
Skills for the Workplace
Module Assignment Submission 

Student Name:	Alyson Downes
Student Number:	2024912
Module No:	BMSK4005
Module Title:	Professional Career Development


Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.



Table of Contents
Table of Contents	2
Section 1: Know how to identify development needs	3
1.1 Identify learning styles for self and another	3
1.2 Use a simple technique for identifying development needs for self & another	5
1.3 Identify potential barriers to learning for self and another.	8
1.4 Explain how these barriers to learning can be overcome.	9
Section 2: Know how to develop self & others to achieve organisational objectives	10
2.1 Analyse learning/development options to meet needs of self & another.	10
2.2 Identify support mechanisms for the development of self & another	10
2.3 Prepare development plans for yourself and another person	11
2.4 Method used to monitor the development of self & another.	14
Reflection on the recruitment process	16
3.1 Description	17
3.2 Feelings	17
3.3 Evaluation	17
3.4 Analysis	17
3.5 Conclusion	18
3.6 Action Plan	18
References	19
Appendix A	21
Appendix B	23
Appendix D	32





[bookmark: _Toc500943471][bookmark: _Toc89238902]Section 1: Know how to identify development needs

[bookmark: _Toc500943472][bookmark: _Toc89238903]1.1 Identify learning styles for self and another 

Identifying a person’s learning style can be a useful way to assess the most effective way for them to learn. There have been several theories on learning styles developed over the years, and one of the most popular is the VARK model, developed by Neil Fleming in 1987 (Cherry, 2019). The VARK model categorises learners by their preferences and identifies four learning styles. Visual, aural, reading and writing, and kinaesthetic. Visual learners prefer to learn by seeing. They find pictures, graphs and colours useful. Aural learners learn best by listening to information. Lectures, podcasts or even reading out loud are tools they favour. Reading and writing learners like to learn from reading text. Textbooks, taking notes and making lists are effective for this kind of learner. Kinaesthetic learners learn by touch and being hands-on. They prefer practical classes and applied activities.
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I immediately recognised myself as a reading and writing type of learner, and this was confirmed when I took the questionnaire (Vark-Learn, 2021).  I am a typical read and write type learner, in that I enjoy reading for pleasure, I find it easier to retain information that I read or write down, I’m organised, and I prefer writing essays to delivering oral presentations. These are common characteristics of read/write learners (Chang, 2019). During my research, I learned that some useful strategies for read and write learners are to take plenty of notes during lectures, re-write and re-read notes, make lists using bullet points and write out descriptions of diagrams (Davison, 2020).
I also studied the Honey and Mumford learning style theory. Developed in 1986 by Peter Honey and Alan Mumford (EPM, 2020) this model looks at certain characteristics and identifies four different learning styles. Activist, Theorist, Pragmatist and Reflector. 
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Activists are people that learn best by doing. They work well with others, enjoy new experiences, prefer to be busy and are enthusiastic. Theorists are people who like to learn the reason behind things, they work with facts, are logical and enjoy research. Pragmatists like to apply knowledge in a practical sense, they enjoy conducting tests and experiments and are keen to try out new ideas. Reflectors like to learn from observation, they listen and look at different viewpoints before making a decision and tend to be quite reserved (Harrington-Atkinson, 2017).
I found it a little trickier to identify my learning style with this model before doing the questionnaire. However I suspected I would lean more towards the theorist. I was quite surprised when I did an online questionnaire that scored me equally as a pragmatist and a reflector (Mint HR, 2010). I do agree that I have certain attributes from both, for example, I like to observe and look at different perspectives like a reflector. I enjoy problem solving activities and reading case studies like a pragmatist. However I do not feel that I relate to either of those styles entirely. I then did a second questionnaire (EMTrain, 2011) which identified me as a theorist. I am logical and I like to take a step-by-step approach to problems. I am interested in what people think and the reasons why, however I can quickly lose patience if their opinion is based on emotion rather than fact. All things considered, I believe I have certain characteristics from each style, although I do think I have more theorist qualities overall.
As well as assessing my own learning style, I also assessed one of my classmates. Using the VARK model, I identified my classmate as an aural learner. She enjoys debate and discussion, is a confident speaker as well as a good listener and easily loses concentration. As an aural learner, she will find it useful to record and listen to summarised notes rather than re-reading them, she will benefit from class discussion and find it useful to read aloud.
[bookmark: _Toc456901517] The Honey and Mumford questionnaire identified my classmate as an activist. She learns best when ‘doing’, is not afraid to be thrown in at the deep end, enjoys new experiences and likes working with others. As an activist, good learning techniques for her are brainstorming sessions, hands on activities and role-play. 

