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[bookmark: _ci93xb]Section 1: Know how to identify development needs

A clear, systematic and ongoing identification of how learning and development (L&D) needs relate to performance gaps is key in ensuring effective development takes place (CIPD, 2023)

[bookmark: _whwml4]1.1 Identify learning styles for self and another 

Learning styles are identified for development needs and is a useful tool to consider to encourage improve. Information being taught to individuals is best when their preferred learning style is identified. This helps them to understand the content better and learn from what is being taught. Using the right learning style will enable this. (varthana, 23). 
Visual, audio and kinesthetic learning styles (VAK), a learning model designed to identify individuals learning styles, was found by Walter Burke Barbe and was then later developed by Neil Fleming. (engage-education 24.03.2023)
In the last 35 years, Honey and Mumford’s learning style questionnaire has been utilised in the academic industry to find out an individuals preferred learning style. (Honey and Mumford, 1986) I intend to find out my partner and I’s preferred learning style using these two questionnaires. 
The results of the VAK learning style questionnaire indicates that my preferred learning style is a visual learner. A visual learner is someone who learns best visually, watching others and being able to see how things are done. This suggests that I am good at observing things such as other people carrying out a task, watching videos and being able to read a list of tasks, in order to get something done. Within my workplace, my role is to deliver and assess qualifications to learners. Part of my role is to observe and follow a set of standards, similar to a list of tasks, that are required to be completed in order for the learner to pass. Therefore, I would agree with the outcome of the questionnaire, being that I am as the visual learner as this style does match my job role. I often learn best when there are slides to view and videos to watch, as well as listening to the tutor speaking. Furthermore, my personality sounds similar as I often sit back and watch others before speaking up, and participating in any activity. 
Results from the Honey and Mumford questionnaire suggests that I am a pragmatic learner. This is someone who is good at making decisions and getting the work completed to meet deadlines. Reflecting back on my job role, I sometimes have to make decisions quickly in order to support an individual or my team, and at times, I am very good at getting the job completed by the deadline. The questionnaire also suggests that a pragmatic learner prefers a hands-on experience and having clear goals to reach the rewards. As this suggests, I do prefer to be involved and be hands on doing a task rather than reading or listening. I like to have clear goals where I can see the rewards afterwards. For example, when supporting my learners, I like to support them face to face, allowing me to capture evidence through observations. When a learner successfully completes, this reflects my progress with my employer and fulfills my purpose. Therefore, this style does match the way I work. 
The VAK questionnaire suggests that my partner is a kinesthetic learner. A kinesthetic learner is someone who learns best by completing a task using their own knowledge and understanding, not following instructions. They usually prefer physical experience, being able to have a go themselves and learn as they go along. My partner is hands on, being an electrician. They learn best from doing rather than listening or reading. They often build things around the house from scratch and will visualise the outcome, and most of the time will justify logic reasons for doing so. They often try to build using their own work experience and without following instructions. 
The Honey and Mumford learning style questionnaire suggests that my partner is a pragmatic learner. Similarly, to myself, they place theory, such as their knowledge into practice, like when building around our home. They like to get things completed within a timeframe and can often stress themselves if this is not met. They prefer to be ‘hands on’ and completing the work rather than watching others. I would agree that this style does fit my partners personality and working methods based on the experiences mentioned above. 
All of the above identifies preferred learning styles for my partner and myself.








[bookmark: _qsh70q]1.2 Use a simple technique for identifying development needs for self & another
Identifying strengths, weaknesses threads and opportunities (SWOT) is a useful tool when reflecting on oneself for development needs. (Mindtools, 2023)
Below I have decided to use a SWOT analysis and a GAP analysis, to identify learning needs for both myself and my partner.
	
