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[bookmark: _Toc500943471][bookmark: _Toc505350373]Section 1: Know how to identify development needs 
[bookmark: _Toc500943472][bookmark: _Toc505350374]1.1 Identify learning styles for self and another 
Learning style for me and for my Colleague
The learning style of different people is different because each and every person has their own way to learn things. The analysis is based on the learning styles of me and my colleague. The learning styles that is determined in me are visual, Aural and Verbal. The learning styles that is determined in my colleague are physical and logical. The visual learning style allows me to learn the concepts by using images, pictures, colours, mind maps, and diagrams. I can analyze the ideas and concepts from images and diagrams in an appropriate manner. It provides me a clear view of the concept and learning the things in an appropriate manner (Rouse, 2009). I get the clear idea of the concept on the basis of the techniques of reading the content loudly. The learning styles of my colleague are different from my learning styles. He learns things from the people who use their body to make understand the concepts and ideas. The techniques that are followed by him are drawing diagrams, role-playing and using the physical objectives. The following strategies are followed by him in an appropriate manner. He also prefers to use logic, systems, and reasoning in order to understand the concepts. He aims to understand the main reason behind the learning and also have good ability to get a clear picture of the concept (LeFever, 2011). He also prefers to learn through self-study. Self-analysis is also considered as an effective learning style. 


SWOT
The strengths, weaknesses, opportunities, and threats for me and my colleague is as follows:
Strengths
I have the ability to learn the concepts by using visual, Aural and Verbal learning styles. I have the potential to learn the things quickly and appropriately. I also possess a good communication skill that allows me to deliver my ideas and concepts. My colleague uses physical, logical and solitary learning style. He has the ability to learn things through self-study and logically which provides a clear view of the concept. We both have different learning styles that enable us to understand the concepts (Berry, 2008).
Weakness
I am not efficient to learn things through physical guidance, logical methods, and self-study. The weaknesses need to be overcome by me. My colleague is not efficient to learn things through visuals, aural and verbal techniques. 
Opportunities
I have the opportunity to enhance my learning styles and other learning techniques. I will be able to learn things through physical, logical and solitary learning techniques. My colleague has the opportunity to enhance its learning styles and other learning techniques such as visual, aural and verbal techniques (Dutrénit, 2013).
Threats 
I can face many challenges and difficulties in enhancing my learning styles. The increase in the demand for efficient employees and changing business environment can be a huge threat to me. My colleague can also face same difficulties and challenges which need to be overcome. The weaknesses in me and my colleague will also lead to the threats. 
Development Options 
The development options are surrounding the adoption of the course and the scheduling of the needs which are becoming the development options for me and for my colleague. It will enable me to enhance my skills as well as it will enable me to monitor the progress by maintaining the activities by which the progress and the development can be easily measured.  
Support Mechanism for me and for my colleague 
[bookmark: _Toc456901517]The support mechanism for me and for my colleague is depicted to be showing the improvement of the difficulties and the barriers by which the fulfilment of the needs can be easily made. The enhancement of the learning skills will enable to overcome the activities in an appropriate way and also is depicted to be showing the enhancement of the study. The proper management of the support mechanism will enable me to overcome the activities in an appropriate way by which the development of the proper strategies can be easily seen.                        
[bookmark: _Toc500943473][bookmark: _Toc505350375]1.2 Use a simple technique for identifying development needs for self & another
The identification of the developmental needs is very much important. The development and performance review enable to discuss the development needs. The first step is to determine and analyze knowledge, behaviour, and skills that are needed to develop. The second step is to look at the knowledge, behaviours, and skills that I and my colleague actually have. The third step is to compare the actual and requirement developmental needs in order to determine the gaps (Rouse, 2010). I and my colleague need to gain more knowledge on the learning styles which will enhance our knowledge and skills. We have to gain more on learning new concepts and techniques of learning styles. We have to set standards that will outline the knowledge and skills that are necessary for understanding the tasks and carrying out it in an appropriate manner. The standard will describe personal attitudes, personal skills, attributes, attitude, and knowledge. A performance review and analysis will assist to determine the knowledge and skills gaps and getting the opportunity for the developing the learning plan. 
Self-analysis is also considered as one the most effective tool for analysing the knowledge and skills. I and my colleague will set standards for enhancing our knowledge and skills. We will determine and examine the effectiveness of our knowledge and skills (Sinha and Sinha, 2009). The final step will be an analysis of skills and knowledge that we have learned which is needed for our personal growth and career development.              