[bookmark: _Toc500943473][bookmark: _Toc89238904]1.2 Use a simple technique for identifying development needs for self & another

To identify the development needs of both myself and my classmate, I completed a SWOT analysis for each of us. SWOT is an acronym for strengths, weaknesses, opportunities and threats (Kenton, 2021). Although a SWOT analysis is more traditionally used to analyse businesses, a personal SWOT analysis is a useful self-assessment tool that can identify a person’s USP (unique selling point) and can also pinpoint weaknesses. To be able to complete a SWOT analysis effectively, honesty and self-awareness are vital. It can also be useful when conducting a SWOT analysis on oneself, if outside evidence is taken into consideration. For example, asking colleagues for their views on your strengths and weaknesses can help to ensure personal biases are not being used, thus making the SWOT analysis more accurate and useful (Skills You Need, date unknown). Another way to use a SWOT analysis, is by using matching and converting strategies (Martin, 2019). For instance, by matching strengths with opportunities, it’s possible to identify competitive advantages. Using converting strategies can look at ways that weaknesses can be turned into strengths, or threats into opportunities. 
Completing my personal SWOT analysis helped me to reflect on my skills, my positive attributes and advantages which I may have over others. I also found it useful to look at the links between my weaknesses and threats. For example, one of my biggest weaknesses is low confidence. This is linked to anxiety around public speaking and talking in meetings. When I look at these in relation to one of my threats being that I have less payroll related work experience than other members of my team, I see a link that I have never acknowledged before. I believe that my reluctance to speak up, and lack of confidence is related to the fear of not knowing the answer, or of being wrong, and I believe this is down to my perceived lack of experience and expertise in comparison with colleagues. I suspect that my confidence will grow as I gain experience and obtain my degree. I can also take the threat of being less experienced and turn it into an opportunity. The company I work for is extremely supportive of educational pursuits and will often assist with funding. Less experience could make me an ideal candidate to complete further qualifications and courses, which would be a welcome opportunity. Not only will this lessen the threat, it will help my confidence grow and therefore work on my weaknesses. I can also take the threat of there being limited opportunities for growth in payroll specific roles and match it with the opportunity of there being a variety of development opportunities available within the organisation. Experiencing other departments and expanding my knowledge in different areas of the business would increase my visibility and widen my career prospects, thus eliminating the threat.
My classmate’s SWOT analysis also identified some links between categories. For instance, the threat of not being able to expand due to lack of capital could be converted to the opportunity to borrow money while interest rates are low. Competitors undercutting on price can be less of a threat due to the advantage of having a solid customer base and good reputation. One of my classmates’ weaknesses is becoming easily bored. This could be used to her advantage if she were to use this to undertake more training on new techniques and current trends. Not only would she be learning a new skill which would prevent boredom setting in, it would also be an opportunity for the business to offer a wider range of services and set them apart from competitors. 

	
Personal SWOT Analysis 


	
STRENGTHS

· CIPP payroll technician certificate holder.
· Likely to achieve a BA in leadership and management.
· Helped payroll team to achieve CIPP accreditation.
· Enjoys learning and quick to pick up new skills.
· Experience in leading a team.
· Proficient in Microsoft office and SAP.
· Friendly, approachable and enthusiastic.
· Dependable and hard working.
· Extremely organised. 
· Up to date with current legislation.

	
WEAKNESSES

· Lack confidence.
· Nervous about speaking up in meetings/public speaking.
· Not comfortable with conflict or giving negative feedback.
· Not a huge deal of payroll specific work experience.
· Can sometimes procrastinate.
· Reluctant to say no which can result in taking on too many tasks. 
· Not creative.





	
OPPORTUNITIES

· Contract with third party payroll provider due to be renegotiated, possibility of more work being brought ‘in-house’ means increased opportunities.
· Workplace supportive of educational pursuits and prepared to fund training.
· A variety of development opportunities available in different areas of organisation.
	
THREATS

· Less payroll experience than some colleagues/team members.
· Civil service job applications are highly competitive as sought after.
· Limited growth opportunities in payroll specific roles. 









	
SWOT Analysis on Classmate


	
STRENGTHS

· Qualified electrician. One of very few females in industry.
· Friendly and confident.
· Exceptional communication skills.
· Excellent team worker.
· Good leader.
· Trustworthy.
	
WEAKNESSES

· Procrastination.
· Time keeping.
· Not up to date with new skills/techniques.
· Responsibilities in personal life. 
· Easily bored.

	
OPPORTUNITIES

· Training in new techniques and current trends.
· Team up with other tradesmen (e.g. plumber) to offer a wider range of services.
· Good reputation and solid customer base.
· Low interest rates available on borrowing.

	
THREATS

· Increasing number of competitors.
· Competitors undercutting on price.
· Increasing costs due to inflation/Brexit.
· Lack of business knowledge. 
· Lack of capital for expansion.


[bookmark: _Toc500943474][bookmark: _Toc89238905]1.3 Identify potential barriers to learning for self and another.

Whilst assessing myself and my classmate, I identified the following as being the main barriers faced when contemplating a return to education (Stevens, 2021):

· Financial. Further education is expensive. Neither myself or my classmate are in a position to fund our own university education, and for many people in a similar position this will mean they won’t ever pursue it. 
· Lack of time. I have a full-time job and am a single parent. My classmate has two primary age children as well as a part time job. Fitting in time to study and attend classes is not straight forward and flexible courses are difficult to find.
· Childcare. Although my own children are now old enough for childcare to not be an issue, this is an issue for my classmate and many others. Even with remote classes, childcare is still required. It is not possible to concentrate fully on a class whilst simultaneously looking after two young children. 
· Lack of confidence. After being away from education for so many years, returning to the classroom can be a daunting prospect. 

