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[bookmark: _Toc184234558]​ Introduction 
Continuous Personal Development is the ongoing process of acquiring new skills, knowledge, and experiences to enhance one’s personal and professional growth. It emphasises that learning doesn’t stop after formal education but is a lifelong commitment. It enables individuals to enhance their qualifications, improve job performance, and increase career opportunities, while also assisting personal growth and confidence. By continually updating their skills, individuals can navigate challenges more effectively. Penn (2016) says, “change is viewed as an agent of growth”. Throughout this assignment I will cover key areas of personal and professional development. It begins by explaining how to identify development needs for both me and others, including recognising learning styles, potential barriers, and techniques to overcome them. It then explores how to develop self and others to achieve organisational goals, with a focus on analysing learning options, identifying support mechanisms, and creating development plans. The document concludes with sections on reflection, CV creation, and a continuous professional development record, along with relevant references and appendices
[bookmark: _Toc184234559] Section 1: Know how to identify development needs 
Identifying development needs is essential for personal and professional growth, as it allows individuals to focus their efforts on areas requiring improvement. This process can be approached through various models, each offering a unique outlook. Self-reflection (The University of Edinburgh, 2024), goal setting, and GAP analysis help individuals assess their current abilities, while tools like self-assessments and feedback from others provide external insights. Specific frameworks such as SWOT analysis, VARK learning styles, Kolb’s experiential learning cycle, and the Go MAD framework further support identifying development needs by considering internal strengths, external opportunities, and learning preferences. Development needs can be both formal, like gaining qualifications or completing courses, and informal, such as networking or learning through practical experience. By combining these approaches, individuals can ensure they continue to evolve in ways that align with their goals and the demands of their environment.
[bookmark: _Toc184234560]1.1 Identify learning styles for self and another  
Identifying learning styles using models like VARK (VARK, 2024), Honey and Mumford (BiteSize Learning, 2023), and MBTI (MBTI, n.d.) can be a helpful starting point for understanding how myself, Kaytie and my colleague Carla approach learning. These frameworks highlight different preferences, such as visual, auditory, or kinaesthetic learning or processing methods like reflection. MBTI adds depth by showing how personality traits influence learning, while the Dantec model focuses on cognitive and emotional processing. While these methods aren’t exact sciences, they offer valuable insights into strengths, weaknesses, and developmental needs, helping you become more self-aware and improve your learning strategies. From the results I gathered I am more of a Kinaesthetic learner, whereas Carla is much more visual. 
[bookmark: _Toc184234561]1.2 Use a simple technique for identifying development needs for self & another 
The SWOT analysis (Dunne, 2023) is a valuable tool for identifying development needs by assessing strengths, weaknesses, opportunities, and threats. I have used it to reflect on my own abilities and areas for improvement, while also applying it to assess Carla's development needs. For example, I might recognise my strong problem-solving skills but identify a weakness in organising, while Carla could have excellent organisational skills but needs to build confidence in public speaking. SWOT is a good tool because it offers a structured, flexible approach to self-assessment, helping individuals identify growth areas and set goals. This process revealed key insights into both my strengths and growth areas and highlighted opportunities for both of us to improve.
The below table provides a clear overview of my own strengths, weaknesses, opportunities, and threats, allowing for a structured approach to personal development and goal setting.
	 
SWOT Person 1 - Kaytie

	STRENGTHS 
	- Strong problem-solving skills
	



	- Good communicator



	- Highly motivated
	



	WEAKNESSES 
 - Struggles with organisation
- Tends to overcommit to tasks delegation
- Can be overly self-critical

	 
OPPORTUNITIES 
	- Opportunities for training
	



	- Networking for career growth



	- Mentorship opportunities
	



	 
THREATS 
- Potential burnout due to overwork
- Lack of time for self-improvement



 

The table below provides a clear overview of Carla's strengths, weaknesses, opportunities, and threats, offering insights into her development needs and areas for growth.
	 