SWOT Myself 

	
STRENGTHS

· Able to work to deadlines
· Able to set realistic goals
· Able to use and think of practical ideas
· Able to make decisions
· Hands on experience
· Looking at information in a logic way 
· Able to problem solve
· Able to create content for work
· Able to strategically categorise workload
· Able to plan ahead 
· Able to plan resources
· Able to communicate to all levels 
· Able to organise meetings 
· Able to provide feedback 
· Able to accept feedback 
· Over 10 years experience in own field of work.
	
WEAKNESSES

· Lack of patience
· Lack of confidence
· Wanting to do everything my way
· Quick to make decisions, whereas I could reflect more on the outcome. 
· Lack of knowledge on the subject within current area
· Lack of time





	
OPPORTUNITIES

· Wanting to learn and progress within area
· Opportunity to create clear goals for new opportunities. 
· Able to visualise changes
· Wanting to upskill and gain new qualifications 
· Able to stop, listen and take feedback from other
· Doing more beyond the task to support others
	
THREATS

· Only doing what is directly relevant to the task
· At times, unable to see other people’s visions
· Lack of experience 
· Lack of qualifications
· Lack of time


	
SWOT – My partner

	· 
· STRENGTHS

· Able to utilise a set of skills
· Good at setting clear goals
· Able to meet deadlines
· Able to problem solve
· Able to complete tasks
· Able to focus on a project
· Good at communicating 
· Able to listen to others 
· Learn as they go along 
· Works Hard
· Able to communicate with people at all levels.
· Able to think of new ideas quickly and overcome barriers
· Very experienced within own field of work

	
WEAKNESSES

· Wanting to do everything their way
· Lack of patience
· Unable to accept help from others
· Doesn’t think things through, acts quickly
· Little time to focus on progressing 
· Works hard and long hours 





	
OPPORTUNITIES

· Able to learn new skills
· To learn as they go along
· When able to complete tasks, able to start new projects
· Able to deal with people at all levels 

	
THREATS

· Unable to see other people’s point of view
· Unable to see other people’s visions
· Doesn’t follow written instructions
· Not interested in theories
· Only doing what is relevant to the task
· Lack of time




A Gap analysis allows you to figure out the gaps in your development by identifying what areas are missing for your future development. (mindtools,2023) Below I have decided to create a gap analysis for myself and my partner. 
Gap Analysis - Myself 
Gap Analysis Template
	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	
I want to be able to gain knowledge within my current subject area. 



	
I can already deliver level 2 & 3 leadership and management.
	
I am lacking the qualification, skill, knowledge and experience.
	
I am currently on a course to complete my level 6 degree in Applied leadership and management in the workplace.

	


To gain the confidence in delivering to a larger class.



	

I have supported others to deliver to big groups of people and I have delivered to small groups of 2 & 3. 
	

The experience to build my confidence up. 
	

Raise this in my 1-2-1 with my manager and ask to be supported in reaching my goal by shadowing and observing others.  


	

To be able to gain experience through create teaching sessions that meet the brief.
	
I have used and viewed other presentations, however I would like to create my own using the resources I have access to within my organisation. 
	
The time to create the resources within work. 
	
I can create resources outside of work or I can look at asking my manager to delegate this task to me for my personal progression. 

	

To be more accepting of other people’s visions, therefore gaining patience.  
	
I have open and honest conversations with my clients about realistic goals and what I think we can achieve. 
	
The time to sit with the client and fully explain potential outcomes. 
	
Make sure clients are having time to think about their options before proceeding with a treatment. 







Gap Analysis person 2 
	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	
To be able to follow written instructions 



	
Build well and visualise the end result when set out to complete a task. 
	
The patience to be able to read instructions, fully and follow them step by step. I often feel I already know how to do the task without having to read the instructions.  
	
Plan in time to read and follow instructions. Double check that the work is done correctly which I tend to do at the end if something doesn’t go to plan. 

	

To be able to accept help from others

	

I am able to work with others    
	

Accepting help from, others at short notice. 
	

Saying yes when others offer to help. 

	

To follow other ways of working.  
	
I am able to support other people with their tasks.  
	
Understanding other ways of working. Following direction. 
	
