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[bookmark: _Toc57472005][bookmark: _Toc500943471]	Career development is a lifelong progression during which you develop your ideas about yourself and your career individuality. If we take note of changes in the world of work that have taken place over the past twenty years or so, we can no longer afford to have a static, ‘once- off choice’ view of career. We are likely to have to make a number of career decisions throughout our lives. It is crucial that you take personal liability for your own career development. If you learn how to lead your personal growth actively and manage your career development creatively, you are more likely to develop a rewarding career, that fits with your changing situation and with changes in the world of work.

[bookmark: _Toc57472006]Section 1: Know how to identify development needs.

	Development needs are the group of conditions involving impairment in psychical, learning, language or behaviour areas which can affect our life.
To improve them or fix them first we must know and understand them. 
There are three stages to identifying the needs.
1) Identify what skills, knowledge and behaviours are "required" for to do everything well.
2)  Look at the skills, knowledge and behaviours actually have now.
3) Compare "actual" with "required" to identify the gaps.

In order to identify their development needs they must identify them, and in order to achieve this they must utilise identifying tools. 




[bookmark: _Toc500943472][bookmark: _Toc57472007]1.1 Identify learning styles for self and another.

	The report writer conducted three separate learning style assessments for themselves and a trainee colleague, to help discover individual learning styles that would help develop them both in the working environment. The report writer wants to gain the confidence to manage self awareness, knowledge and progressed steps in their chosen career path.
	VARK is 1 of the 3 learning style assessment used to help the individuals become self-aware. Self -awareness helps us understand who we are and how we effect other people. It helps us to enforce healthy relationships with employees and it helps us make better choices. It also enables us to recognise our strengths and weaknesses and how we can gain and learn from them.
According to the results of the report writer's VARK assessment (Appendix B) it indicated the author as a Reader/ Writer with very strong preference, approach to learning meaning that they will benefit most from reading and writing text where they are able to absorb and retain the most information, versus imagery and symbolism, correcting mistakes, clarity in what has been written, they order things into categories, using lists and bullet points and numbered paragraphs, order things into priorities of importance or categories, organize diagrams and graphs, write lists of tasks and carefully record important print information. " If it's not in print, it may not exist". Read and write learners are good at taking notes during class, they study best by reading over these notes. As a leadership is based on bullet point listing of actions and a full description of outcomes.
	The report writer agrees with the VARK results and even uses this style of learning in everyday life such as taking notes and plans before committing to challenges.
	The colleague VARK assessment (Appendix B) it indicated as Kinesthetic with strong preference. Kinesthetic  learning is a learning style in which prefer a "hand on" or learn by doing, they need to do things to understand them. They have great hand-eye coordination and quick reaction. The learners are prefer demonstrations followed by applying what they learned, they are good with practical problems and problem solving techniques and they are great as part of a team. They are people who are concentrate and relevant who always look for new opportunities.
These type of learners have the problem with concentration of so many things in the same time and they are struggle learning through traditional means and sedentary activities. The colleague doesn't fully agree  with the result of  the learning style questionnaire even after they repeated the test multiple times. The report writer was expecting that the colleague would also be a writer/reader learner, so they are surprised with the results that they received. However after a further analysis of Kinesthetic learners, the writer agrees with the results from the questionnaire and thinks that is the type of learner that the colleague is, often taking part in lessons, excellent at working as part of a team but one who needs to implement this into their life and put it into practice.

	The report writer completed a second assessment of learning and agrees with the results of the Honey and Munford test ( Appendix A) and has discovered they have a Reflector/ Theorist approach of learning. They agree that as a reflector they like to collect a variety of data and look at various perspectives, they consider the feelings of others and prefer harmony and like to explore ideas with personal meaning. They agree that they like to learn by researching, have opportunity to reviewing what has happened and thinking before acting. They produce carefully considered analyses and reports. Also with high scoring as a theorist they agree that they adapt and integrate observations into complex but logically sound theories, they solve problems through a step-by-step logical way, prefer to work alone rather than in groups, they enjoy planning and organising work for themselves because they tend to be perfectionists, who won't rest easy until things are tidy and fit into a rational scheme. As the reflector has tendency to hold back from direct participation and to be cautions and not take enough risks. They also have a low tolerance for uncertainty disorder and ambiguity, intolerant of anything subjective or intuitive, full of "should" and "must.
	The report writer is a typical example of this type of learner. Even in their everyday life they behave in the exact the same way and they have a very low tolerance of anything subjective.
	Their colleague's has discovered has Active/Theorist approach of learning.
	Activist are those people who learn by doing, they are great with problem solving and group working. As an Activist they are open-minded and not sceptical, they take problems by brainstorming and they are optimistic about anything new and highly sociable and as Theorist these learners like to understand the theory behind the actions. They need models, concepts and facts in order to engage in learning process. Prefer to analyse and synthesise drawing new information into a systematic and logical "theory". They are adapt and integrate observations into complex but logically sound theories. They tend to be perfectionists who won't rest easy until things are tidy and fit into a rational scheme.
The report writer agrees with the results of the Honey and Munford test. This is the way in which they see the colleague in everyday life.
	The report writer completed a third assessment of learning and agrees with the results of the VAK Learning Style Self - Assessment Questionnaire as a Visual learner ( Appendix C)  with a very strong preference for seen or observed things including pictures, diagrams, flip- charts etc. Visual people typically work best from lists and written directions/instructions. They have problem with effective communication as a facial expression show their emotions.
Additionally completing a Kolb Learning Styles test shows the same result (Visual Learner).
The report writer agree with the VAK Learning Style Self- Assessment.
	The report writer believes that the assessments are accurate and the majority of results match. But are some areas for improvement and self -growth for both the report writer and the colleague. This has made the report writer look at their approach to learning more deeply question, their objectives and think about how they can learn to their full potential in a more effective way.
. 
[bookmark: _Toc500943473][bookmark: _Toc57472008]1.2 Use a simple technique for identifying development needs for self & another.

	The development needs is not follow a "one size fits all".
We need to take time to understand the individual needs, so we can provide the right training for improving.
 Furthermore, further sharpening and refining of the current skills is also the opportunity that the author can leverage (Cottrell 2017).
The report writer's most important development needs:
· Confidence in public speaking.
With English being the second language the report writer is afraid of public speaking, worried about the accent or pronunciation, can't control stress, feels insecure in public speaking and is currently quiet in class discussions. 
· Verbal and writing English language improvement.
To  get an overall better understanding of the English language in order to help with  improvement for future opportunities, to help on the overall performance which will then help when it comes to essay writing as well as having knowledge to be able to improve and use more complicated, technical, but effective words. 
· Effective communication and group working.
 Speak and write with these skills, convey own ideas and feelings, speak clearly and confidently, using a tone that is positive and appropriate for the situation, control stress and body language.

The colleague most important development needs:
·  Presentation skills.

Develop effective presentation with fully confidence and authenticity, know how to deal with nerves, control voice and body language even in pressured situations. 



· Time management.


Time management is the another goal for the colleague, to be better with planning, prioritization and delegation, don't allow non-important details to drag them down as well as controlling stress. 