[bookmark: _Toc500943474][bookmark: _Toc505350376]1.3 Identify potential barriers to learning for self and another
The potential barriers to learning as identified for self and the colleague in this context is reflecting the cognitive skills, environmental skill, and the literacy acquisitions. These are factors depicted to be the key factors which are relating to the barriers that can be raised during the process of carrying out the tasks and the learning activities. The highlights are depicted to be focusing on the self-needs as well as the needs of the colleague which is providing the formation of the expectations as it is placed. The identification of the cognitive, educational and the environmental with the social factors are depicted to be reflecting the presented barriers which the target is made to achieve the competent and the literacy characteristics (Lean and Colucci, 2010). The difficulties which are experienced by the learners are indicating the inappropriate success which is depicted to be gained while aiming at the continuation of the best practices related to being development of the activities. The inappropriate task confrontations are indicating the development of the cognitive skills which are found to be creating the barriers with degrading the expectation of the self and the colleague. The processing of the information regarding the reasoning ability is found to be explaining the inappropriate gathering of the reasoning ability which is creating a barrier for the colleague and me. The autonomous learning system is found to be creating the cultural dependency by which the tackling of the questions is found to be becoming difficult for the student and also is supporting the process which is also showing the attribution on the sides of the colleague (Hartley et al., 2011). Thus, the important attributes are described which is explaining the success and also is defining the presence of the teacher. The inappropriate reporting process carried out by me, and my colleague is also describing the inappropriate organizing and the sequencing of the study structures which are creating barriers to gaining the proper response from my colleague. It is creating a communication gap between the processes which are depicted to be carried out during the continuation of the learning process. Thus, it is found to be supporting the study by which the analysis is found to be mitigating the reporting processes as well as the structure is mitigated with including all the inappropriate reporting processes as explained in this study. Thus, the flexible and the versatile learning environment is established with the removal of the above-mentioned barriers as well as the growth in the learning process can be easily seen. 
[bookmark: _Toc500943475][bookmark: _Toc505350377]1.4 Explain how these barriers to learning can be overcome
The explanation for overcoming the barriers as provided by me is reflecting on the four vital points which are the balance, planning, differentiation and the learning style. The balance is found to be essential for ensuring the proper incorporation of the learning and the teaching styles by which the identification of the visual, auditory and the kinaesthetic learners can be easily accommodated. The accommodation of various learning styles will enable me to develop the flexibility in the study as well as the planning can be carried out in an appropriate way (Luzzatto and DiMarco, 2010). Thus, the framework is found to be supporting the observation schedule or the framework which is used for providing both the formal and the informal way of learning activities. The anticipation of the learning experience will enable to gather the successful framework by which the development of planning and teaching processes are found to be carried out in an appropriate way. The differentiation is depicted to be providing the good teaching, and the advanced planning process by which the differentiation of the curriculum can be seen for overcoming the barriers as well as the assessment materials are seen to be appropriately executed to define the proper needs of the resources. The good teaching process will enable me to overcome the barriers as identified during the execution of the tasks as well as the outcomes of the resources. The differentiation in the needs, as well as the learning styles differentiation, are indicating the improvement of the advantages and the disadvantages as illustrated in this study. The effective identification of the awareness process is found to be explaining the importance of the study by which the identification of own particular style of learning can be easily defined (Reid and Green, 2009). Thus, the effectiveness of the study and the advantages of adopting the learning styles are developing the awareness for me to gain the proper learning and the development.
The explanation for overcoming the barriers as provided by my colleague is found to be reflecting on the relationship development, lesson planning and using a balanced data approach. These three processes are helping my colleague to overcome the barriers to the development of the relationship is paving a path for knowing the importance of the classroom activities and the forefronts. The building connection with the other students is found to be beneficial for the purpose of gaining a proper community so that the impact can be easily removed (Burke, 2009). The lesson planning is also an important part for the removal of the barriers by which the attainment of every lesson present in the learning curriculum can be easily achieved and also the reviewing of the skills can be easily made.   The use of the balanced data approach will enable to undertake appropriate decisions for the purpose of gaining a balanced environment in the learning as well as the information can be easily driven by defining the improvement of the learning outcomes. The progress can be easily measured by indicating the usages of the information in an appropriate way and also the expectations are found to be providing the useful relationship development with the colleague. Thus, the expectations can be easily achieved by the colleague.
[bookmark: _Toc500943476][bookmark: _Toc505350378]Section 2: Know how to develop self & others to achieve organizational objectives 
[bookmark: _Toc500943477][bookmark: _Toc505350379]2.1 Analyse learning/development options to meet needs of self & another.
The learning and development options need to be determined for the enhancement of capabilities, knowledge, and skills. The Kolb's learning cycle can be used for the enhancement of the learning skills. The learning and development options will help me and my colleague to enhance our knowledge and skills. The four stage of learning cycle are as follows:
· Concrete experience: It consists of new experience within a situation and interpretation of the existing experience.
· Reflective observation: It depicts the new experience which focuses the inconsistencies between understanding and experience.
· Abstract conceptualization: The reflection depicts the development of new ideas and modification of the existing concept (Segal, Chipman and Glaser, 2014).
· Active experimentation: The active experimentation is to be applied to the situations that occur in the world.