Work with others more often and ask questions.  

	

To be more accepting of other people’s visions, therefore gaining patience.  
	
I have open and honest conversations with my clients about realistic goals and what I think we can achieve. 
	
The time to sit with the client and fully explain potential outcomes. 
	
Making sure clients have time to think about their options before proceeding with a treatment. 






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

Looking at the SWOT analysis, potential barriers identified for myself include lack of patience. I often want to progress quickly and the quality of my work may suffer as a result, such as missing key details, or not gaining the experience required. Identifying that I want to do everything my own way could be a barrier as it can be seen as unable to adapt to other ways of working. Further to this, acting immediately without thinking things through can be seen as immature or unprofessional. Other potential barriers identified include the lack of knowledge on the subject leadership and management, considering the want to progress within my current job role. 

From the SWOT analysis, potential barriers for my partner include lack of patience. They are unable to wait for others and often want to do things their own way which can be seen as unable to work with others. This barrier may affect future work projects, therefore affecting the chance of gaining new contracts. They are often unable to wait to accept help from others, usually from wanting to do everything their own way, therefore projects may become delayed or incomplete. Other barriers identified is that they work long hours, meaning that they might burn out their energy quickly and future tasks may suffer as a result. 
Looking at the VAK learning style and Honey and Mumford questionnaire, potential barriers might be the teaching style. If one is a kinaesthetic learner, then they require activities throughout the session to learn by doing. If one is a visual learner, they require visual aids, like a presentation for example, to be able to learn well. If these two learners were listening only to the subject being taught, this would identify as a barrier to learning. 
Equally, both my partner and I have potential barriers such as time. We both share the responsibility to care for three small children, we both within full time work and I have recently started my degree, therefore it can be difficult to work to a tight schedule. Money can be a barrier when we have lots of factors to consider such as nursery fees and the energy bills raising. Support often comes from family and friends and when they are unable to support, this can become a barrier to our progression.  
All of the above examples are potential barriers identified for myself and one other person. 

[bookmark: _x2ik5]1.4 Explain how these barriers to learning can be overcome.

Barriers to learning can be overcome through several means. Maslow (1943) suggests that people often become self-motivated in the workplace when certain factors have been met. Maslow’s theory pinpoints certain factors, such as having a salary, good working relationships, facilities in the workplace, to name a few and describes them as basic factors which individuals need in order to be motivated to stay in their role, and then factors such as providing positive feedback or giving more responsibility is described as hygiene factors. It is said that when these factors are met, an individual will then become self-motivated to improve and do well. By having these factors in place may encourage one to overcome these barriers by receiving feedback. Although, it is important to note that the individual who receives the feedback, must accept it and understand it correctly in order to improve and overcome any barrier. To explain further, having good working relationships for support and feedback, building moral is likely to be important when trying to overcome any barrier. The want to do everything in my own way can be overcome by accepting help from others, working alongside others and incorporating other positive ways to working. At times, I will be expected to change my way of working when there are changes to procedures within my organisation and I will be expected to follow these procedures. Getting observed in the workplace will support and encourage these changes to the way I work. Equally, time management can help to dedicate time aside for family, learning, working and so on. Making sure support mechanisms are in place, for example when my partner is working and I have university, planning for other support with childcare to enable me to continue with my learning and enabling my partner to work and earn more money.  