· Reading, writing and grammar.

 Read with understanding and writing without any spelling and grammatical mistakes to achieves better essays results. 

	SWOT Analysis (Stanford Research Institute 1960- 1970) is a useful technique to identify and analyse, in a proactive manner, these four areas. Not only that, but also provides a good framework for reviewing own personal development needs and enables to work and abilities to distinguish themselves from peers and hence forward the career.


[bookmark: _Toc2954646]

	[bookmark: _Hlk511915604]
SWOT The Report Writer

	
STRENGTHS

· Stubborn and determined to achieve goals.
· Self - motivated.
· Attention to detail.
· Able to work independently.
· Careful.
·  Logical throughout and methodical.
· Creative.
· Rational and objective. 
· Capable of time management, disciplined approach.
· Specific skills such as being bilingual in English/Polish.


	
WEAKNESSES
 
· Lack of confidence.
· Lack of effective communication.
· Team working and group meetings.
· Self insecurities in public speaking.
· Manage personal stress.
· Lack of IT skills.
· Too much of a perfectionist.





	
OPPORTUNITIES

· The ability to obtain new knowledge. (Academic opportunities). 
· Promotion through gaining a degree.
· Gaining confidence through completing this course.
· Developing IT






	
THREATS

· Managing all stress situations. 
· Laptop failure.
· Balancing work and studying at home.
· Speaking comfortable in front of  group of people.
· Lack of financial support.
· Lack of motivation.
· Discrimination or separation from
group/ team.
· Language barrier in expressing given task.  


















[bookmark: _Toc456901517]
	

SWOT  The Colleague


	
STRENGTHS

· Conscientious
· Attention to detail
· Creative
· Reliable and valued member of the team
· Being able to work independently
· Negotiation skills
· Problem solving
· Quantitative skills
· Lifelong learner
· Empathic
· Resourcefulness
· Group working



	
WEAKNESSES

· I.T skills
· Presentation skills
· Lack confidence in group meetings
· Reading skills
· Perfectionist (detriment to work life balance and stress levels)
· Self-doubt in some areas and needs to refer
· Communication skills
· Time management (too much time due to perfectionist)
·   Spelling and grammar



	
OPPORTUNITIES


· Academic network is improving due to this course. EG Linkedln account, students, lecturers
· Gaining new knowledge through Skills of the Workplace course.
· Further education opportunity by completing this course.
· Promotion through gaining degree.
· Training



	
THREATS

· Laptop failure.
· Family demands taking study time.
· Lost assignment work through unsaved documents.
· Sleepless nights due to anxiety causing minor errors that could affect marks to fail assignment.
· Person health, diabetes can cause poor concentration.
· Work commitments increasing due to Covid and energy levels for evening studying diminishes.








	The report writer identify 'Conversion Strategies' from their weaknesses and threats and matching strategies between their strengths and opportunities using 'Matching Strategies'.
As a weakness, the lack of confidence may be managed into a strength through stubbornness in achieving goals and working on what has to be done to have new opportunities.
As a strength, the methodical and logical thinking can be used as a opportunity to gain theoretical knowledge and use that to have a wider job options. 
 As a threat, the language barrier can be turned into an opportunity to gain new knowledge and skills through gaining an University Degree.

[bookmark: _Toc500943474][bookmark: _Toc57472009]1.3Identifypotential barriers to learning for self and another.

	Barriers to learning is anything that prevents learners from fully engaging in learning.
The report writer identify potential barriers to learning for self and the colleague (Appendix D).
To present those barriers effectively can use external and internal approach to be more accurate. 
The report writer's barriers to learning:
· Language barrier
With English not being the report writer's first language, they often struggle to express themselves, which can lead emotional stress and affect their ability to learn and to achieve goals.
· Confidence
Self confidence can have an effect on academic performance. Can weaken the desire to learn, ability to focus and willingness to take risks.
· Personal situation
Personal and family situation as well as time management between studying and family obligations.
Dividing time accordingly to each aspects to be capable to meet the dead line and being present in family life.  

The colleague barriers to learn:
· Health problem
Due to the colleague's Type 1 diabetes they can lose concentration, which can make  them distracted from studying and missing out on lessons.
· Time management
Time management between family, friends and work commitments.
Managing time equally between all aspects of life to be able to have self care needs met.
· IT skills
Be capable of using computer software correctly and effectively in less time consuming manners.  Presenting tidy work and eye catching to achieve better results.
[bookmark: _Toc500943475] 
[bookmark: _Toc57472010]1.4 Explain how these barriers to learning can be overcome.

Overcoming barriers for the report writer.

· Language barrier

 Investing more time into reading and researching in order to expand vocabulary. 
Use articles to get more accustom to the terminology. Listen to others, ask questions, don't be afraid to make mistakes. Recording own voice to correct verbal speech, practice every day- reading, writing. Ask friends to correct pronunciation.  Use available support online, like Google translator or online dictionary.
 Have the support from family, friends, colleagues from university group and tutors.


· Confidence.
 Building self confidence  in passing the course with good results with the opportunity for a degree. Better chance for ideal career, seeking support from tutors and university itself. Practice in own time to develop confident in public speaking.

· Personal situation
Time balancing equally to advance quality time and considering self care needs. 
Ask  family to provide quiet time for the studying. Resignation from work to invest full time for studying, support from family with daily maintenance. Apply for additional help from student finance.

The colleague's overcoming of barriers to learn.
· Health problems
The colleague is Type 1 diabetic, this barrier could be overcome by monitoring of blood levels closely. Use of accessible class session recordings available on Teams.
Inform tutors and ask Hub for extra support.

· Balancing family, friends  and work commitments.
Asking parents to provide lifts and meals to enable more study time. Have family, friends and managers support, have ability to take extra holidays from work when assignments are due. Spending more time with friends in less busy time.

· Self confidence
 Always discussing with other students and seek support from the tutors. Devote plenty of time to learning. Read and research enough information about given tasks. Read over feedback from past assignments to add value through compliments to gain self- belief and build self confidence.

[bookmark: _Toc500943476][bookmark: _Toc57472011]Section2: Know how to develop self & others to achieve organisational objectives.

To develop self and others to achieve objectives:
· Using all situations as potential learning opportunities.
· Engaging positively with appraisal process.
· Seeking, accepting and acting upon feedback and learning from it.
· Updating professional skills. 

By using simple technique like SWOT Analyses and Personal Development Plan  we can develop our self and others.

[bookmark: _Toc500943477][bookmark: _Toc57472012]2.1 Analyse learning/development options to meet needs of self & another. 

Report writer development options:
· First development requires from the report writer to be improving their English language. By writing the assignments with received feedback they will be able to improve pointed out aspects and work on their development.  Have more chances to read and write in English during study to be more grammatically correct. Take risk and learn though trial  and error methods. Monitor the development through better results and present them in clear way.

