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[bookmark: _1ci93xb][bookmark: _Toc213243672]Introduction
Professional development means to learn new skills and improving the skills I already have to better myself, learning new skills is always good as work can always change. You have to learn new things so you can do your job well. We improve confidence, working alone or with others when we learn more skills.

In this assignment, I will write about my learning and my learning as a colleague. What skills I need to improve and what I need to develop and how I plan to do this. Things that stop me from learning and how I’m going to overcome this. I will talk about development options and support I need and goals I need to hit. I will plan with SMART which can help me. I will then reflect on a recruitment process, and I will do this by using a reflective model. What went well and what I need to improve. Hoping to understand better and be more confident in my job and to better myself.


1.0 Identify learning styles for self and another 
Knowing your learning skills can make things alot easier. Everyone learns in different ways; some people learn by listening or reading and some will learn by seeing or others can learn by practicing. I would say my learning skill is by seeing and then remembering and making notes.

Learning by listening is an important skill that helps us understand and remember information. When we listen carefully, we can follow instructions, understand explanations, and learn from teachers, classmates, or experts. Good listening skills include paying full attention, not interrupting, and asking questions when something is unclear. Taking notes while listening can also help us remember important points. By practicing active listening, we can improve our understanding, participate better in discussions, and learn new ideas more effectively.

Learning by reading is an important skill that helps us gain knowledge and understand new ideas. When we read carefully, we can learn information from books, notes, articles, or other texts. Reading helps us improve our vocabulary, understand concepts, and remember important points. Taking notes while reading can make it easier to review and use the information later. By practicing reading regularly, we can become better learners, understand subjects more clearly, and use what we read in real-life situations.

Learning by seeing is an important skill that helps us understand and remember information through observation. When we watch carefully, we can notice details, understand processes, and learn from examples or demonstrations. Visual learning can include looking at pictures, charts, diagrams, or videos to understand new ideas. It also helps to observe how others perform tasks or solve problems. By using visual learning skills, we can remember information better, follow instructions more easily, and apply what we see to our own work or studies. Seeing clearly and paying attention to details makes learning more effective.

Learning by practicing, is an important skill that helps us understand and remember information through action. When we try tasks ourselves, we gain hands-on experience and learn from mistakes. Practicing can include doing experiments, solving problems, performing activities, or repeating a skill until we improve. This type of learning helps us understand how things work, remember steps more easily, and become confident in our abilities. By learning through practice, we can apply knowledge in real situations and develop skills that last longer than just reading or listening.
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SWOT Person 1


	
STRENGTHS

Talking.
Time management.


	
WEAKNESSES

I struggle with my confidence.
Finishing a task or course.



	
OPPORTUNITIES

Support from my tutor and friends.




	
THREATS

Feeling anxious or nervous.
Lead me to not be able to not stay in work or university.






	
SWOT Person 2


	
STRENGTHS

Handle situations well.
Good at listening


	
WEAKNESSES

Zone out
Struggle with time management.



	
OPPORTUNITIES

Training and courses available at work



	
THREATS

Weakness – anxiety





Gap Analysis person 1 
Objective – What do I want to do?
· I want to improve my reading and confidence so I can understand more easily so I can complete my assignments and studies with confidence.
· I want to be able to talk to others I don’t know easily.
· I want to take more clearer and more understanding notes.

Current position – What can I already do?
· I can take notes but sometimes they spelt wrong or unreadable or read words wrong.
· I can ask for tutor for help.
· I can have a conversation with people I already know.

Deficiency – What am I lacking?
· I lack confidence speaking to other people.
· I struggle to understand what I am reading, and sometimes pronounce a word wrong and then get confused.
· I rush to write my notes down so they are sometimes messy and not readable.

Action – How do I fix this?
· Start reading out loud short words and look up words I can pronounce or understand.
· Listen carefully to others before speaking and build my confidence by speaking to close friends, family or classmates.
· Write important information down, take my time and not rush.