An effective learning can be examined through the cycle of the following stages: 1) having an experience which is followed by 2) reflection on and observation on the experience that leads to 3) formation of generalizations and abstract concepts which are 4) used for testing the hypothesis. I colleague need to follow and execute all the four stages of the model. There are different factors that influence the preferred style of an individual. I have to carry out self-analysis and evaluation procedure for enhancing my learning style.      
The H&M learning style is also helpful for enhancing the learning skills. The H&M uses the terms reflector, activist, pragmatist, and theorist for representing the four learning styles. The stages in the cycle of learning are based on the work carried out by the David Kolb. The models are interesting and help to understand different learning styles. My colleague needs to follow the model for enhancing its skills and knowledge. My colleague should also implement performance review technique for analysing the knowledge and skills (Tsang, 2013).       
[bookmark: _Toc500943478][bookmark: _Toc505350380]2.2 Identify support mechanisms for the development of self & another
[bookmark: _Toc456901523]I and my colleague will take the support of my manager and team members. We will also join training programs and use different training resources for enhancing our learning skills and knowledge. Appropriate coaching will help users to develop our learning skills. The manager and the team members can help us by providing a review on the progress that we are making for enhancing skills. The techniques will be very beneficial for us and also allow us to discuss personal problems and progress. The support mechanism that will be suitable for me and my colleague learning style are feedback and testing. The regular testing will demonstrate the things that we have learned and implement to the actual situations. It would provide us the assurance that we are following the right technique and progressing in an appropriate direction.     
[bookmark: _Toc500943479][bookmark: _Toc505350381]
2.3 Prepare a development plan for yourself
I have to prepare myself for the competitive job world in order to make a niche for myself in this world. Furthermore, for preparing myself adequately, I should develop an efficient development plan for myself and according to the plan; I have to prepare myself for the job vacancies in which I am going to apply my candidature. In order to develop the development plan for myself, first I have to recognize my strength and weakness so that I can work on my strengths to sharpen them as well as on my weaknesses to overcome them. In this matter, the SWOT analysis of myself would be useful that help me in recognizing my strength and weakness, along with my opportunities and threats. It helps me to prepare myself as well as in making an efficient development plan for me. According to the SWOT analysis of myself, I have some drawbacks that could hinder my career progress, so I have to work on these. Furthermore, for the purpose I have prepared some SMART objectives for myself and according to the objectives, I will prepare myself     (Nagle, 2008). The SMART objectives are as follows:
Objective 1: Finish a training program to improve my Leadership capability within next three month.   
Specific: Finish a training program 
Measurable: Training Program help in improving the leadership capacity
Attainable: Completing the training program
Relevant: Support in improving leadership capability that will help me in future career
Time: Within next three month, I will completed this task
Leadership capability is one of the most important parts for a member of a sales team and I am lacking in it, hence; I have to improve myself in this particular matter. This particular training program support me in improving my leadership capacity (Appleyard and Appleyard, 2009). 
Objective 2: Improve my presentation skill within this month, so that I can be able to make my customers and colleagues understand my point of views. 
Specific: Improve my presentation skill 
Measurable: Improvement of the presentation skill
Attainable: Completing the learning and education session for improving my presentation skill. 
Relevant: By improving my presentation skill, I can be able to make my customers and colleagues understand my point of views. 
Time: Within this current month, I completed my plans to improve my presentation skill. 
The improvement of my presentation skill, help me in communicating my point of views to my colleagues and customers.    
Objective 3: Improve my team management capability within the next couple of months to handle the team under me efficiently.   
Specific: Improve my team management capability    
Measurable: Improvement of team management capability    
Attainable: Within next couple of month, my team building capability will be improved. 
Relevant: My improved team management capability support me in team handling. 
Time: Within the next two month, I will improve my team management capability. 
Team management capability is one of the most important skills for a sales manager as a sales manager has to manage the sales team who work under the manager. Hence, as an aspiring sales manager, I have to improve my team management skill. I have to check my progress throughout the period and have to take necessary amendment time to time in order to fulfil the objectives of my development plan.     
[bookmark: _Toc500943480][bookmark: _Toc505350382]2.4 Method used to monitor the development of self & another
The method which is provided in this process for the self-development is defined to be showing the monitoring and the reviewing process by which I can be easily able to gain the appropriate enhancement of the learning process. The learning activities are properly planned in the form of the milestone activities by which the development of the activity and the checking of the references can be made by including the user process. The regular checking process must be carried out by myself for the betterment of the activities and also it is providing me to complete the tasks in an appropriate way. The assertiveness, communication skills, and the environmental knowledge will enable me to keep track on the activities which will be analyzed for the development of the team in the organization. Apart from this, the maintaining of the log will enable to allow me to manage the activities, as well as the relationship, will be maintained by me with my line manager for the improvement of the activities carried out in the organization (Argote, 2013). The learning log is also depicted for my colleague that will be useful for defining the proper recording of the feedbacks as well as the improvement of each activity carried out by my colleague will also be seen. The approaches changed are indicating the development of the soft skills which are explained in the barriers and also the improvement in the learning area can be easily developed by indicating the demonstration of the practical life example. The example is explaining the effect gathering of the feedback process by which the enhancement of the actions can be easily made and also the improvement of the activities will be made for making the improvement of the situation. This will enable to reduce the impacts and also the skills will be easily enhanced for the betterment of leading and managing the activities (Dixon, 2017).  