· Develop IT skills. Need to work on improving the presentation of given task more clearly and understandable for others. How to use Microsoft Word and PowerPoint accordingly to the further expectation in workplace. Develop how to work with IT equipment in better time management.
The colleague development options:
· Presentation skills to develop and successfully present clearly and reliably for others in well timely manner. Use all available investigation to produce well presented audit. Well delivered  potential  could be learning and developing opportunities for future to provide well organised and contain useful information for training for others.  

· Self confidence to become more optimistic and open minded towards others, to be able to discuss and see others point of view, which will develop as well needed communication skills to  possibly become a future Team leader or manager. By developing those skills could grow financially stable and have better job opportunities. 

[bookmark: _Toc500943478][bookmark: _Toc57472013]2.2Identifysupport mechanisms for the development of self & another.

The report writer identify support mechanisms for the development of self and another.
· Researching.
· Access to the internet.
· Online module materials.
· The library- references from books.
· Family and friends, they are the closer support mechanism, they are always there to support mentally, as well as give the space and time to learn. 
· Class members - they are always helpful and supportive for each other.
· Tutors and other academic staff- always explaining calmly and clearly what to do to improve academic performance and to raise awareness of areas for professional and personal growth. 
Academic staff lead to academic achievement  and high levels of student satisfaction. Formal and informal support is crucial in motivating student engagement all through their learning, obtaining feedback on what did well and what should look to improve. 
· Hub at the University with IT support and any other aspect of learning.
· Student finance.
· [bookmark: _Toc456901523]More personalized support for the colleague ( diabetic). Constant contact with the doctor and monitoring the progress of the illnesses to keep on track with correct blood results.


[bookmark: _Toc500943479][bookmark: _Toc57472014]2.3 Prepare development plans for yourself and another person

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals

	Goals setting is a process of identifying what we want to accomplish and creating a plan to achieve those desired results and then systematically move towards the achievement of those goals.
The process of setting goals gives a purpose and direction in life by allowing to choose where we want to go in life.
The lack of confidence in public speaking due to English not being the first language for the reporter as well as due to personal stress.
 Their communication skills lack in the simplest forms. The report writer is good at getting jobs done through setting goals and targets, but sharing this information with others they seem to lack  effective communication skills as well as being unconfident due to self insecurities. The report writer plans to take these weaknesses, achieve their plan, such as learning IT skills and become more confident.






	Skills/
Knowledge
	Action needed
	Resources needed
	How will be measure success?
	Date for action
	Date for Review
	Aspiration goal (SMART)

	Learn to be more confident in public speaking
group/
team working
	



Be more engaged in group/
team activities and more practice
	



More encouragement from team members and Tutors
Awareness along with opportunities to test the skills.


	



Engagement in group activities, while maintain a track of their daily progress and how well have they tackled the situation.
	





Every week
	



Sunday
09.11.2020
Review by reflection
09.12.2020
	



Will be more engaged in group/team activities and will more practice, be better by 09.12.2020 

	English speaking and spelling
	


Need to practice and speak more in English
	


Use online resources and dictionary






	


Being fully confident in speaking English
	



Every day
	


Review by reflection every three months.
01.02.2021


	 


Being able to read, write and spell correctly and confidently by 31.01.2023

	

Effectively communicate

	
Learn to able to convey a point effectively and control body language  
	
More encouragement from team members, tutors, practice with others 
	
Research on communication and Engagement in group activities.
Communicate clearly and professionally.
	
Every week
	
Next planned observation
11.11.2020
Next reflection
09.12.2020
	
Will be able to convey a point effectively and control some body language as facial expression by the next reflection
09.12.2020 

	
Learn intermediate IT skills

	

Taking on a higher level IT course,
Will learn different tools that are useful for prominently designing tools, blueprint reviewing, statistical tools (Excel and SPSS) and others.
	
Check university website for an IT course
 A system, tutorials for learning tools (YouTube or University websites),
	
Be able to effectively use IT skills of a higher level. Work in better time management.
	

Every week
	
Next planned observation
11.12.2020
Next reflection
09.01.2021
09.02.2021
	
Will be start to using different tools as blueprint, statistical tools and other before next assignment
02.03.2021  




Part3: Personal Objectives

	Short Term Goals (next 12 months)

	
· Finish the course "Skills for Workplace" by 31.01.2021
· Gain the knowledge to be fully confident in leading my team effectively by 28.11.2021
· Gain the knowledge to able to convey a point effectively by 28.11.2021


	Medium Term Goals (2-3 years)

	
· Have degree BA  in Leadership and Management Skills for Workplace by 31.01.2023


	Long Term Goals (3-5 years)

	
· Within 5 years look to be in a self-employed position with successful business, financially stable life and  good time management in all aspect of living. 





[bookmark: _Toc500943480][bookmark: _Toc57472015]2.4Method used to monitor the development of self & another.

[bookmark: _Toc57472016] “Evaluation is a way of seeing, of reflecting on practice” (Van Der Eyken 1993)
[bookmark: _Toc57472017] “Judging merit against some yardstick” (Phillips et al, 1994)

	Methods which will be used in order to monitor the development of self and the colleague will be based on the reflection from the PDP. This monitoring will be done through a learning log, keeping track of the learning journey with always having the option of going to our PDP and change the review date, what needs to be worked on and the growth throughout the learning journey. By keeping a time log the report writer will be able to improve wanted skills. 

[bookmark: _Toc500943481][bookmark: _Toc57472018]Section 3: Know how to prepare for the recruitment process
[bookmark: _Toc57472019]Reflection on the recruitment process

	Reid (1993) noted that reflection is an active, rather than passive, process, claiming that: 
Reflection is a process of reviewing an experience of practice in order to describe, analyse, evaluate, and so inform learning about practice. 

	Johns' model (Johns, 1995), suggests that the "Model for Structured Reflection" is a technique that is especially useful in the early stages of learning how to reflect. 

	Gibbs' Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences.  It offers a framework for examining experiences, and given its cyclic nature lends itself particularly well to repeated experiences, allowing you to learn and plan from things that either went well or didn’t go well. It covers 6 stages: Description, Feelings, Evaluation, Analysis, Conclusion, Action plan. 

[image: ] 

[bookmark: _Toc57472020]3.1 Description
	Job searching in today's day amongst a pandemic is really difficult as most companies are closed or operate from home with the interview process taking place via video conference.  The Report writer applied for numerous of jobs online by submitting the CV's which is a commonly use process. The jobs that the report writer applied were mostly a management position. In all of the jobs the reporter applied the application form wasn't available until the CV was successfully review. The report writer had to prepare for an potential interview coming. (Appendix F, CV and cover letter).
[bookmark: _Toc57472021]3.2 Feelings
	During  the process of job searching report writer could  feel both really excited as well as really frustrated, by filling the job application the report writer was unsure if it's done correctly, an excited feeling came from the chance to be interview for dream position and to develop better self confidence. Fear  came from being unsuccessful at the interview. ( Application form, Appendix G).
[bookmark: _Toc57472022]3.3 Evaluation
	During the process the report write didn't read enough information's about the job qualifications, so the outcome wasn't what they expected . The chance to be interviewed was lost and the report writer did not have the opportunity to an confrontation with the potential employer. It was very stressful waiting for the CV to be reviewed and having a positive outcome. It was a good lesson learned for future job applying or interviews. ( Job prescription, Appendix E).