[bookmark: _Toc500943475][bookmark: _Toc89238906]1.4 Explain how these barriers to learning can be overcome.

Some effective ways to overcome these barriers are:

· Financial. Apply for funding. Loans are available to cover tuition costs, and both loans and grants are available to help with living costs. Both myself and my classmate used this option. Alternative options are, employers covering costs, crowdfunding, or finding free courses available online and in local colleges (Tyler, 2020).
· Lack of time. The only way I found to overcome this was to find a course that was flexible enough for me to do alongside my work and parenting responsibilities. I learn in my own time. Online courses can also be a good way to find flexibility in learning, and it is worth checking workplace policies, as many employers offer paid time off for study and learning.
· Childcare. Much like lack of time, finding a course that is run at suitable times or is flexible, is essential to overcome this. Having a strong and supportive network can be a huge help here, my classmate would not have been able to return to education were it not for the support of her husband and family who assist with childcare. There is also funding available to help with childcare costs.
· Lack of confidence. An effective way to help to prepare for a return to education is to complete a short, free course. There are many available online. This will give a taste of returning to education and can help someone to decide if it’s the right decision for them. Successful completion will also be a confidence boost. For myself, my return to education started with the completion of my payroll technician certificate, a six-month online course I completed which was funded by my employer. It was this that gave me a taste for learning and the self-belief to enrol in university.   

[bookmark: _Toc500943476][bookmark: _Toc89238907]Section 2: Know how to develop self & others to achieve organisational objectives

[bookmark: _Toc500943477][bookmark: _Toc89238908]2.1 Analyse learning/development options to meet needs of self & another.

There are various tools that can be used to identify learning and development needs, such as the Johari Window tool (Communication Theory, 2014). This is a feedback model that is helpful for increasing self-awareness and looks at the differences, and similarities, in the way a person sees themselves in comparison to how others see them.
However, I felt that the SWOT analysis along with my own observations gave me enough information to identify these needs effectively. My personal SWOT analysis found my main weakness to be low confidence and anxiety around speaking publicly. Therefore I think it would be beneficial to develop my presentation and oral communication skills. I also think it vital to ensure I am up to date with payroll legislation. This will help to develop my self-management skills as well as being an advantage to my organisation. 
My classmate’s weaknesses relate to procrastination, concentration and punctuality, so the skills I think would be useful for her to develop are time management and self-management. She is also considering a career change, so it will be useful to develop these skills, as they are transferrable.
Short term goals will be SMART (Specific, measurable, achievable, realistic, time-based), while long term goals can be broader. 

[bookmark: _Toc500943478][bookmark: _Toc89238909]2.2 Identify support mechanisms for the development of self & another

For training and development goals to be successful, there needs to be a range of support mechanisms and resources available to individuals when they require help and guidance (Study Prism, 2019). 
For my personal development I will need support from my colleagues, who I will rely on to provide honest feedback on my current skill set and progression. I will utilise online resources to research ways in which to hone my skills, to keep up to date with current legislation, and to find suitable relaxation techniques such as breathing exercises and meditation which I hope will help with anxiety. I also intend to read books on public speaking, presentation delivery and am interested in personal stories from professional’s on how they gained confidence. I also intend to take part in formal training courses such as CIPP workshops, which will be supported by my line manager. Outside of the workplace I will rely on my support network that is made up of family and friends.  
My classmate will require very similar support mechanisms to be in place. She may require more external support from family and friends to assist with childcare. She will also be seeking assistance from a professional career adviser.
[bookmark: _Toc500943479]
[bookmark: _Toc89238910]2.3 Prepare development plans for yourself and another person

Part 1: Personal Analysis on Myself

See SWOT Analysis in 1.2
 
Part 2: Setting Goals

	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

	
Speak clearly and slowly during presentations.


	
Practice. 

I am confident in the quality of my work; it is the delivery that needs work. 

Rehearse while alone, and also in front of friends and colleagues.

Work on relaxation techniques. 
	
Colleagues – honest feedback.

Online resources.

Laptop and internet connection.

Books on presentation and public speaking skills, self-help skills.

Meditation and deep breathing tips.
	
I aim to deliver the presentation without stuttering and fumbling over words each time I practice.
Keep my head up high and speak clearly without rushing.

Use learned breathing techniques to control anxiety.

I will ask my colleagues to evaluate my performance after each rehearsal with an aim to improve my score each time.

	
Rehearsal of presentation with colleagues every Friday afternoon in January.



	
Stay up to date with payroll legislation and policies.

	
Research.

Attend workshops and courses, both internal and external.

Discuss findings and issues with line manager.

	
Online resources, such as CIPP and GOV.UK websites.

CIPP courses.

Colleagues and management.

	
Successful completion of courses.

Seek feedback from line manager.

Helping to ensure my company is compliant in all current legislation.

Being able to answer staff payroll queries quickly and accurately. 
	
Complete the CIPP overpayment and P11D courses by March 2022.

Quarterly performance reviews with line manager.

Bi-annual training and development reviews. 






Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	
Deliver a presentation at ‘DVSA Live’ in front of over 1000 colleagues. Present clearly and confidently using the skills developed over the next 12 months. 


	Medium Term Goals (2-3 years)

	
Achieve a first-class honours degree in leadership and management. 