SWOT Person 2 - Carla
 

	 
STRENGTHS 
	- Excellent organisational skills
	



	- Strong network and connections



	- Highly reliable and dependable
	



	 
WEAKNESSES 
 - Lacks confidence in public speaking and self
 - Tends to take on too many tasks
- Can be overwhelmed by deadlines

	 
OPPORTUNITIES 
	-Opportunities for leadership roles
	



	- Skill development in communication
	



	- Networking for career advancement
	



	 
THREATS 
 - Potential stress due to overcommitment
- Risk of burnout from managing too many responsibilities
 


 
Use a GAP analysis to focus your SWOT 
A GAP Analysis (Hanna, 2021) is a strategic tool used to assess the difference between a person’s current position and their desired future position. It helps identify gaps in skills, resources, knowledge, or processes that need to be addressed to reach specific goals. By comparing the current situation with the desired outcome, a GAP analysis provides a roadmap for bridging those gaps, whether through training, development, or other strategic initiatives. A GAP analysis identifies the difference between an individual’s current capabilities and their future goals. This allows individuals to focus on areas requiring improvement and take steps to close those gaps. For example, if someone wants to be a stronger leader but the SWOT analysis highlights weaknesses in delegation or confidence, the GAP analysis helps pinpoint these areas for targeted growth.
Below is a GAP analysis for Kaytie.
Gap Analysis - Person 1 - Kaytie
	Present Position 
	Actions 
	Desired Position 

	 Struggles with organising
	 Improve delegation skills
	 To develop the ability to delegate tasks more effectively.

	Lack of personal time
	 Manage work-life balance better to avoid burnout
	 To have more time to myself and focus energy on other things

	Overcommit to things 
	Build confidence to handle multiple responsibilities without overcommitting
	 To be able to take on a manageable workload. 


 
Below is a GAP analysis for Carla. 
Gap Analysis - Person 2  - Carla
	Present Position 
	Actions 
	Desired Position 

	 Lacks confidence in public speaking
	Become more confident in public speaking
	 To  build confidence and improve her public speaking skills

	 Tends to take on too many tasks
	Take on more leadership roles with a balanced approach
	 To improve her ability to balance tasks and avoid taking on too many responsibilities

	 Highly reliable and dependable - burnout
	 Become more confident in self and take time for self
	 To develop better strategies to avoid burnout.