	
 
[bookmark: _Toc57472023]3.4 Analysis
	In the future the report writer will focus and invest more time into gaining employability skills as well as theoretical knowledge through possible practice application form filling and for the potential interview session. Also giving themselves some time to stop and rethink/ relax before forcing themselves to repeat the same thing.  Through the use of a professional CV websites, they can produce a better CV. Read all available guides to filling in the forms correctly and to gain better chance for employability.

[bookmark: _Toc57472024]3.5 Conclusion
	The report  writer wasn't prepared for the interview well enough to gain the position as operation manager. If the report writer could invest more time into preparing and focusing mostly towards one job positions instead of numerous the outcome could have been better. If the writer would have created a better CV, cover letter and application form it could have lead to a successful result.
[bookmark: _Toc57472025]3.6 Action Plan
	According to Harvey L. (2003) employability is not just about getting a job as a graduate. It is about learning and developing critical, reflective abilities, with a view to empowering and enhancing learning. 
In today's job market Employers placed less attention to graduate's degree as they see is an necessary but not enough for them to be recruited rather they focus on individual's employability skills and personal attributes that will be of benefits to themselves, the workforce, the community and the economy (Yorke, 2006).
	The report writer should practice interviews with someone to be more confident  and less stressed when it comes to the actual interview.  Reading all guides available to produce the perfect CV and meet the expectations on application forms from the employer. Read job description more carefully and see if the qualification match the expectation. Apply only for maximum three job adverts to focus on them with the most effort. Check the CV with a professional  CV writer to make sure the CV contain only required information and are all positive and less personal. Adapt, gain knowledge and experience from past interviews that didn't go well either. 
[bookmark: UNI]
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	No.
	Statements
	Put Y or N

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

	

	2
	I often ‘throw caution to the wind’.

	

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

	

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

	

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

	

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

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

	

	8
	I regularly question people about their basic assumptions.

	

	9
	What matters most is whether something works in practice.

	

	10
	I actively seek out new experiences.

	

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

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

	13
	I take pride in doing a thorough job.

	

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

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

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

	

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

	

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

	

	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.
	

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

	

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

	

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

	

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

	

	24
	I enjoy fun-loving spontaneous people.

	

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

	

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

	

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

	

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

	

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

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

	

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

	

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

	

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

	

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

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

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

	

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

	

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

	

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

	

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

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

	42
	I tend to be a perfectionist.

	

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

	

	44
	In meetings, I put forward practical realistic ideas.

	

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

	

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

	

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

	

	48
	On balance, I talk more than I listen.

	

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

	

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

	

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

	

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

	

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

	

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

	

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

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

	

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

	

	58
	I enjoy being the one that talks a lot.

	

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

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

	

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

	

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

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

	

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

	

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

	

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

	

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

	

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

	

	69
	Most times I believe the end justifies the means.

	

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

	

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

	

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

	

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

	

	74
	I quickly get bored with methodical, detailed work.

	

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

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

	

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

	

	78
	I steer clear of subjective or ambiguous topics.

	

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

	

	80
	People often find me insensitive to their feelings.
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Scoring and Plotting Results

You score one point for each item that you put Y next to. There are no points for items that you put N next to. Simply indicate on the grid below which items had Y next to them by putting a Y next to the relevant statement number here as well.
The column with the highest total of numbers with Y next to it indicates your preferred learning style.

	2
	7
	1
	5

	4
	13
	3
	9

	6
	15
	8
	11

	10
	16
	12
	19

	17
	25
	14
	21

	23
	28
	18
	27

	24
	29
	20
	35

	32
	31
	22
	37

	34
	33
	26
	44

	38
	36
	30
	49

	40
	39
	42
	50

	43
	41
	47
	53

	45
	46
	51
	54

	48
	52
	57
	56

	58
	55
	61
	59

	64
	60
	63
	65

	71
	62
	68
	69

	72
	66
	75
	70

	74
	67
	77
	73

	79
	76
	78
	80

	Total Y
	Total Y
	Total Y
	Total Y

	ACTIVIST
	REFLECTOR
	THEORIST
	PRAGMATIST



Activist - 3
Reflector -14
Theorist - 15
Pragmatist - 8
With Honey and Mumford Learning Style Questionnaire the report writer is Reflector ( score 14) and Theorist ( score 15) with strong preference.

The colleague results:
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VARK Questionnaire version 8.01
Choose the answer which best explains your preference and click the box next to it. Please click more than one if a single answer does not match your perception. Leave blank any question that does not apply.
1. Początek formularza
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:
reading the words.
listening.
seeing the diagrams.
watching the actions.
2. I have finished a competition or test and I would like some feedback. I would like to have feedback:
using graphs showing what I achieved.
using examples from what I have done.
using a written description of my results.
from somebody who talks it through with me.
3. I want to find out about a house or an apartment. Before visiting it I would want:
a plan showing the rooms and a map of the area.
a printed description of the rooms and features.
to view a video of the property.
a discussion with the owner.
4. I want to find out more about a tour that I am going on. I would:
use a map and see where the places are.
talk with the person who planned the tour or others who are going on the tour.
read about the tour on the itinerary.
look at details about the highlights and activities on the tour.
5. When choosing a career or area of study, these are important for me:
Working with designs, maps or charts.
Using words well in written communications.
Applying my knowledge in real situations.
Communicating with others through discussion.
6. I have a problem with my heart. I would prefer that the doctor:
described what was wrong.
used a plastic model to show me what was wrong.
showed me a diagram of what was wrong.
gave me something to read to explain what was wrong.
7. I prefer a presenter or a teacher who uses:
handouts, books, or readings.
demonstrations, models or practical sessions.
question and answer, talk, group discussion, or guest speakers.
diagrams, charts, maps or graphs.
8. When I am learning I:
read books, articles and handouts.
like to talk things through.
use examples and applications.
see patterns in things.
9. 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.
use graphs showing different options for different time periods.
talk with an expert about the options.
consider examples of each option using my financial information.
10. I want to assemble a wooden table that came in parts (kitset). I would learn best from:
diagrams showing each stage of the assembly.
written instructions that came with the parts for the table.
watching a video of a person assembling a similar table.
advice from someone who has done it before.
11. I want to learn about a new project. I would ask for:
examples where the project has been used successfully.
diagrams to show the project stages with charts of benefits and costs.
an opportunity to discuss the project.
a written report describing the main features of the project.
12. 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 diagrams showing the camera and what each part does.
use examples of good and poor photos showing how to improve them.
13. I need to find the way to a shop that a friend has recommended. I would:
use a map.
write down the street directions I need to remember.
find out where the shop is in relation to somewhere I know.
ask my friend to tell me the directions.
14. I want to learn to do something new on a computer. I would:
start using it and learn by trial and error.
talk with people who know about the program.
follow the diagrams in a book.
read the written instructions that came with the program.
15. When learning from the Internet I like:
interesting written descriptions, lists and explanations.
audio channels where I can listen to podcasts or interviews.
videos showing how to do or make things.
interesting design and visual features.
16. I want to learn how to play a new board game or card game. I would:
listen to somebody explaining it and ask questions.
watch others play the game before joining in.
use the diagrams that explain the various stages, moves and strategies in the game.
read the instructions.