	Long Term Goals (3-5 years)

	
Get promoted to a HEO role (one grade higher than current role) within the civil service. 








Part 1: Personal Analysis on my Classmate

See SWOT Analysis in 1.2 

Part 2: Setting Goals


	What do they want to learn?
	What do they have to do?
	What support and resources will they need?
	How will they measure success?
	Target Date for Review

	
Improve time management skills and increase productivity by 25% over the next three months.
	
Every morning, create a list of jobs to be completed that day, and put them in priority order. 

Say no when necessary.

Take regular breaks, add them to outlook calendar. 

Use a time tracking tool.
Only check social media during a scheduled break.

	
Time tracking tool.

Scheduling app.

Outlook calendar.

Computer.

List/reminder tool. 
	
Tasks being completed early or on time.

Track the number of tasks completed each day.


	
Three months. 

	
Update CV.

(Long term goal is a career change)

	
Reflect on recent achievements and the skills that were used and developed.

Update key skills and development section of CV accordingly.

	
Colleagues, friends and family for honest feedback.

Online skill tracking tools.

Computer.

Job compatibility tests online.
 
	
Review once a month and ensure it is kept up to date.

Use PDP reviews and feedback to assess.
	
One month.






Part 3: Personal Objectives (Classmate)



	Short Term Goals (next 12 months)

	
Organise appointments with career adviser, review skills, education and attempt to create a new career path. Ensure CV and LinkedIn profile are kept up to date in the interim. 


	Medium Term Goals (2-3 years)

	
To have started a new career in a role that I love. Preferably working with children, but open to options.


	Long Term Goals (3-5 years)

	
To be settled in new career, in a stable job that provides a good work-life balance.


[bookmark: _Toc500943480]
[bookmark: _Toc89238911]2.4 Method used to monitor the development of self & another.

There are several methods that can be used to monitor learning and development goals. A simple way is to use a PDP (personal development plan). Using my presentation goal as an example, I have stated that I will rehearse my presentation once a week in front of colleagues. Using the feedback will enable me to identify any new weaknesses that have been flagged and come up with new goals to improve in those areas, all of which could be recorded on a weekly PDP.
Learning logs are another useful way to monitor progress and a great way to assess what has been learnt. In the case of my classmate who will be working on her three-month time-management development plan, I would ask her to complete a learning log at the end of every week. She could use the learning log to record progress, reflect on what worked well and not so well, how various strategies made her feel, and then use these findings to make any necessary adjustments to her goal and the methods she uses to achieve it. 
My preferred method for monitoring my development would be to use Kolb’s Experiential Learning Cycle (L&D Training, 2021). Although this model is widely recognised as a learning tool, I find it really useful for reflection and self -awareness. Each week after my presentation rehearsal I intend to go through the cycle. The presentation itself would be the concrete experience. The reflective observation comes next, and it is here I would look back on the presentation, how I feel it went, how I was feeling at the time, was there an improvement on the week before, and what I felt the weakest areas were. I would also ask my colleagues for their honest feedback at this stage and assess whether or not they’re assessment agrees with my own. The next stage is abstract conceptualisation. I would expect that during the development process, I will have new feelings and ideas relating to my goal that I may not have considered when I created my plan. This would be a good time to adapt my goals or learning plan according to any new findings. Finally there is active experimentation. This is the stage that I would put my new ideas and findings to the test. And so the cycle would continue. I’d experience the new ideas, I’d reflect on them, I’d re-assess and develop, all the time using this tool as a way to monitor my progress and re-evaluate what works for me. In the words of Kolb himself, “Learning is the process whereby knowledge is created through the transformation of experience” (Kolb, 1984, pg. 38).


[image: Diagram
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[bookmark: _Toc500943481]
Section 3: Know how to prepare for the recruitment process 

When deciding on a role to apply for, a non-negotiable factor was that it should be in the payroll industry. This is where my expertise lies, it’s what I enjoy, and therefore all of my short-term goals have been developed with payroll in mind. I also wanted to ensure to find a more senior position with a higher salary than my current role, as these are the kind of roles I am intending to apply for in the future. I searched for payroll manager jobs in South Wales. I checked Indeed Reed and Total Jobs. There were several vacancies that appealed to me; however several were advertised by recruitment agencies and did not reveal the company they were advertising for, and two others did not give any indication of the salary range, both of which I found off-putting. I decided to apply for the Payroll Operations Team Manager position at Legal & General, which is based in Cardiff. 
Although my long-term goal is to gain a promotion within the civil service, I believe it would be worth considering taking a few years out to work in the private sector if it enables me to gain valuable experience working as a payroll manager. I will then be in a better position to apply for roles at a higher grade in a few years’ time after obtaining my degree. 
Whilst the role requires payroll management experience and I am not currently a manager, I do have experience of managing a small team from my time as Head Cashier at Grosvenor Casino. I have also stepped in to cover line manager absences in my current job, and since I am studying towards a degree in leadership and management, I decided it was worth a try. 
Legal & General are a UK based financial services company specialising in pensions and insurance products. They have over 10,000 employees (Macrotrends, 2020), up 17.61% since 2017. Half year 2021 results show a 14% growth in operating profit since 2019 (Legal & General, 2021). Employees seem to enjoy working for the company, with reviews on Glassdoor being mainly positive (Glassdoor, 2021).
The application itself involved completing a straightforward form with my personal details and diversity information and attaching a CV and cover letter, both of which I have included in the appendices. 