 
My GAP Analysis highlights the need to improve her delegation skills, manage my workload to avoid overcommitment, and achieve better work-life balance to prevent burnout. Carla's GAP Analysis focuses on building confidence in public speaking, improving workload management to avoid taking on too many tasks, and developing strategies to effectively balance leadership roles without becoming overwhelmed.
[bookmark: _Toc184234562]1.3 Identify potential barriers to learning for self and another. 
For both me and Carla, our weaknesses present significant barriers to professional development. I struggle with delegation and overcommitment, which limits my ability to take on larger projects or leadership roles, preventing me from focusing on strategic growth. Carla’s lack of confidence in public speaking hinders her from stepping into leadership positions, while her tendency to overcommit prevents her from managing responsibilities effectively. By improving delegation, time management, and public speaking skills, both Carla and I can overcome these barriers and unlock opportunities for growth and advancement in our careers. 
[bookmark: _Toc184234563]1.4 Explain how these barriers to learning can be overcome. 
 For me, the main barriers to professional development are struggles with delegation and overcommitment. To overcome these, I can begin by practicing delegation with smaller tasks and gradually take on more responsibility, perhaps through leadership training or mentorship. This would help me build confidence in assigning tasks to others. Additionally, I can improve my time management by prioritising tasks using tools like the Eisenhower Matrix or the Pomodoro Technique. These strategies would allow me to balance my workload more effectively, reducing the risk of burnout and giving me more time to focus on higher-level tasks.
For Carla, the key barriers are a lack of confidence in public speaking and taking on too many tasks. Carla can address her fear of public speaking by joining groups as advertised by Careers Wales (2024) where she can practice and build confidence in a supportive environment. To manage her workload better, Carla could learn task delegation and prioritisation techniques. Seeking mentorship in these areas would help her focus on the most important responsibilities while learning how to trust others with tasks. These solutions would allow Carla to step into leadership roles and manage her responsibilities more effectively, enabling her professional growth. 
[bookmark: _Toc184234564]Section 2: Know how to develop self & others to achieve organisational objectives 
Developing self and others is essential for achieving organisational objectives as it boosts productivity, creates a positive work culture, and ensures employees have the skills needed to meet goals. By addressing barriers like poor delegation and communication, individuals like Carla and I can contribute more effectively to the organisation’s success. Stephen Covey in “The 7 Habits of Highly Effective People”(Covey, 2004) highlights that personal growth enables individuals to contribute more to organisational success. 
[bookmark: _Toc184234565]2.1 Analyse learning/development options to meet needs of self & another. 
For Carla and I, there are various learning and development options that can address our weaknesses and enhance our professional growth. For me, a leadership course such as the applied leadership and management degree from The University of Wales Trinity St David (UWTSD), would help improve my ability to delegate tasks effectively. Additionally, a time management training could assist in balancing my workload. For Carla, joining a public speaking group would build her confidence in speaking, while a project management course, such as the Project Management Professional certification, would improve her ability to prioritise tasks and manage responsibilities. These development options will equip both of us with the skills needed to overcome barriers and advance in our careers. 
[bookmark: _Toc184234566]2.2 Identify support mechanisms for the development of self & another 
Carla and I benefit from similar support systems. For me, support mechanisms like family and my partner support provide essential emotional encouragement to help me manage work-life balance and avoid burnout. Friends offer valuable feedback on delegation and task management, which helps enhance my efficiency in leadership roles. Training resources such as leadership and management courses (as stated above) would allow me to develop more effective delegation skills and time management strategies. Additionally, job rotation would provide exposure to different roles within the organisation, giving me a broader understanding of team management. Coaching or mentorship could also guide me in managing my workload and improving delegation, helping me take on more leadership responsibilities with confidence.
For Carla, her family and husband’s support can provide reassurance and motivation during challenging times, helping her overcome self-doubt, especially in areas like public speaking. Friends can offer feedback on her leadership and communication skills, supporting her confidence-building process. Training resources, such as public speaking courses and project management training, would help her improve her confidence in speaking and better manage her workload. Job rotation can also expose Carla to different roles within the organisation, developing her task prioritisation and leadership skills. Finally, coaching would provide personalised guidance to help Carla tackle leadership tasks effectively, build her confidence, and manage responsibilities more efficiently. 
[bookmark: _Toc184234567]2.3 Prepare development plans for yourself and another person 
Below is a Personal Development Plan (PDP) for myself, Kaytie.
Person 1 (Self) 
	What do I want to learn? 
	What do I have to do? 
	What support and resources will I need? 
	How will I measure success? 
	Target Date for Review 

	Improve delegation and manage workload better.
 
 
	 Enrol in leadership and delegation training.
	 Online leadership course 
	 Course completion
	 Within 2 weeks

	 Successfully delegate 5 tasks within the next month.
 
	 Start delegating small tasks to team members.
	 Team, Time management tools
	 Successfully delegate 5 tasks.
	 1 month

	Practice delegating one task per week.
	 Schedule regular check-ins with team members for feedback.
	 Team, Time management tools
	 Successfully delegate 1 task/week.
	 Ongoing, 1 task per week


 
 
Personal Objectives 
	Short Term Goals (next 12 months) 

	 Delegate at least 5 tasks to team members and improve time management skills

	Medium Term Goals (2-3 years) 

	 Improve delegation skills and manage workload effectively.

	Long Term Goals (3-5 years) 

	Take on more strategic leadership roles and effectively manage a team.


 
 Below is a Personal Development Plan (PDP) for my colleague, Carla.
Person 2 (Carla) 
	What do I want to learn? 
	What do I have to do? 
	What support and resources will I need? 
	How will I measure success? 
	Target Date for Review 

	Improve public speaking and manage tasks better.
 
	 Join a public speaking group/confidence building
	 Speaking opportunities
	Give 2 speeches in the next month.
	 Enrol within 1 week, ongoing practice

	Deliver at least 2 public speeches in the next month
 
	Attend weekly group meetings.
	 Get feedback from group peers
	Deliver 2 speeches in 4 weeks.
	 Ongoing

	 Gain feedback from peers after each speech.
 
	 Incorporate feedback to improve each speech.
	 Group feedback
	Improve speech delivery with each session.
	After each speech


 
Personal Objectives 
	Short Term Goals (next 12 months) 

	 Deliver 2 speeches at her speaking/confidence group. 