The report writer results:
[image: ]


The colleague results:
[image: C:\Users\Sylwia\Downloads\Vark results.png]
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VAK Learning Styles Self-Assessment Questionnaire Circle or tick the answer that most represents how you generally behave. (It’s best to complete the questionnaire before reading the accompanying explanation.)
 1. When I operate new equipment I generally:
 a) read the instructions first
 b) listen to an explanation from someone who has used it before 
c) go ahead and have a go, I can figure it out as I use it
 2. When I need directions for travelling I usually:
 a) look at a map
 b) ask for spoken directions
 c) follow my nose and maybe use a compass 
3. When I cook a new dish, I like to:
 a) follow a written recipe
 b) call a friend for an explanation
 c) follow my instincts, testing as I cook
 4. If I am teaching someone something new, I tend to:
 a) write instructions down for them
 b) give them a verbal explanation
 c) demonstrate first and then let them have a go
 5. I tend to say:
 a) watch how I do it
 b) listen to me explain
 c) you have a go
 6. During my free time I most enjoy: 
a) going to museums and galleries
 b) listening to music and talking to my friends 
c) playing sport or doing DIY
 7. When I go shopping for clothes, I tend to: 
a) imagine what they would look like on
 b) discuss them with the shop staff 
c) try them on and test them out 
8. When I am choosing a holiday I usually:
 a) read lots of brochures
 b) listen to recommendations from friends
 c) imagine what it would be like to be there 
 9. If I was buying a new car, I would: 
a) read reviews in newspapers and magazines 
b) discuss what I need with my friends 
c) test-drive lots of different types
 10. When I am learning a new skill, I am most comfortable:
 a) watching what the teacher is doing
 b) talking through with the teacher exactly what I’m supposed to do
 c) giving it a try myself and work it out as I go
 11. If I am choosing food off a menu, I tend to: 
a) imagine what the food will look like
 b) talk through the options in my head or with my partner
 c) imagine what the food will taste like
 12. When I listen to a band, I can’t help:
 a) watching the band members and other people in the audience
 b) listening to the lyrics and the beats
 c) moving in time with the music
 13. When I concentrate, I most often:
 a) focus on the words or the pictures in front of me 
b) discuss the problem and the possible solutions in my head
 c) move around a lot, fiddle with pens and pencils and touch things
 14. I choose household furnishings because I like: 
a) their colours and how they look
 b) the descriptions the sales-people give me
 c) their textures and what it feels like to touch them
 15. My first memory is of:
 a) looking at something
 b) being spoken to
 c) doing something 
16. When I am anxious, I:
 a) visualise the worst-case scenarios
 b) talk over in my head what worries me most 
c) can’t sit still, fiddle and move around constantly 
17. I feel especially connected to other people because of: 
a) how they look
 b) what they say to me
 c) how they make me feel 
 18. When I have to revise for an exam, I generally: 
a) write lots of revision notes and diagrams
 b) talk over my notes, alone or with other people
 c) imagine making the movement or creating the formula
 19. If I am explaining to someone I tend to: 
a) show them what I mean
 b) explain to them in different ways until they understand
 c) encourage them to try and talk them through my idea as they do it
 20. I really love:
 a) watching films, photography, looking at art or people watching
 b) listening to music, the radio or talking to friends 
c) taking part in sporting activities, eating fine foods and wines or dancing 
21. Most of my free time is spent: 
a) watching television
 b) talking to friends
 c) doing physical activity or making things
 22. When I first contact a new person, I usually:
 a) arrange a face to face meeting
 b) talk to them on the telephone
 c) try to get together whilst doing something else, such as an activity or a meal
 23. I first notice how people:
 a) look and dress
 b) sound and speak
 c) stand and move
 24. If I am angry, I tend to:
 a) keep replaying in my mind what it is that has upset me
 b) raise my voice and tell people how I feel 
c) stamp about, slam doors and physically demonstrate my anger
 25. I find it easiest to remember:
 a) faces
 b) names
 c) things
 I have done
 26. I think that you can tell if someone is lying if:
 a) they avoid looking at you
 b) their voices changes
 c) they give me funny vibes 
 27. When I meet an old friend: 
a) I say “it’s great to see you!” 
b) I say “it’s great to hear from you!”
 c) I give them a hug or a handshake
 28. I remember things best by:
 a) writing notes or keeping printed details
 b) saying them aloud or repeating words and key points in my head
 c) doing and practising the activity or imagining it being done 
29. If I have to complain about faulty goods, I am most comfortable: 
a) writing a letter
 b) complaining over the phone
 c) taking the item back to the store or posting it to head office
 30. I tend to say:
 a) I see what you mean
 b) I hear what you are saying
 c) I know how you feel
 Now add up how many
 A’s, B’s and C’s you selected.
 A’s =    21                      B’s =    3                        C’s = 5
If you chose mostly A’s you have a VISUAL learning style.
 If you chose mostly B’s you have an AUDITORY learning style.
 If you chose mostly C’s you have a KINAESTHETIC learning style. 
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Appendix D
The report writer potential barriers to learn.

	Barriers (External)
	Overcome

	IT Issues
	Have the ability to ask sons for help with any IT problems that are encountered.

	Language Barrier
	Investing more time into reading and researching in order to expand vocabulary.

	Unknown Terminology
	Spend more time reading articles to get more accustom to the terminology.

	Balancing family life
	Asking family to provide quiet time for studying.

	Limited time
	Resigned from work to focus on education

	Barriers (Internal)

	Overcome


	Confidence in passing the course
	Asking extra question and seeking support from tutor.

	Uncertainty of assignment tasks
	Attending the support sessions to ensure nothing is missed.

	Self criticism
	Reading over and taking in compliments from tutors to get rid of self doubts.




The colleague potential barriers to learning.
	Barriers (External) 
	Overcome 

	Type 1 diabetes losing concentration.
	Monitors blood levels closely. Repeat lesson videos.

	I.T issues and computer malfunctions.
	Able to use daughter’s computer as a backup and assignment saved through University one drive. University Hub support.

	Unknown terminology.
	Read more to familiarise and gain knowledge.

	Balancing family commitments.
	Asking help from parents to provide lifts and providing meals to enable more study time. Family support.

	Work commitments as working full time.
	Manager supportive and allows taking holidays when assignment due in.

	Friend commitments.
	Explain the importance of course to me and meet less frequently to allow time.

	Barriers (Internal) 
	Overcome 

	Anxiety of assignment tasks.
	Attending support sessions to ask any questions to ensure on the correct path of assignment.

	Confidence in passing the course.
	Discussing with other students and support tutor to give encouragement.

