques.
Personal Development Plan (PDP) – Using a PDP helps track progress and ensures my learning activities are focused and achievable (Armstrong & Taylor, 2020). It also helps align personal learning goals with organisational objectives.
Peer Support and Feedback – Collaborating with colleagues and discussing challenges encourages learning from others’ experiences and promotes teamwork.

Support Mechanisms for Another Person
For another individual (Person 2), support mechanisms can also help develop their leadership, technical, and confidence skills identified in their GAP analysis:
Coaching – Regular coaching sessions help Person 2 reflect on performance and build problem-solving and decision-making skills. Coaching also promotes self-awareness and accountability (Whitmore, 2017).
Mentoring by a Senior Manager – Pairing Person 2 with a senior leader provides valuable insights into management practices and builds confidence for career progression.
Formal Training Programmes – Enrolling in leadership or IT training supports skill development aligned with the organisation’s objectives.
Performance Reviews and Feedback – Regular appraisal meetings with their line manager help monitor progress, celebrate achievements, and identify further learning needs.
Access to Learning Resources – Providing access to e-learning platforms, policy manuals, and learning materials supports self-directed development and continuous improvement.
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[bookmark: _ihv636]2.3 Prepare development plans for yourself and another person.

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

	Develop leadership skills to prepare for a supervisory role within 12 months.



	Attend leadership training, volunteer to lead small projects, seek mentoring from line manager.
	Access to internal 
Training.
	Mentoring support,
	6-12 months

	
Communication skills


	Confidence 
Face-face but need improvement. 
In written communication
	Attend communication workshop, practice writing reports.
	Online training materials, manager feedback.
	3-6 months

	
Sometimes struggle to prioritise workload during busy periods.


	Improve time. 
Management and prioritisation within 3 months
	Use daily planners and digital task management tools
	Online course 
Supervisor guidance 
	2-3 months














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

	Limited experience supervising staff or managing projects.



	Attend leadership workshops, shadow currant office manager
	Access to leadership training.
	Use digital managemental tools.
	3-4 months

	
Technical and IT skills
Excell and data knowledge

	Achieve advanced proficiency in Excel and data within 3 months 
	Complete Excel and data analysis online 
Course.
	Training platform, peer support.
	6-8 months

	Low confidence 
Presenting in meetings.



	Improve professional communication and confidence in presentation within 6 months
	Attend presentation. 
Skills workshop.
	Mentor support
	6-8 months




Personal Objectives

	Short Term Goals (next 12 months)

	


	Medium Term Goals (2-3 years)

	



	Long Term Goals (3-5 years)
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Curriculum Vitae
Name: Lynda Jones
Address: 6 Cr0ft Goch gardens 
Mobile: 07123 456 789
Email: lyndajones536@gmail.com
LinkedIn: linkedin.com/in/lynda jones

Personal Profile
A motivated and dependable individual with strong communication, teamwork, and organisational skills. Experienced in customer service and administration with a proven ability to adapt to new challenges. Enthusiastic about professional development and contributing positively to organisational success. Committed to providing excellent service and maintaining high standards in all tasks.

Key Skills
Good written and verbal communication
Teamwork and people skills
Time management and organisational ability
Customer service and problem-solving
Confident using Microsoft Office and digital systems.
Resolute, punctual, and eager to learn.

Employment History
Customer Service Assistant
ABC Retail Ltd, Bridgend— June 2022 – Present
Provide high-quality service to customers in a busy retail environment.
Resolve complaints and queries professionally.
Support team members to achieve daily sales targets.
Maintain accurate records and manage payments securely.
Assist with stock management and store displays.
Administrative Assistant (Work Placement)
Bridgend City Council — January 2022 – April 2022
Supported the admin team by filing, scanning, and data entry.
Answered telephone enquiries and provided information to the public.
Used Microsoft Excel to track and update records.
Learned how to maintain confidentiality and follow data protection rules.

Education and Training
Level 3 Diploma in Business Administration – Bridgend College (2023)
Level 2 Functional Skills in English and Maths – City & Guilds (2022)


Professional Development
Completed online training in “Effective Communication at Work” (2024)
Attended workshop on “Time Management and Productivity” (2024)
Ongoing development in leadership and digital literacy

Hobbies and Interests
Enjoy volunteering at local community events, reading about personal development, and learning new digital skills. Interested in career progression within administration and management.

References
Available upon request.
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	Continuous Professional Development Plan – Lynda jones

	
	
	
	
	
	

	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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