[bookmark: _Toc500943481][bookmark: _Toc505350383]Section 3: Know how to prepare for the recruitment process 

[bookmark: _Toc500943482][bookmark: _Toc505350384] 3.1 Job Application 
The application for any specific job is one of the most important tasks, and the selection of the candidates is largely dependent on the efficiency of the job application. There are various types of jobs offered by the organizations, and each job has distinct needs and demand. Furthermore, the applications of these different types of job are varied. Hence, it is required that the applicants apply for the jobs with specific criteria. A good job application improves the chances of recruitment of the candidates. Hence, it is important to know the entire aspects of the specific job, and the application should be made accordingly. Therefore, the aspiring candidates like me have to recognize the specific features of any job before making the application for that job. Moreover, the applications must be made as per the needs of the job. I use to perform detailed analysis of the job, and in this matter, I take help from the internet to know about the details of a specific job, and according to the details, I plan the application for the job so that my application can attract the employers (K, 2010). An efficient job application functions as an effective tool to attract the attention of the employers.  In this matter, the Curriculum Vitae (CV) is an important part of an effective job application, and the CV shows the skills and capabilities of the applicant. The CV is considered as a perfect instrument for displaying the education, skills, and capabilities of the job applicants. Furthermore, for different types of job need different types of CV to display the required skills, and experience for the job. I have studied reasonably from the online resources, before making my CV for the specific job of executive sales manager in a leading Fast Moving Consumer Goods (FMCG) company.