[bookmark: _p2csry]Section 2: Know how to develop self & others to achieve organisational objectives
[bookmark: _n2zr]2.1 Analyse learning/development options to meet needs of self & another.
Looking at the gap analysis, I can see that there are development options for myself such as formal and informal training. Formal being organised and pragmatic and informal as being unstructured and more relaxed (learnupon.com 2023). This will support me to gain more knowledge within my current field. Shadowing and observing others within my workplace. This will help me to gain further knowledge on theories and have more confidence in what I want to teach. Asking for more responsibility on tasks within the workplace to see if I am able to develop my current skillset and gain feedback on my progress. Organising time to ensure that when I work with my clients, I am providing a professional service and experience by giving all the right information from the beginning. 
From the gap analysis for my partner, I can see that there are development options for them to develop such as being able to manage their time more efficiently. When they plan to complete a task, allowing more time can support them to fully read instructions before they begin, making sure they have everything ready to complete the task. Accepting help from others when needed. It can be difficult to accept help from others when wanting to work in a certain way, however by accepting help, they can learn rom others and this can boost moral when working well with others. Shadowing and observing other ways of working may also provide opportunities to improve own self, such as working more efficiently or learning a new skill. Working with difficult clients can help improve their ability to deal with difficult situations and ensure that when working with clients, discussing wants and needs fully, making sure they are communicating realistic expectations thoroughly. This will help to improve the client experience. 

[bookmark: _o7alnk]2.2 Identify support mechanisms for the development of self & another
[bookmark: _ckvvd]
Support mechanisms for myself include working with colleagues and my manager to put a plan together to support my development. Enrolling onto a course to develop myself will help me to gain knowledge within the subject of interest and my tutor will be able to support me, as will my peers. Family are able to support with childcare in order for me to attend my course as well as my partner. 
Support mechanisms for my partner include their family and me to provide childcare for them to work. Potential to complete a course where they can gain a new skill and further knowledge to something. They can gain the support of their business partner to work with and learn from. They can work with other organisations to upskill, shadow, improve performance and learn how to deal with difficult situations. 


[bookmark: _ihv636]2.3 Prepare development plans for yourself and another person
A personal development plan (PDP) is a live self-management tool that slows you to create and follow a plan creating goals. (managers.org, 2023) These goals can be both personal and professional goals, and show an action plan on how to reach them. Below I have created a PDP for myself to set goals for my development. 
Person 1
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
A higher level qualification in Leadership and management 

	
Complete the Level 4 course
	
· A Laptop 
· Childcare support
· Access to a car to attend university
	
By gaining my certificates and passing the course. 
	
30.09.24

	
A level 5 qualification in Leadership and Management  


	
Complete the Level 5 course
	

· A Laptop 
· Childcare support
Access to a car to attend university
	
By gaining my certificates and passing the course.
	
30.09.25

	
Complete a degree in Leadership and Management, Level 6 

	
Complete the Leve 6 course
	
· A Laptop 
· Childcare support
· Access to a car to attend university
	
By gaining my certificates and passing the course.
	
30.09.26



Personal Objectives

	Short Term Goals (next 12 months)

	Complete the level 4 Certificate in Applied Leadership and Management.

	Medium Term Goals (2-3 years)

	Complete a degree in Applied Leadership and Management.

	Long Term Goals (3-5 years)

	To run an academy teaching beauty and to hire employees for the salon. 




Person 2
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
I want to learn how to fit solar panels 
	
Complete the relevant qualification 
	
· A Laptop 
· Childcare support
Access to a car to attend the course
	
On completion and gaining the certificate
	
30.09.2024

	
To learn how to play the piano again

	
Practice following the music books
	
· A Laptop for online videos
· Music books 
· Childcare support
· Piano

	
Being able to play a song through confidently
	
01.07.2024

	
I want to learn how to fix motorbikes
	
Read books and practice fixing up my motorbike
	
· Mechanic books on motorbikes
· Spending time with a bike mechanic
	
By complete restoration of my motorcycle
	
30.09.2025


Personal Objectives

	Short Term Goals (next 12 months)

	To complete the solar panel qualification 

	Medium Term Goals (2-3 years)

	Grow my business and employ 4 employees

	Long Term Goals (3-5 years)