	Medium Term Goals (2-3 years) 

	 Build confidence in public speaking.

	Long Term Goals (3-5 years) 

	Develop into a confident leader with strong public speaking.


 
 
[bookmark: _Toc184234568]2.4 Method used to monitor the development of self & another. 
Monitoring is crucial for tracking progress and ensuring that development goals are being met. It helps individuals like Carla and I to adjust our strategies and stay on course. Tools like Personal Development Plans (PDPs), learning logs, and performance reviews can be used to track progress. A PDP is especially effective, as it allows individuals to set clear goals, actions, and timelines while providing a framework for reviewing progress. Regularly updating and reviewing a PDP helps identify challenges and make necessary adjustments. For example, Carla and I could use our PDPs to track improvements in delegation and public speaking, ensuring continuous development toward our goals. 
[bookmark: _Toc184234569]Section 3: Reflection 
Reflection is a critical part of professional development as it allows individuals to evaluate their experiences, learn from them, and improve in future situations. Using a model like Kolb's Experiential Learning Cycle helps structure this process. Kolb's model includes four stages: “Concrete Experience, where the event occurs; Reflective Observation, where the experience is analysed; Abstract Conceptualisation, where insights are drawn; and Active Experimentation, where lessons are applied in future situations.” Reflecting on a recruitment process, for example, could reveal areas for improvement, such as asking deeper follow-up questions, better time management, and focusing on both skills and cultural fit in future interviews. This continuous learning cycle enhances self-awareness and professional growth, helping individuals make more effective decisions in future roles. 
[bookmark: _Toc184234570]Section 4: CV 
An effective CV is crucial for making a strong first impression with potential employers. The Open University (n.d) states a CV should be clear, brief, and tailored to the specific role or industry, highlighting relevant skills, experience, and achievements. Key sections include contact information, a personal statement, key skills, work experience, education, and references. A well-organised CV with an appropriate layout ensures that recruiters can quickly assess the candidate's qualifications. Customising the CV to match the job requirements and ensuring it is free of errors can significantly increase the chances of securing an interview. 
[bookmark: _Toc184234571]Conclusion 
Self-awareness is vital for recognising weaknesses that can act as barriers to professional growth. By identifying these areas, such as lacking confidence in public speaking or struggling with delegation, individuals can focus on improving specific skills essential for their career development. To become more self-aware, I used feedback, self-reflection, and tools like SWOT analysis. This process helped me identify issues such as rushing through interviews and needing better time management. Understanding these weaknesses allows me to focus on improving these areas, ensuring continuous professional growth and better performance in leadership roles. 
[bookmark: _Toc184234572]  
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[bookmark: _Toc184234573] Appendix A: Curriculum Vitae (C.V.) 
Kaytie Extance
5 Lon Ithon, SA6 7EL
07585443603
Kaytie_extance@hotmail.co.uk

Personal Statement
A highly motivated and adaptable professional with a diverse career history spanning customer service, dental administration, and entrepreneurial experience. I am passionate about providing excellent service, creating innovative solutions, and building lasting relationships with clients. I have developed strong business management skills while running my own beauty business, coupled with my background in administrative roles and my academic achievements in a unique and creative field. A first-prize winner in international underwater basket weaving, I bring creativity, attention to detail, and a strong work ethic to every challenge I face.

Key Skills
· Business Management & Operations
· Customer Service & Client Relations
· Sales & Marketing Strategy
· Administrative & Office Management
· Team Leadership & Staff Training
· Time Management & Organisational Skills
· Event Planning & Coordination
· Creative Problem-Solving
· Beauty Treatments & Product Knowledge
· Expertise in Underwater Basket Weaving (Award-Winning)
· Strong IT & Social Media Skills