Gap Analysis person 2 
[bookmark: _Toc213243675]Objective – What do I want to do?
· I want to gain the skills needed to take on more responsibility.
· “I want to improve my professional skills so I can grow in my career.”


Current position – What can I already do?
· I can work independently with minimal supervision.
· I am willing to learn and open to feedback.
Deficiency – What am I lacking?
· I lack confidence, leadership experience, and some higher-level skills needed to handle more responsibility.
· Problem-solving skills for handling more complex situations.

Action – How do I fix this?
· Start making small decisions on your own and confirm later if needed.
· Ask your manager for small tasks to lead
· Ask for feedback on how you communicate instructions or information.
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1.2 Potential barriers to learning and Strategies for overcoming them

Barriers are things that can stop someone from learning. I would say mine are confidence, lack of time and anxiety.
Confidence plays a very important role in learning. When learners lack confidence, it can stop them from participating in class, asking questions, or trying new things. This makes learning more difficult and can affect their progress. To overcome this barrier, I will try and answer more questions in class and try new things.

Lack of time can cause learners to rush through tasks. They may try to finish homework quickly without understanding it fully, or they may skip reading and revision. This can lead to mistakes and lower performance. It can also make learners feel tired and stressed, which reduces focus and memory. I will over come this by doing weekly or daily planning, not rush to do stuff or leave things till last minute.
Learning can be difficult when learners feel anxitey. Anxiety is a feeling of worry, nervousness, or fear, and it can make it hard to focus, remember information, or participate in class. Learners with anxiety may feel scared to answer questions, speak in front of others, or try new tasks. This makes learning slower and more stressful. I will over come this barrier by preparing and taking deep breaths when I feel anxious.
By planning and getting the support I need I can reduce these barriers and continue to learn.
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There are a lot of different ways to learn and develop skills. These are my examples.
· Shadowing someone in work.
· Taking courses
· Self-study such as videos
· Networking and sharing ideas with others.
· Using journals, guides, or online resources.

The development options I will use.
· Watch how they perform their tasks and ask why do they do them in certain ways.
· Take courses online, in person or part of a training programme.
· Watching tutorials, lessons, or demonstrations.

· talk to colleagues about how they handle tasks, ask for tips, and discuss different methods.
read journals to learn best practices or watch online tutorials to see techniques in action.
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Having a support mechanism is important, it can help stay motivated, stress free and answer questions
My support network incudes:
· My work manager
· My friends
· My tutor


My work manager would help me by helping me find opportunities for training and give me feedback.

My friends can provide encouragement, motivation, and advice outside work.

My tutor can help me with specific skills or provide extra sessions.
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SMART objectives:

A SMART goal is
Spacific
Measurable
Achievable
Realistic
Time-bound

My SMART goal is:
I want to improve my confidence in speaking to others by participating in a group. This is realistic because I can join small class or team. Being confident will help me communicate better at work and in university. I will do this for the next 10 weeks and reflect on my progress each week.
This goal is SMART because it has a deadline, a clear progress and focus.
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Person 1
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	I want to learn new skills


	I will try a new skill for a few minutes each day.
	Friends
tutor
	Taking on new tasks 
	By April 2026

	
Strengthen Time Management


	Use a daily to-do list
	Myself
A friend or co worker who is orginised 
	Finish my tasks on time
	January 2026

	Increase my Confidence



	Speak up at least once a day
	Friends

	Give myselg time to learn and be orgernised
	January 2026




Personal Objectives

	Short Term Goals (next 12 months)

	In the next 12 months, my goals are to solve problems more calmly, learn new skills that help me do my job better, and communicate more clearly with my team. I want to practise every day, ask for help when needed, and become more confident at work.