[bookmark: _Toc89238912]Reflection on the recruitment process 

 [image: Gibb&#39;s Reflective Cycle | Sarah Stewart&#39;s Eportfolio]
(Smith, 2021)


[bookmark: _Toc89238913]3.1 Description

My most recent interview was over three years ago. It was with DVSA for a payroll position. I ensured I was dressed smartly and arrived for my interview early. I had tried to do a little preparation beforehand but found it quite difficult to do so as I did not know what to expect. The interview itself was not as formal as I was expecting and was conducted by two people. It took approximately thirty minutes. The interview was competency based, so I was required to give specific examples of times I have used certain skills. Competency based interviews work on the principle that past behaviours are a good indication of future performance (Swain, 2021). 

[bookmark: _Toc89238914]3.2 Feelings

I was extremely nervous beforehand as I was not confident. I was surprised to be offered an interview at all as I had very little payroll experience at that point. I felt unprepared but saw the interview as an opportunity to gain more experience and learn how a civil service interview works, which would help with preparation for any future interviews. I did relax very slightly during the interview as the interviewers were very friendly and tried to put me at ease. However I still felt like my nerves had an effect on my performance, and there was one point that I felt very frustrated as my mind went blank. After the interview I felt a huge sense of relief.

[bookmark: _Toc89238915]3.3 Evaluation

On the whole, I think my interview was okay. Not brilliant, but okay. I was happy with the way that I came across, and I think the interviewers found me to be likeable and friendly. I was not happy with all of my answers, but I knew before going in that I would not be able to give ideal answers due to my lack of experience. There were no questions that I did not give an answer for at all, so that is a positive. I don’t think my nerves held me back as much as I feared they would, and I think I was more aware of them that my interviewers were.  

[bookmark: _Toc89238916]3.4 Analysis

I was satisfied with the way I came across as I was so anxious beforehand, I was worried that my nerves would have such an effect that it would prevent me from showing who I am. That was not the case. I am friendly and get along with easily with most people, and I’m pleased that came across. I feel the weakest part of the interview was some of my answers. Which also happens to be the most important part. I was expecting this to be the case as I knew my lack of experience would be a factor. I would like to have been able to give payroll related answers to the competency-based questions, as even though I do have the skills, being able to give evidence that I can apply those skills to payroll related scenarios would have been useful. I do not want to use lack of experience as an excuse, however. I could have done more preparation and if I had done more research in to competency-based interviews and the skills I was being assessed on, I do think I could have come up with better answers than the ones I gave. I believe that feeling more prepared would also have helped with my nerves. Being more self-aware and having a better understanding of my strengths and weaknesses would have been an advantage.

[bookmark: _Toc89238917]3.5 Conclusion

[bookmark: _Toc89238918]To conclude, the main thing I would change if I could, would be to prepare more. I was aware of the competencies I was being assessed on before the interview so there really was no excuse for this. I was so conscious of my lack of experience, I almost felt like there was no point in trying because I had no chance. I could have researched the competencies themselves. I could have thought of ways that the competencies could be applied in payroll scenarios. I could have done a comparison between the competencies and the job description. I could have ensured the examples I did use were given in a more structured way by using the STAR (situation, task, action, result) technique (Indeed, 2021). I could have done more research on DVSA and asked more questions. Self-awareness and assessment tools such as a SWOT analysis could have made me more aware of my strengths and weaknesses which would have enabled me to prepare answers that highlighted my desirable qualities and what is unique about me. Despite the things I think I should have done differently; I did pass the interview. Although I was not offered the job initially, I was placed on a merit list and received a job offer when the team expanded. 

3.6 Action Plan

[bookmark: _Toc89238919]Next time I have job interview I will prepare properly. I will research the company before I even apply. I’ll familiarise myself with the job description and key competencies and assess myself against them, so I know where my weak areas are and find ways to work on them. Now that I am more familiar with my strengths, I will find ways to highlight them. I will ensure I use the STAR technique to give specific, structured answers. Preparation and plenty of practice will not only improve my performance, but it will also help to reduce my nerves. I also feel it is important to ensure I arrive early and am dressed smartly and appropriately. Good manners are essential, and I will be conscious of body language (Indeed, 2021). I believe this will ensure the first impression I give is a positive one. 
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The VARK

Questionnaire
Your VARK Results

Your learning preference:

. Sh Your scores were:
Very Strong Read/write
. i e Visual 4
People with your preference like:
notes, handouts, print, text, ... * Aural4
e Read/Write 15
Full information about your preference ¢ Kinesthetic 6

is available in your VARK Academic
Profile or Business Profile (US$10.57).
View Example Profile
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Q. Mumford and Honey LSQ

Your learning style results
The highest score reflects your main learning style. If you have two equal scores please give both when asked.