	Self-belief
	Reading over my feedback from past assignments to read compliments to gain self-belief.
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Job Title:  Operations Manager    

Reports to:  Director of Operations   
Location:              Swansea and travel across South Wales (own transport essential)
   Hours:                   35 per week & on-call cover  
    
As Operations Manager; you will be the critical link between Goleudy’s Executive Leadership Team, frontline staff, and our clients; and at the forefront of delivering our strategic plan.       
You will lead a group of projects/teams and oversee all aspects of service delivery including managing staff, work streams, project activity, premises, contracts, compliance monitoring, and data reporting systems.  
Guided by Goleudy’s strategic business plan, you will ensure clients receive a high standard of service and your projects attain contractual, finance, compliance, and quality performance targets. Visit Goleudy.org to see more information about the exciting projects we deliver.    
JOB PURPOSE & KEY RESPONSIBILITIES   
• Ensure staff are signed up to Goleudy’s values, engaged in our ethos, motivated to go the extra mile, understand their roles, responsibilities and work priorities. 
 • Manage rota and operational priorities with effective staff management in line with organisational processes, policies and procedures; and deal with complex staff matters appropriately. 
 • Responsible for all aspects of contract management, commissioner/regulator reporting and client satisfaction. 
 • Ensure all legal, contractual, financial and quality obligations, legislation, public policy and good practice measures are monitored following organisational process.
 • Ensure Health & Safety guidelines, fire regulations, safeguarding frameworks, organisational policy and procedures are strictly adhered to. 
  • Assist Director of Operations in delivery of strategic development through delivery of project plans, data sets, and strategic reports. 
• Collaborate with internal and external partnerships.    

KEY PERFORMANCE INDICATORS 
  • Client satisfaction and contract performance ARE in line with expectations, contractual KPI’s and regulatory obligations.
 • Projects and teams meet all contractual, finance, compliance and quality performance targets, such as:
· Organisational and contractual KPIs o Income and expenditure in line with budget targets 
· The physical environment is safe, clean, well-cared for and welcoming.  
· Meet all contract, regulatory, housing management, safeguarding, health and safety, and GDPR obligations. 
· Client/staff records are completed to the required standard and data systems are up to date. 
 • Rota management and decision making meets the operational priorities of the project and utilises staff time to prevent agency spend.  
  • Staff management decisions and finance approvals adhere to organisational processes, policies, and procedures. 
 • Monitoring and reporting obligations are completed with accuracy and on time. 
• Project plans drive improvement and deliver innovation within agreed time scales.  
   • Work outputs, project performance and external monitoring inspections ensure no risk to organisation such as non-compliance or contract default.    

KEY CONTACTS   
Internal: 
 • ELT (CEO, Directors – Operations/Responsible Individual, Finance and HR)
 • Project level staff & contractors 
 • Clients • Operational Management Team  
• Central services managers (Finance, HR)   
External: 
 • Commissioners (Welsh Government, Local Authority, Health Board) 
• Regulators (Rent Smart Wales)
 • Partner agencies (Landlord, Health/Social Services, Housing, Welfare, Criminal Justice, Drug/Alcohol Support) 
• Policy organisations (Cymorth Cymru)
 • National & Regional Networks 

GENERAL  
• Ability to participate in the locality on-call rota including evening and weekends. 
• Apply the organisational values and management competencies to every aspect of the role at all times. 
 • Be aware of and adhere to organisational policies at all times. • Take part in progress/performance reviews throughout the year.
 • Cooperate with other organisational departments. 
• Take responsibility for own personal development, seeking out opportunities to learn new skills. 
 • Attend training courses and complete training modules as required to meet requirements of the post. • Regularly competency check staff in key result areas. 
  • Provide effective housing management by expressing clear expectations of licence agreement terms at point of allocation and a procedure for breaches with regards to the management agreement with the landlord.
 • Undertake and/or oversee housing management tasks as specified. 
 • Requirement to be deployed across several projects over the duration of the role, with minimal oversight, and sometimes at short notice depending upon business needs.
  • In addition to the duties and responsibilities outlined, you must be prepared to undertake such additional duties that may result from changing circumstances, but which may not of necessity change the general character or level of responsibility to the post. 
 • Adhere to the organisation’s no smoking policy for staff at all its premises  
Due to the nature of the role, it should be noted that this job description is indicative and may be subject to change.  
  
Person Specification   
All skills, knowledge and requirements are essential unless stated as desirable.   
1 Skills & Abilities 
1.1 Standard of behaviour is in line with Goleudy vales and ethos as set out in the Code of Conduct, Hallmarks of a Leader and Goleudy Management Competencies. 
 1.2 Ability to manage staff and rota to ensure operational priorities are met without exception; and lead others on a journey of change/improvement.
  1.3 Genuine interest and passion for the work Goleudy does, our approaches, and putting clients first. 1.4 Eagerness to roll up sleeves, lead from the front, deliver targets and take on new challenges at short notice.  
 1.5 Has the initiative to work with minimal supervision and the foresight to identify organisational risks and appropriate action.  
1.6 Ability to be a proficient learner, critical thinker, and evidence-based decision-maker that protects the organisation from unnecessary risk. 
1.7 Ability represent and promote a strategic vision to frontline staff and stakeholders. 
 1.8 Excellent communication skills with the ability to understand and write complex documents and explain complex issues succinctly. 
 1.9 Excellent planning, prioritising and organisational skills and personal responsibility to deliver agreed outcomes. 
 1.10 Ability to lead on and contribute towards the development of high quality, robust operational policies and procedures, using knowledge of good practice.  
1.11 Confident budget holder across a portfolio, able to make decisions based on clear rationale and evidence.
 1.12 Analytical approach to data systems (collection, processing and reporting) and data management including trend analysis.
 1.13 High level of literacy, numeracy, IT and administration skills. Competent in using IT management systems for client records, staff management, and health & safety.
  1.14 Ability to communicate in Welsh is desirable.
  2 Knowledge
 2.1 Exceptional operational expertise in service delivery in either private commercial, industry, public or third sectors. 
 2.2 Legislation relating to employment, health and safety and GDPR.
 2.3 Legislation relating to housing, homelessness, welfare, mental health, housing management, and safeguarding is desirable. 
 3 Qualification
 3.1 Equivalent QCF level 5 in management or willingness to work towards qualification. 
      