[bookmark: _Toc500943483][bookmark: _Toc505350385]3.2 The Interview Stage 
After the job application, it is necessary for the aspiring candidate to focus on the preparation of the upcoming job interview, as according to the selection and recruitment procedures of the business organization, the candidates have to go through the interviews in order to select for the particular job position in the organization. The interview is one of the most vital stages of the selection and recruitment process of the business organization, and through this specific interview process, the human resources manager of the company along with the line managers assess the capabilities of the aspiring candidates according to the needs of the job. 
I am preparing myself for the job interview and in this matter; the online resources are again useful to me. Besides this, I have searched for the potential questions, which could be asked during the interviews and prepare myself for the questions so that I can answer those questions efficiently in order to grab the attention of the interviewers so that my possibilities in the interview might be improved potential questions. 
Question 1: What is your career objectives?
Answer: My career objective is to achieve a niche in this competitive market and become a successful sales manager by focusing on the targets and goals set for me and through achieving the goals by delivering sheer hard work and efforts.  
Question 2: What can you as a person bring to our organization? 
Answer: My hard work and dedication and help achieve goals and bring in new clients
Question 3: What do you see in the future of this company
Answer: if I get this job I would like to expand this globally and take it as further as I can.
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Cover Letter
Dear Sir, 
I have come to know from your job advertisement, that you are seeking employees in the position of a senior customer service advisor. I have carefully checked your advert and the skill, requirements for this specific job as I think, I will be perfectly fit for this job position. I have given my detailed C.V. for your kind consideration. 
Thanking You
Regards
Shefali Begum  









Appendix B
SHEFALI BEGUM 
Begum.shefali@gmx.com                   BRIDGEND                               07714467363 
 
PROFILE 
I am a hard-working individual who will perform a task to the full of my ability. 
I am a team worker and can also work on my own under pressure and deliver on time. I enjoy interacting with people from a wide range of minority and background. I can easily adapt and I am willing to undertake any future training necessary in order to improve my skills for me to be able to perform to the best of my ability. 
Currently I am studying at University of Wales undertaking a course of Skills for the Work Place and hoping to complete this and get my degree in 3 years. 
 
SKILLS 
I am a very flexible person and have good time keeping management. I have excellent organisation skills with the ability to manage and prioritize workload and work methodically and accurately to meet tight deadlines. 
I have the ability to communicate well with a diverse range of professional background. I am a quick learner and am willing to learn new skills to broaden my horizons. 
I am able to make quick effective decisions and give attention to details  
 
EMPLOYMENT HISTORY 
 
SN Legal Practise ltd 2012 – 2016 
Personal/Admin Assistant 
Heathrow Airport 2002-2005 
Customer Services agent 
Care options 2000-2002 
Personal Carer 
 
EDUCATION HISTORY 
 
University of Wales Saint David's Trinity 2017- present 
Skills for The Work Place 
 
Cambridge open collage 2012-2013 
Classroom assistant level 3 
 
Tower Hamlets Collage 2000-2002 
CACHE LEVEL 1,2 
 
Swanlea School 1996-2000 
GCSE'S 
English, English Literature, Maths, Double Science, Geography, R.E, P.E, Drama, I.T,  
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[bookmark: _GoBack]Application For Employment
	We are an Equal Opportunity Employer and is committed to excellence through diversity.
	Please print or type. The application must be fully completed to be considered. Please complete each section, even if you attach a resume.