Medium Term Goals (2-3 years)

	
In the next 2 to 3 years, I have a big goal that I want to work toward. It is not something I can finish in one day or even one month. It will take time, but I am excited about it. My goal is to become better at my job so I can move up and take on more important responsibilities. I want to grow slowly and steadily, like climbing steps one at a time.
In the next few years, I want to learn many new things. I want to understand harder tasks, learn new skills, and feel more confident doing them. I want to be someone people can trust and count on, because I know what I am doing. I want to get so good at my job that I can help train other people too.
My medium-term goal is simple: I want to become better, stronger, and more ready for the future. I want to keep learning and keep trying so I can reach the next level in my career.



	Long Term Goals (3-5 years)

	
In the next 3 to 5 years, I have some big goals that I want to reach. These goals will take time, patience, and lots of learning, but I believe I can do them if I keep trying. My long-term goals are about becoming the best version of myself, both at work and in life.
I also want to communicate even better. In 3–5 years, I want to be someone who speaks clearly, listens carefully, and gets along well with everyone. Good communication will help me succeed in everything I do.
Lastly, I want to keep improving myself every year. Even if the steps are small, they still move me forward.
My long-term goal is simple: I want to grow into a stronger, smarter, more confident person who is ready for new opportunities and bigger responsibilities.











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

	

I want to learn how to solve problems without getting stressed.

	  Stay calm and take a deep breath before I start thinking.
  
	Manager
Co workers 
Be given clear instuctions
	stay calm, think clearly, solve small problems on my own, and get positive feedback.
	December 2025

	
I want to learn new skills that help me do my job better.


	Watch, ask, practice, take notes, get feedback, and keep trying.
	need help from my manager and coworkers, training materials, time to practice.
	when I can do new tasks well, feel confident, and get good feedback from my manager.
	April 2026

	
I want to learn how to communicate better with my team and manager.


	talk more, listen well, ask questions, give updates, and stay calm
	I need help off co workers and my manager to push me to communicate more
	I will talk to my team and manager with confidence and go to them for anything I need help with
	August 2026




Personal Objectives

	Short Term Goals (next 12 months)

	
In the next 12 months, my short-term goals are to get better at solving problems, learn new skills, and communicate more clearly at work. I want to stay calm when I face problems and break them into small steps so I don’t feel stressed. I also want to learn new skills by watching others, asking questions, and practising every day. Another goal is to communicate better with my team and manager by listening carefully, giving clear updates, and asking when I need help. These goals will help me feel more confident and do my job better.


	Medium Term Goals (2-3 years)

	In the next 2–3 years, my medium-term goals are to become more confident, take on more responsibility, and be someone people can rely on at work. I want to keep improving my problem-solving skills so I can handle harder tasks without feeling worried. I want to build stronger communication skills so I can share ideas clearly and work well with my team. I also want to learn more advanced skills that help me grow in my role. By working slowly and consistently, I hope to become better, more independent, and ready for bigger opportunities in the future.



	Long Term Goals (3-5 years)

	In the next 3–5 years, my long-term goals are to become more confident, more skilled, and ready for bigger challenges at work. I want to keep improving my problem-solving, communication, and teamwork so I can take on more responsibility. I also want to learn advanced skills that help me grow into a stronger and more trusted worker. I hope to feel calm, organised, and proud of the progress I make. Over time, I want to be someone people can count on and someone who does their job well. These goals will help me build a better future for myself.
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I will monitor my progress by:
· Asking for feedback after every presentations
· Keep a learning journal
· Reviewing my development every month

Monitoring my progress will help me see what I need to work on and what I have improved.



[bookmark: _Toc213243680]1.7 Conclusion

Professional development is about growing step by step and becoming better at my job. I want to learn new skills, solve problems calmly, and talk clearly with others. When I practice and try my best, I get stronger and more confident. Professional development helps me feel proud and ready for new challenges in the future.
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Description:
During the recruitment progress I had to answer questions and then have a formal face to face interview.

Feelings:
At first, I was very nervous and thought I would never get the job. But after the interview started I was ok.

Evaluation:
Most of it went well, I tried to answer as many questions as possible but I did struggle to answer some that was detailed.