Your scores

Pragmatist: 11
Reflector: 11

Activist: 6

Theorist: 6
Theorist: your score 6 Activist: your score 6
These learners like to understand the theory behind the Activists are those people who learn by doing. Activists need
actions. They need models, concepts and facts in order to to get their hands dirty, to dive in with both feet first. Have an
engage in the learning process. Prefer to analyse and open-minded approach to learning, involving themselves fully
synthesise, drawing new information into a systematic and and without bias in new experiences.

logical 'theory'.
o 4 ¢ Brainstorming

* Models * Problem solving
* Statistics * Group discussion
¢ Stories ¢ Puzzles

* Quotes * Competitions

* Background information ¢ Role-play

* Applying theories
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Pragmatist: your score 11

These people need to be able to see how to put the learning
into practice in the real world. Abstract concepts and games
are of limited use unless they can see a way to put the ideas
into action in their lives. Experimenters, trying out new ideas,
theories and techniques to see if they work.

* Time to think about how to apply learning in reality
¢ Case studies

* Problem solving

¢ Discussion

Reflector: your score 11

These people learn by observing and thinking about what
happened. They may avoid leaping in and prefer to watch from
the sidelines. Prefer to stand back and view experiences from
a number of different perspectives, collecting data and taking
the time to work towards an appropriate conclusion.

* Paired discussions

* Self analysis questionnaires
* Personality questionnaires
¢ Time out

* Observing activities

* Feedback from others

* Coaching

¢ Interviews
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Your primary learning style. Match: 0.400
Theorist style

Theorists like to think through problems in a logical manner. They value rationality and objectivity,
and like to assimilate disparate facts into coherent theories. They are disciplined, aiming to fit things
into a rational order. They are often keen on basic assumptions, principles, theories, models and
systems thinking.

Learning methods especially suited to theorists include:

« Models

« Classroom response systems (get one of the theorists in the classroom to be responsible for the
stats!)

» Story-telling

e Quotes

» Tutorials (these may then be coupled to practicals for applying the theory learned in the
tutorials)

You might want to think about incorporating methods that are thought to be effective for other
learning styles.
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Payroll Operations Team Manager

Reference VN-21278

Role Type Permanent

Location Cardiff

Salary Up to £40,000 depending on experience
Closing Date 5 December 2021

Apply > Email to afriend & Back to search Q

Your role at a glance

We are currently recruiting for a Payroll Operations Team Manager

Our customers are at the heart of everything we do within LGRS and the
Customer Payroll team is no exception. We process the payments to our
customers, ensuring that all payments and deductions are paid accurately
and on time. We have many payroll processes and controls to ensure this,
s0 we protect our customers from unnecessary hardship either due to
incorrect or late payments, or inaccurate reporting that could affect
customers in other ways.

What you'll be doing

Manage the operations team members, payroll activities and controls,
through our agreed mechanisms, ensuring and attesting to the fact that all
tasks are carried out and engagement in the team is at a high level.

Support the Payroll Operations and Reconciliations Manager, Payroll
Systems Manager and Governance and Compliance Manager in
adapting/developing the existing payment process/systems to
accommodate ongoing changes/new requirements, specifying the
business change requirements to the relevant systems and liaising with
the Transformation team, TCS and IBM appropriate vendors.

Support user testing and monitoring the implementation of changes to the
payment systems, briefing those changes to the payroll team, In Payment
teams, Reconciliation team and other business areas to ensure accuracy,
the continuation of payments and customer service

Provide expert technical support to internal customers, assisting
with/recommending solutions to complex payment problems

Support colleagues through the sharing of knowledge by delivering
training on processes to help maintain excellent customer service and
quality standards within the department, following change control
processes and ensuring we have all processes documented, incorporated
into and assessed against the agreed skills matrix and ensure these are
reviewed to the agreed timescales

Undertake transaction monitoring to protect both the Legal & General and
our customers from any financial loss

Authorise money out sign off and act as support/delegate for Periodic
Payment System access requests as appropriate

Undertake appropriate project work as required

Process Improvement - identify areas of improvement and working within
LGR processes and Agile framework to take action to continually enhance
the customer journey.

Cover for other G4 roles during absence.

el

General

About L&G

As a company, to be one of the world's largest Asset
Managers, homebuilders, pension providers and
insurances brands, we are diverse by our very
nature. And we're a company that wants to use our
diversity and influence to make society better in the
long term - for everyone. To o this we need to be a
company that welcomes everyone, where everyone
can succeed. That means we're committed to
building an inclusive culture in L&G where we can all
perform at our best, no matter who we are, what we
do or where we doit. So whoever you are, wherever
you are, whatever your story, we'd love to hear from
you

About the business area

In L&G Retail Retirement (LGRR) our mission is to
help as many customers as possible achieve
financial security in retirement. Retirement is a
sector that has seen huge changes in recent years
due to Pension Freedoms and huge opportunities for
growth with the rise of property wealth held by
people aged 55 and above. Core, award-winning
products include our pensions annuity, which offers
customers a secure income that's guaranteed for
life, and our Lifetime Mortgage, which enables
customers to supplement their income by releasing
some of the equity locked up in their homes as tax-
free cash.

Our commitment to Equal
Opportunities

We'e an equal opportunities employer and welcome
applications from all suitably qualified persons
regardless of their race, sex, disability, religion/belief,
sexual orientation, gender identity or age.