	

	Personal Information

	Name
	
	
	
	

	SHEFALI BEGUM

	Address
	
	City
	State
	Zip

	14 MAES TALCEN
	BRIDGEND
	
	CF31 2LG

	Phone Number
	Mobile Number
	Email Address
	
	

	07714467363
	
	SHEFALI_HASSAN@HOTMAIL.COM

	Are You U.K Citizen?
	
	Have You Ever Been Convicted?

	Yes X
	No 
	Yes 
	No X
	

	If Selected For Employment Are You Willing To Submit to a Pre-Employment Drug Screening Test?

	Yes X
	No 
	
	
	

	

	Position

	Position You Are Applying For
	Available Start Date
	
	Desired Pay

	ASSISTANT MANAGER
	10/02/2018
	

	Employment Desired
	
	
	
	

	
	
	 X Full Time
	
	Part Time
	
	Seasonal/Temporary
	

	

	Shift Availability

	
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	From
	9
	9
	9
	9
	9
	[bookmark: Text18]     
	[bookmark: Text19]     

	To
	5
	5
	5
	5
	5
	[bookmark: Text26]     
	[bookmark: Text20]     

	Overnight
	[bookmark: Text27]     
	[bookmark: Text28]     
	[bookmark: Text29]     
	[bookmark: Text30]     
	[bookmark: Text31]     
	[bookmark: Text32]     
	[bookmark: Text33]     

	

	Education

	School Name
	Location
	Years Attended
	Degree Received
	SUBJECT

	UNIVERSITY OF WALES
	BRIDGEND
	2017-PRESENT
	BA HONS
	SKILLS FOR THE WORK PLACE

	CAMBRIDGE OPEN COLLEAGE
	
	2013-2014
	LEVEL 3
	TEACHING ASSISTANT

	TOWER HAMLETS COLLAGE
	LONDON
	2000-2002
	LEVEL 1, 2
	CACHE

	SWANLEA SCHOOL
	LONDON
	1996-2000
	GCSE
	ENGLISH,MATHS,SCIENCE,GEOGRAPHY,RE,DRAMA,P.E 

	[

	References

	Name
	Title
	Company
	Phone

	MR K UDDIN
	DIRECTOR
	SN LEGAL PRACTISE
	02920229222

	MR AHMED
	MANAGER
	CARE OPTIONS
	0208 570 2128

	BAA
	MANAGER
	HEATHROW
	02081592282

	
	
	
	

	Employment History

	Employer (1)
	
	Job Title
	
	Dates Employed

	SN LEGAL PRACTISE
	PERSONAL ASSISTANT
	2013-2017

	Work Phone
	
	Starting Pay Rate
	
	Ending Pay Rate

	02920229222
	
	

	Address
	
	City
	State
	Zip

	22 NINIAN PARK ROAD 
	CARDIFF
	
	CF11 6JA

	Employer (2)
	
	Job Title
	
	Dates Employed

	HEATHROW AIRPORT (BAA)
	CUSTOMER/SECURITY ADVISOR
	2003-2005

	Work Phone
	
	Starting Pay Rate
	
	Ending Pay Rate

	0208 159 2282
	
	

	Address
	
	City
	State
	Zip

	HEATHROW AIRPORT TERMINAL 4
	LONDON
	
	Tw5 9ad

	Employer 3
	
	
	

	Care Options
	London Walthamstow
	E18 obs

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	
	

	
	
	
	
	

	
	
	

	
	
	
	
	

	
	
	

	Address
	
	City
	State
	Zip

	[bookmark: Text161]     
	[bookmark: Text162]     
	[bookmark: Text163]     
	[bookmark: Text164]     

	

	Signature Disclaimer

	
I certify that my answers are true and complete to the best of my knowledge. 
If this application leads to employment, I understand that false or misleading information in my application or interview may result in my release.


	Name (Please Print)
	
	Signature

	SHEFALI BEGUM
	

	Date
	
	

	02/02/2018
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