Analysis:
I did not prepare myself enough for the interview or look into anything about the company. Anxiety was a massive affect on my confidence.

Conclusion:


If I had prepard more and thought about the questions I was going to be asked I think I would of felt more confident and given better answers.

Next time I will:
· Practice more
· Take deep breaths to not let anxiety get the better of me.
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CV 

CV

Kelly Gabrielsen

168 Longview Road
Clase
Swansea
SA6 7JG
🕾 07460072463
🖂kellygabrielsen13@gmail.com

Personal Profile

I am young, enthusiastic mum. Very confident young person with a cheerful personality. I enjoy working as part of team and communicate well at all levels. Being a parent I have developed budgeting, time management and planning and organising skills and a responsible attitude.  
I am an excellent communicator with the ability to build rapport with customers and can adapt my style of communication to suit the individual. I find it easy to build relationships and thrive on working as a team player but I am also competent and trustworthy at working alone, using my own initiative and making effective decisions. I am hard working and committed to providing excellent customer service which impacts on reaching targets and meeting Customer service needs. I am able to listen to authority and I can follow instructions effectively.  I consider myself to be punctual, respectable, approachable and presentable. 

Skills & Abilities


· Experience of waitressing
· Communication skills
· Ability to multi-task 
· Comfortable with responsibility and able to use initiative.
· Good people person/team player
· Ability to learn new skills quickly
· Motivated, keen, flexible and adaptable.

Qualifications
NVQ level 1 in hairdressing- 2010.

Employment history

Unemployed Due To Disability 2020-Ongoing


Sodexo, Dvla Swansea 2019-2020




The welcome inn – waitress/bar staff 2018-2019
At the welcome inn, i serve food and also work behind the bar. We have alot of wakes/afternoon tea and music nights. It’s a very busy pub. I take food orders. Handle money and have experiance using a coffee machine. we make sure all customers are happy and enjoying while working in a team with other employs.

Plough and harrow llangafellach – bar staff -- 2018

Harvester morfa – waitress – august 2017

Treetops Country Club – Waitress/Bartender – March 2015 – Nov. 2016

Dylan Thomas – Waitress/Bartender – January 2015 – March - 2015

Seaz nightclub Swansea- bar work from June 2014 to July 2014.
At Seaz nightclub, my role was to serve customers drinks at the bar.  I would be responsible for handling money, completing stock takes, cleaning the bar area and building positive relationships with customers.  I worked as part of a team but would have to use my own initiative, especially if customers became disgruntled or aggressive.  I also worked unsociably hours as a regular pattern.

Samlet club, Swansea- bar work from March 2012 to August 2012.  At the Samlet club my role was very similar to that at the Seaz club as this was also bar work of a similar nature.

Hobo Hair Salon, Swansea- hairdressing apprenticeship from October 2010 to December 2010.  At Hobo salon, I started to undertake an apprenticeship in hairdressing, which involved greeting customers, washing hair, cleaning the environment and handling money.  I would also help with admin tasks such as booking client appointments.  In this role building relationships with customers was very important, ensuring that they felt relaxed and had a positive experience.  Unfortunately I decided not to complete this apprenticeship as I felt the career path was not suited to me.

The Village Inn, Swansea- waitress- from 2008 to 2010.  Working as a waitress at The Village Inn also involved working directly with customers, taking food orders and making reservations.  I worked as part of a team in a very busy environment, clearing tables and also helping in the kitchen.  It was important to ensure the customer was happy with their food and service and if this was not the case to ensure any dissatisfaction and complaints were dealt with professionally and efficiently.

Personal interests

I enjoy spending time with family, walking and cooking.
Spending time with my son.

References

Excellent references available upon request.
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	Continuous Professional Development Plan - Your name

	
	
	
	
	
	

	Formal
	Informal
	Date
	Duration
	Status
	Details

	
	
	
	
	
	

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

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