Does this opportunity excite you but you're not 100%
sureif you meet al the requirements for the role? Or
are you concerned that ‘normal’office hours aren't
possible given your personal circumstances? We're
aware that candidates, especially women, can be put
off from applying for a job unless they tick every box,
or candidates who are parents or have other caring
responsibilities may ot think they can achieve the
flexibility they need. I this is you, we're keen to
connect; and whilst we can't accommodate every
flexible working request, we'l try to find a practical
solution. So why not apply?

How to find out more

If youd like more information about this opportunity
please contact Rachel Vamey at

Rachel Vamey@landg.com (Linkedin

profile https://wwwiinkedin.com/in/rachel-varey-
b3894020a/). Please note direct applications via
email cannot be accepted for this role; only
applications submitted through our careers website
will be considered
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What we're looking for

Knowledge:
Business Awareness
Payroll and Pensions Industry Awareness

Legal & General pension products serviced by the function, payroll
processes, software & change management

Payroll Regulatory/Risk

Processing payroll

Payroll reconciliations, exceptions and variance analysis and resolution
Experience:

Experience in a similar environment working on pension payrolls (10,000+
volume) and reconciliations of payrolls on a B2c and B2b basis

Managing people
Skills:

Analysis and interpretation of financial and technical payroll data for
reconciliation and query resolution

Initiative — Trouble shooting and issue resolution
Communication at all levels

Problem solving and decision making
Planning/Organisation of payroll duties

Keeping velocity in a changing environment
Strong team player and people manager

Excel

Leadership:

Experienced team manager
Benefits

Whatever your role, we reward ability, performance and attitude with a
package that looks after all the things that are important to you. Our
employees have a wide range of benefits including a generous pension
scheme, life assurance, 25 days’ holiday, private medical insurance,
discretionary performance related bonuses, paid overtime, a variety of
share schemes, discounts at both a huge range of high street stores and
our own great products. Your hard work will be rewarded when you join us.

Apply > Email to afriend & Back to search Q
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Payroll Operations Team Manager

Reference VN-21278

Role Type Permanent

Location Cardiff

Salary Up to £40,000 depending on experience

Closing Date 5 December 2021

Title (optional)

Ms

Forename

Alyson

Surname

Downes

Preferred First Name (optional)

Email Address

alysondownes@hotmail.co.uk

Retype Email Address

alysondownes@hotmail.co.uk

Choose password

Please retype your password

Have you been employed by Legal & General within the past 12 months?
OVYes @No

Mobile Phone No.

07970 889511

Home Phone No. (optional)

Work Phone No. (optional)
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Address Line 1

2 Derwent Street

Address Line 2 (optional)

Town

Llanelli

County (optional)

Postcode

SA15 3EP

Please upload your CV

2 Selectfile | Alyson_Downes_CV.PDF

Please upload a cover letter (optional)

2 Selectfile | Alyson_Downes_Letter_1.DOCX

Latest Company Name

Driver Vehicle Standards Agency

Notice Period

4 Weeks

Current Salary (£) (optional)

Salary Sought (£)

£38,500

Where did you see this vacancy?

Indeed
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Right to Work

We have an obligation to ensure that anyone who commences working at Legal &
General has the necessary right to work in the UK. These questions are designed
to help us to assess your right to work status and whether sponsorship may be
required. If you're unsure on how to answer the questions, you can check the UK
Visas and Immigration website by clicking here.

Do you currently have the right to legally reside and work in the UK?
@Yes ONo

Please select the option that best describes your right to work status in the UK.

British national v

save
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Diversity Monitoring

L&G is committed to protecting the privacy and security of your personal
information. Any information which you disclose to us on this form will be stored
on our HR system and can only be accessed by you and a small number of
individuals in our HR team. The data provided is used for statistical analysis, to
help us better understand the diversity in our business, to identify areas of under-
representation and to develop actions to address this.

We monitor diversity across the employee lifecycle (eg recruitment, progression,
pay, retention and case management to help us build relevant action plans and we
may from time to time respond to requests for information on the diversity of our
business from external organisations such as clients, the regulator, etc. In all
cases data is anonymised and individuals are not identified.

Please refer to our applicant privacy notice which describes how we collect and
use personal information about you during and after your working relationship
with us, in accordance with our obligations under data protection legislation.

What is your gender?

Female v

Gender Identity (select which option best describes how you define your gender
identity)

Female v

Marital Status (select which option best describes your legal marital or civil
partnership status)

Single v

Which category includes your age range?

25-40 v

‘Disability’, under the Equality Act 2010, is defined as a physical or mental
impairment that has a ‘substantial’ and ‘long-term’ negative effect on your ability
to do normal day-to-day activities. Your line manager and HR will not be made
aware of this data, nor prompt discussions regarding any specific needs you may
have.

There are a number of routes you can use to discuss your personal
circumstances, and any needs you may have, with your line manager. request for
reasonable adjustments, disability leave request, request for flexibility, career
development or progression.

Do you consider yourself to have a disability or long-term health condition?

No v
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ALYSON DOWNES

alysondownes@hotmail.co.uk | 07970 889511 | 2 Derwent Street, Lianelli, SA15 3EP

PROFESSIONAL SUMMARY

Enthusiastic Payroll and Tax Compliance Officer working diligently o ensure 5000
employees are paid timely and accurately each month. Recently played a substantial
part in helping my organisation become CIPP accredited.