Visit Goleudy.org to learn more about our values, ethos, and strategic plan










Appendix F
		Sylwia Wujcikowska
 
PROFESSIONAL SUMMARY
I have spent many years working within the UK but I have recently decided to invest the time into educating myself and gaining a degree in Leadership and Management Skills for the Workplace.
Having worked in a wide variety of positions, ranging from line operator to manager position for different companies within Wales.
I possess bilingual ability in both English and Polish, robust IT skills as well as a keen intelligence in report writing. With the end of my University degree near in sight, I am keen to continue learning as well as enhancing my skill set within the workplace as well as finding a job that suits my interest and passion for a wide range of social issues.
WORK HISTORY
General Manager, 05/2014 - 01/2020
Pullmaflex Ltd, Ammanford, CMN
At this job, I had to be responsible for the production and the targets in the Clean room Area, while adhering to strict Clean room Policy Protocol at all times. My daily tasks included creating reports as well as logical production planning.
Cleanroom Quality Controller, 01/2010 - 07/2014
Purewafer Ltd, Swansea, SWA
In this job, I was a quality controller to the process of 200mm and 300mm silicon wafer reclaims for blue-chip companies such as Intel and IBM within the semiconductor industry. My daily tasks were, ensuring that the processing of silicon wafers through the chemicals and acids was carried out in a safe manner, carrying out inspections of complete product in line with the company and customer requirements as well as achieving company targets on quality, housekeeping, and safety.
Quality Controller, 05/2006 - 01/2010
F.E. International Foods Ltd, Swansea 
Within this job, I was responsible for carrying out a frequent audit on the food quality ensuring that the product meets the company and the customer requirements at all times.
My daily tasks included training with existing and new employees in order to bring them to an acceptable level of quality as well as the creation and submission of reports based on the audits and checks to the senior manager.
EDUCATION
Certificate of Higher Education, Leadership and Management Skills for Workplace Level 4
Trinity Saint David University of Wales 
Modules:
· Skills for Workplace.
· Effective Team Working and Communications.
· Digital Skills and Research Methods.
· Problem Solving and Decision Making
· Professional Career Development.
· Managing Enterprise in the 21st Century.
Master of Arts, Special Needs Teacher
SWPS University of Social Science and Humanities 
In this degree, I studied all departments of human dysfunction.




	
Address: : Swansea, SWA 
Address: : Swansea, SWA 

Phone: : 07545827022

Email: : sylwiawujcikowska@googlemail.com


 
SKILLS
· Able to work to a high standard of quality.
· Always willing to go the extra mile.
· Learning and Development.
· Record Keeping & Documentation.
· Logistical Planning.
· Problem Solving.
· Adhering to deadlines.
· Report building.




	




SYLWIA WUJCIKOWSKA
 
Swansea Swansea, SWA  • 07545827022 • sylwiawujcikowska@googlemail.com 
 
24 November 2020
Jim Birly Davies
The Customs House of Goleudy's
Swansea, SA1 1RG
SA1 1RG, Swansea
01792 646712
information@goleudy.org
RE: Operation Manager, OP13456 , 11.11.2020
Dear Mr J.B Davies 
	Please accept this letter as an expression of my interest in the Operations Manager position. I am a highly motivated and results-focused General Manager with an established background in the clean room industry. I would relish the opportunity to devise effective strategic initiatives which I believe will prove valuable to satisfaction of clients. 
Throughout my career, I have perfected my report building and logistic thinking abilities. I am a capable and consistent problem-solver skilled at prioritizing and managing projects leading to fantastic results. I have a track record of initiative and dependability running projects such as strict protocol policy control.
 
In my previous role, I contributed critical thinking, decision-making, and able to work in a high standard of quality a toward team efforts and business improvements. I am forward-thinking and in sync with new developments in the organized field. I have proven to be effective and collaborative with strong motivation talents. I'm in my element managing projects where I can coordinate activities and achieve a positive with high score improve result.
Please take a moment to review my CV which outlines my suitability for the General Manager. I would greatly appreciate the opportunity to speak with you regarding my application.

Thank you for your consideration.
Sincerely,
Sylwia Wujcikowska

[bookmark: _Toc57472034]Appendix G

Sample of job application


	Job Application Form -Confidential

	

JOB TITLE: O
Operation Manager 	

VACANCY REFERENCE: op13456

CLOSING DATE: 20th November 2020at12:00 noon



	
Please complete this form electronically or in black ink. 

Please return your completed application form by:

E-mail to: information@goleudy.org

OR

Post to: Jim Birly Davies
The Customs House of Goleudy's
Swansea, SA1 1RG
SA1 1RG, Swansea
01792 646712
information@goleudy.org

	
For HR department use only

Applicant considers themselves as disabled:

Yes  ☐      No  ☐


	
	HR Signature
	

	
	Date
	

	
	Applicant ID
	



Please refer to our Privacy Notice for further information on how we process the personal data you provide in this form – information@goleudy.org


	1. Qualifications

	
Beginning with the most recent, please provide details of your qualifications (academic,
professional and / or vocational) that are relevant to this application. Please continue on a 
separate sheet(s) if necessary. Please note: Original documents may need to be provided.


	Education Establishment/Training Provider
	Qualification(s) obtained (including grade if applicable)
	Date Awarded


	
Skills for Workplace 







	
Level 4 (CertHE)








	
31.01.2021












	2. Training and Development

	
Please provide details of any relevant training and development courses that you have attended.


	Training Provider
	Name of Training / Development Course
	Date

	

UNIVERISTY OF WALES TRINITY SAINT DAVID









	 
Skills for the Workplace
	
01.02.2020



	3. Membership of Professional Bodies

	
Please list your membership(s) of Professional Body/Bodies (if applicable)


	










	

	Name and address of employer:
Pullmaflex Ltd Ammanford

	Job Title: 
General Manager 

	Start date: 
05/2014
	Basic Salary: 
£14.00 per Hour 

	Brief description of duties:

Responsibility for production line and targets. Struck all team members to policy protocol. 









	Reason for leaving:
Start university on full time.
	Period of notice required: 
2 Weeks

	Current employer?   Yes☐No☐

If no, please state your end date of employment: 
01/2020 



	4. Employment History

	
Beginning with the most recent, please provide a summary of all other employment, including previous posts held with your current or most recent employer. Please continue on a separate sheet(s) if necessary.


	From /To
	Name and address of employer
	Job title, brief description of duties and reason for leaving

	
01/2010-07/2014



05/2006-01/2010
	
Purewafer Ltd, Swansea 



F.E. International Foods Ltd.



	
Quality control to for the Production process. 
Fire at the manufactory produce to complete closer of the place.

Quality control of audit and production lines work correctly and with high hygiene standards.
Found a better job 










	
Are you, or you have you previously been an employee of  Goleudy's? Yes ☐      No ☐ 




	  6. Language Skills
	
	
	
	
	

	
Are you a Welsh speaker? Yes ☐      No ☐


	
If yes, please state your level of fluency in Welsh:


	
	Understand
	Speak
	Read
	Write

	Basic
	
	
	
	

	Intermediate
	
	
	
	

	Fluent
	
	
	
	

	
Are you fluent in any other languages?               Yes ☐      No ☐


	If yes, please specify: 
Polish



	7.Employment Related Referees

	
Please provide details of two work related referees. The first of these should be yourline manager (or Human Resources) from your current or most recent employer.
All offers of employment are conditional upon receipt of satisfactory references. References will only be sought upon an offer being made to a successful candidate.

*Please refer to section 8 if you are unable to complete this section.


	

	1stWork Related Referee

	Name
	Lisa Jenkins 


	Organisation
	

	Telephone number

	07898543764

	E-mail address

	Jenkinslis88@googlemail.com

	Position held by referee

	Director

	Employment relationship

	Director of the company.  