Career History
Owner & Manager
Beauty Business (Self-Employed) | Swansea
March 2019 – Present
· Successfully launched and currently manage a thriving beauty business offering treatments such as facials, nails, and waxing.
· Developed a loyal customer base through excellent service, targeted marketing, and social media presence.
· Oversee all aspects of the business including operations, inventory, finance, and staff management.
· Handle customer inquiries, appointments, and bookings, ensuring a high level of client satisfaction.
· Collaborate with suppliers to source products, manage stock levels, and negotiate pricing.
Dental Administrator
Woodfield Street Dental Practice | Morriston 
June 2016 – February 2019
· Managed patient appointments, records, and communications in a busy dental practice.
· Supported the dental team with administrative tasks such as billing, insurance claims, and maintaining patient confidentiality.
· Provided a welcoming and professional first point of contact for patients, ensuring smooth clinic operations.
· Implemented effective filing systems and office procedures, improving workflow efficiency.
· Assisted with marketing efforts, including online booking and promoting dental services via social media channels.
Customer Service Representative
Admiral Insurance | Swansea
July 2014 – May 2016
· Provided excellent customer service to clients in the insurance sector, handling inquiries, claims, and policy renewals.
· Worked in a high-pressure environment, meeting and exceeding key performance targets.
· Resolved customer complaints efficiently, providing solutions and maintaining a positive customer relationship.
· Processed customer requests and provided information on policies, driving customer satisfaction and retention.

Additional Responsibilities
· Volunteered as a mentor for young entrepreneurs, providing advice and guidance on business development.
· Acted as the coordinator for a local charity event, managing logistics and liaising with suppliers and sponsors.
· Managed social media accounts for multiple businesses, increasing online visibility and engagement.

Education & Training
Bachelor of Arts in Underwater Basket Weaving
University of Creative Arts | University College London
Graduated: 2014
· Awarded 1st Prize in the International Underwater Basket Weaving Competition in 2013.
· Developed unique skills in underwater craftwork, focusing on creativity, precision, and problem-solving.
Additional Training
· Beauty Therapy Level 2 & 3, Gower College Swansea, 2019


Interests, Hobbies & Achievements
· Underwater Basket Weaving: Awarded 1st prize at the International Underwater Basket Weaving competition in 2013, a skill that has nurtured my creativity and focus on detail.
· Beauty & Wellness: Passionate about skincare, beauty treatments, and holistic wellness, always keeping up to date with industry trends and new techniques.
· Outdoor Activities: Enjoy hiking, nature walks, and spending time by the sea.
· Travel: Love exploring new destinations, particularly those that inspire creativity and craftsmanship.
· Art & Craft: Enjoy painting and DIY projects, which allow me to unwind and express my creative side.

References
Available upon request.
 
 
 
 
 
 
 












[bookmark: _Toc184234574]Appendix B: Continuous Professional Development Record 
 
Create a CPD record for yourself. 
Include a personalised CPD for yourself only, detailing any and all formal and informal learning and development events. Include Formal and Informal. You can go back as far as you want, but at least 2 years. 
	Date 
	Activity 
	Formal / Informal 
	Provider (if relevant) 
	Skills Gained 
	Relevance to Role 

		December 2024



	 Time Management Training


 
	 Formal
	 Online programme
	 Improved task prioritisation, efficient scheduling.
	 Helps me manage multiple tasks, prioritise effectively, and stay on schedule.

	November 2024
	 Leadership Workshop
 
 
	 Formal
	 Found locally
	



	



	Team leadership, delegation, decision-making
	Improves ability to lead teams, make decisions, and guide projects.

	 Ongoing
	 Daily Task Review and Planning
 
 
	
	Informal



	



	 Self-initiated
	 Increased focus, task breakdown, and deadline tracking.
	 Ensures consistent performance and meeting project deadlines.

	 Ongoing
	
	Mentorship Sessions



	



	 Informal
	
	Internal Leadership Team



	



	
	Leadership feedback, communication skills.



	



	 
	Enhances leadership capabilities and improves team coordination.



	




	 
	Ongoing



	



	
	Delegation Practice



	




	 Informal
	
	Internal Team



	



	 
	Improved delegation, prioritising tasks.



	



	 
	Develops leadership skills by assigning tasks and managing team contributions.



	




	 Ongoing
	
Project Deadlines Monitoring
	Informal
	
	Self and Team



	



	 
	Strengthened time management, tracking progress.



	



	 
	Helps ensure projects are delivered on time, meeting all deadlines.



	





 
 






[bookmark: _Toc184234575]Appendix C: Reflective Model 
[image: A circular diagram showing the 6 stages of Gibbs' Reflective cycle]
 








Gibb’s Reflective Cycle (1988).
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