Wellversed in all elements of payroll processing and regulations, providing @ consistent,
safe pair of hands o any company.

Experienced in managing a small team, and on course to achieve a first class honours
degree in leadership and management.

SKILLS

e CIPP Quadlified - | hold a payroll technician e Passionate About Delivering Great Service

cerificate from CIPP and attend regular - 1 take pride in my work and will go
webinars and courses o ensure my above and beyond fo help resolve any
knowledge is up fo date. issues for my colleagues and clients.

» Management Experience - Experience of e Always Meet Deadlines - Working in
leading @ small team during my fime as~ payroll, | am accustomed to meeting
Head Cashier, self managed duing my ~ deadiines and am able fo work efficiently
role at Machynys, and lead the payroll and accurately.
team during line manager absences in my
curent role.

o Strong Team Player - Vast experience of
team working in both my current and
previous roles. | thrive in a team
envionment and take great pride in team

achievements.
WORK HISTORY
Jun 2019 - Current « Fully qualified in payroll legislation.
Payroll and fax Compliance Officer o Responsible for a large complex monthly payroll of
Driver Vehicle Standards Agency - approximately 5000 employees with costings of
Swansea approximately £12,000,000 per month.

 Up fo date knowledge of all current legislation
including income tax, national insurance, statutory
payments and deductions.

« Able to manually caleulate income tax, National
Insurance and statutory payments and
deductions.




image18.png
Oct 2015 - Jun 2019

Accounts and Payroll Administrator
Machynys Peninsula Golf and
Country Club - Lianeli

strong team player.

The system | currently use is SAP ERP.

Continuously running and checking a variety of
reports fo ensure employee are paid accurately
and on time.

| deal with @ huge range of complex queries from
employees regarding their pay and fax, and dlso
assist other departments with pay related queries
regularly.

| am accustomed fo working to strict deadiines.

1 use Microsoft office daily, parficularly Excel,
Outlook, Word and Teams.

I assist with the production of P11Ds and am
experienced in overpayment recovery.

I have experience in data migration and user
acceptance testing.

I assist the line manager in completing regular
intemnal audits and fraining new team members. |
have recently created a skills matrix for the team
fo track their skills and knowledge and easily
identify development needs.

I have had experience of leading the team when
covering the line manager's absences.

I have worked with the feam to implement several
annual pay awards/pay rises successfully with
100% accuracy.

Iregularly liaise with stakeholders from other
departments, senior management and extemnal
companies fo represent the team and assist with
any requests and queries.

| played a significant role helping the team to gain
CIPP accreditation.

Payroll reconciliations.

Created a monthly checkist and comprehensive
desk instructions to aid new team members and
identify areas of risk.

Solely responsible for a small payroll of
approximately 80 employees as well
auto-enrolment fo the company pension scheme.
sSage payroll system experience.

Prepare cashflow statement and cash flow
projections.

Complete bank and credit card reconciliations.
Process BACS, CHAPS and Faster Payments.
Manage monthly membership direct debits.

Xero accounting software experience.
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Jul 2000 - Oct 2015 * Head of the cash desk department and

Head Cashier responsible for managing a small team of six
Grosvenor Casinos - Swansea cashiers.
« Complete staff rotas.
 Appraise staff and prepare personal development
plans.

e Performed staff training.

EDUCATION

Expected in Dec 2023

Bachelor of Arts: Leadership and Management

University of Wales Trinity Saint David | Carmarthen, CMN

I have just completed my first year at university and have obtained a Cerificate of Higher
education in Skils in the Workplace.

| am now confinuing with my study and am on course to achieve a first class honours
degree in leadership and management which | will complete in two years time.

Jan 2020
Payroll Technician Cerfificate: Payroll
CIPP | Swansea

May 1998
GCSE

Coedcae Comprehensive School | Lianeli
10 GCSEs grades A*-C

REFERENCES

Available on request.
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ALYSON DOWNES

2 DERWENT STREET, LLANELLI SA15 3EP

07970 889511 | alysondownes@hotmail.co.uk

1t December 2021

Legal & General

Payroll Operations Team Manager Vacancy
Ref - VN-21278

Dear Hiring Manager,

As an experienced payroll professional, | was excited to see your opening for the Payroll
Operations Team Manager. Having read through your position requirements, | am confident that |
would be a great addition to the Legal & General payroll team.

In my current role as a payroll and tax compliance officer at DVSA, | apply my keen eye for detail
and methodical approach to help our team deliver exceptional results. | am well versed in current
payroll legislation and have routinely been praised for my organisational skills. Through adept
application of my attention to detail and strong communication skills, | enjoy collaborating across
all levels to ensure accuracy and efficiencies.

| get a great deal of satisfaction from my work and am passionate about delivering excellent
service. | thrive when working as part of a team and take great pride in leading a team to
achieve excellent results.

| would welcome the opportunity to further discuss how my skills and proficiencies in payroll
compliance could be of value to Legal & General. My CV is enclosed for further review.
You can reach me on the phone number or email listed above. | look forward to hearing from you.

Yours sincerely,
Alyson Downes
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