	

	2ndWork Related Referee

	Name
	John Philip


	Organisation
	


	Telephone number

	01792345674

	E-mail address

	John123@gmail.com

	Position held by referee

	General Manager

	Employment relationship

	Manager of Quality control 














	8. Character Referee

	
If you are unable to provide two work related referees, please provide details of someone who can offer a character reference about you.


	
	Character Referee


	Name
	
Billy Edwards 

	Telephone number

	01792345876

	E-mail address

	Billedw1256@gmail.com

	Your relationship with the referee
	Family friend 




	9. Supporting Statement

	
Please provide a supporting statement to show how you meet the Person Specification criteria, wherever possible relating this to the duties in the Job Description. You are encouraged to provide relevant and explicit examples (obtained from the workplace, voluntary or community work or any other appropriate situation) so that the short-listing panel is able to clearly identify where your experience, knowledge and skills match the criteria identified in the post and understand what qualities you can bring to the role.

FOR ACADEMIC ROLES ONLY: Please also detail relevant learning, teaching and/or research experience, e.g. mentoring, peer observation, supervision, developing distance learning, leading on thematic areas etc. You may also wish to include a list of your publications.

Please note, CV’s will only be accepted as supporting documentation to the application form.


	


















	Personal Details and Monitoring Form - Confidential

	
Applicants are requested to provide the following information for records purposes, and to enable the University to meet our statutory equality obligations. The information provided will be processed in accordance with the Data Protection Act 2018 and will not be used in theselection process.

Please refer to our Privacy Notice for further information on how we process the personal data you provide in this form –


	1. Vacancy Details (HR Department use only)

	Position applied for:
	Operation Manager

	Vacancy Reference:
	Op12356

	Applicant ID:
	



	2. Personal Details

	Title: Mr ☐         Mrs ☐         Miss ☐         Ms ☐         Dr ☐         Prof ☐         Other ............


	Forename(s):
Sylwia
	Surname:
Wujcikowska

	Home Address:
29 Parc yr Helig Road , Swansea


	Home Telephone:
01792345876
	Mobile Telephone:
07545827023

	Email Address:
sylwiawujcikowska@googlemail.com
	Date of Birth:
12/01/73

	National Insurance Number:
SD786576A



	3. Gender

	Please indicate your gender: 

	
Male☐ Female ☐ Other ☐












	4. Ethnicity

	Please indicate your ethnicity:


	☐White
☐White - Scottish
☐Irish Traveller
☐Gypsy or Traveller
☐Other White background
☐Black or Black British - Caribbean
☐Black or Black British - African
☐Other Black background
☐Asian or Asian British - Indian
☐Asian or Asian British - Pakistani
☐Asian or Asian British – Bangladeshi
	☐Chinese
☐Other Asian background
☐Mixed - White and Black Caribbean
☐Mixed - White and Black African
☐Mixed - White and Asian
☐Other mixed background
☐Arab
☐Other ethnic background
☐Not known
☐ Prefer not to say



	5. Religion and Belief

	Please indicate your religion / belief:


	☐No religion
☐Buddhist
☐Christian
☐Christian - Church of Scotland
☐Christian - Roman Catholic
☐Christian - Presbyterian Church in Ireland
☐Christian - Church of Ireland
☐Christian - Methodist Church in Ireland
	☐Christian - Other denomination
☐Hindu
☐Jewish
☐Muslim
☐Sikh
☐Spiritual
☐Any other religion or belief
☐Prefer not to say



	6. Sexual Orientation

	Please indicate your sexual orientation:


	☐ Bisexual
☐ Gay
☐ Lesbian
	☐ Heterosexual
☐ Other
☐ Prefer not to say













	7. Disability

	
Under the Equality Act 2010, you are considered disabled “if you have a physical or mental impairment that has a ‘substantial’ and ‘long-term’ negative effect on your ability to do normal daily activities.”
· ‘Substantial’ is more than minor or trivial, e.g. it takes much longer than it usually would to complete a daily task like getting dressed
· ‘Long-term’ means 12 months or more



	
Do you consider yourself to be a disabled person?                      Yes ☐      No ☐


	If yes, please indicate your disability:

☐No known disability
☐Two or more impairments and/or disabling medical conditions
☐A specific learning difficulty such as dyslexia, dyspraxia or AD(H)D
☐General learning disability (such as Down's syndrome)
☐A social/communication impairment such as Asperger's syndrome/other autistic spectrum disorder
☐ A long standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy
	
☐A long standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy
☐A mental health condition, such as depression, schizophrenia or anxiety disorder
☐A physical impairment or mobility issues, such as difficulty using arms or using a wheelchair or crutches
☐Deaf or serious hearing impairment
☐Blind or a serious visual impairment uncorrected by glasses
☐A disability, impairment or medical condition that is not listed above
☐Prefer not to say


	
Please note: UWTSD is a Disability Confident Committed employer and, accordingly, all disabled applicants are guaranteed an interview if they meet the essential Person Specification criteria for the role.





	    8. Work Permit

	
Do you require a work permit to work in the UK? Yes ☐      No ☐

If yes, do you currently hold a work permit to work in the UK?       Yes ☐      No ☐

If yes, please state the nature of your work permit and its expiry date:








	9. Rehabilitation of Offenders

	
Do you have any convictions, cautions, reprimands or final warnings that are unspent under the Rehabilitation of Offenders Act 1974 and which are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)?

Yes ☐      No ☐

Where a job falls within one of the excluded categories under the Rehabilitation of Offenders Act 1974, disclosure of any spent convictions is required and any offer of employment, if made, will be subject to a DBS (Disclosure and Barring Service) check.

Further information can be found on the Government website: Updated guidance on the Rehabilitation of Offenders Act 1974.




	10. Source

	Please indicate where you first saw this job advertised:

	     ☐Job Centre (Find a Job)
☐Internal email
☐Golwg360
☐ Fish4jobs
☐ Indeed
☐ Totaljobs
	☐Newspaper
☐Jobs.ac.uk
☐Lleol.net
☐Times Higher Education
☐ Word of mouth
☐Other (please specify) 




	11. Declaration

	
By signing here, I confirm that:
· The information given in this application is, to the best of my knowledge and belief, true and accurate;
· I have read the Job Applicant Privacy Notice; and
· I understand that, if an offer of employment is made to me, UWTSD will seek references from the referees I have provided.

	
Sylwia Wujcikowska 
	
11.11.2020


Applicant Signature Date
  (Electronic or Handwritten)
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“Itis not sufficient simply to have an experience in order to learn. Without reflecting
upon this experience it may quickly be forgotten, or its learning potential lost. It is
from the feelings and thoughts emerging from this reflection that generalisations or
concepts can be generated and it is generalisations that allow new situations to be
tackled effectively.’ (Gibbs 1988)

Conclusion Feeling

Analysis || Evaluation

Using this 6 step model should help to identify your strengths, areas for development and actions
You can take to enhance your professional skills. Steps 1 -3 relate to what happened during the

experience and steps 4 - 6 focus on how you could improve on the experience and outcome in the
future.

Step 1 - Description
“This should be a brief description of the experience or event to set the scene and give context.
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