	Purchase more rental properties



[bookmark: _hioqz]2.4 Method used to monitor the development of self & another.
[bookmark: _hmsyys]Reviewing progress over periods of time is the best way to monitor the success of mine and my partners development. Personally, I will have review periods after completing each of my assignments for my degree and gain the feedback from my tutor. This will monitor the success of my degree over the next three years until I complete. Equally, reviewing my progress with my salon over set periods of time will enable me to make any changes relevant for my success. Planning in set time to identify strengths and weaknesses of the business and implementing a plan to grow. Other methods include questionnaires, identifying treatments that sell well and ones that don’t to minimise upfront costs. Setting Smart targets and goals will help to grow my business into an academy. My partner often attends meeting with his business partner to review and reflect on their progress. They implement strategies to gain new contracts and will often look at promotions. All the above are methods used to monitor the development of myself and my partner. 
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Appendix A Curriculum Vitae
	
	
	Kelly 
Keefe





	Personal Details 
Mobile: 07425232025
Email: keefe2411@icloud.com

EDUCATION
2023 CMI Principles of Leadership and Management Level 3
2020 TAQA Level 4 
2020 Education and Training Level 3
2019 First Aid Level 3 
2016 Hair Extensions Certificate 
2015 Essential Skills ICT, COMS and AON Level 2
2013 ILM Team Leading Level 2 
2013 TAQA Level 3 - Greightheightstraining 
2009 Bridgend College COMS & AON Level 1 Keyskills
2009 Bridgend College National Diploma in Studio Photography – Merit 
2006 GCSE - Maths C, English Lit C, English Lang C, Art C, Science Double CC
Hobbies
I am a mum to Reggie and step mum to Efa and Lili. My partner and I are trying to improve and develop our home. In my spare time, I enjoy training in the gym or during the summer months, I love to run. I enjoy music in the background whether that is reading a book or doing the ironing. I love meeting new people and at times when my partner and I get the opportunity, we love to dine out. Family is important to me as is my career. My best friend and I love going on walks. (Arlo – Staffy)
	
	Personal Statement
I have a passion for development. I am a conscientious and a hard working person who has the ability to work on my own initiative, within a team and achieving deadlines and targets, being organised. I have experience in supporting teams to achieve their goals and consider myself to be a positive motivator. I enjoy a challenge and am looking for an opportunity to develop my skills further. I have strong communication skills and have the capability of dealing with people of all ages and abilities. Computer literate and can use Microsoft packages. I have a strong working experience within the retail, admin, customer service, sales, team leading and training sectors. Presentable, honest, trustworthy and I have a good sense of humour. Competencies such as persuading and negotiating, lateral thinking, time management, planning and business awareness. Very positive and try to see things from other people’s point of view. I own my own car and a clean driving licence. Strong influencing skills. Experienced at creating relationships at all levels across the business. Strong customer facing skills, with a focus on customer success. 

SKILLS
● Customer service skills. 
● Ability to follow company’s procedures. 
● Provide constructive feedback as well as listening to feedback. 
● Maintain records. 
● Problem-solving/creativity skills. 
● Interpersonal abilities. 
● Teamwork skills. 
● Adaptability and flexible skills. 
● Awareness of health and safety/manual handling. 

WORK EXPERIENCE
December 2019 - Present – Business Assessor/tutor 
Delivering qualifications, guiding learners through feedback and support, providing advice, organising delivery sessions, diary managing and communicating at multiple levels. Meeting deadlines, following procedures and attending standardisation meetings. Reporting progress and data to the manager. Creating resources and any other aid for the learner and the team. Working closely with the team to implement quality procedures and carry out moderation processes. Working remotely with new digital platforms as well as working in the office, using blended approaches. Attending IQA panel days. Working towards common goals with the team. Working individually to support my learners. Diary managing. 
April 2019 – Sept 2019. (Project based) Kelly Services - Cartographer 
Collecting data for one of the largest telecommunications organisations worldwide. Providing/collecting information through satellite navigation systems, using computer systems to report data and record maps. Working closely within a small team, travelling across the UK. Ensuring that all policies and procedures are followed, along with following all the UK road laws. Communicating well to others within the team. Supporting each other for regular shifts and breaks. Problem solving when technology went down. Attending meetings and meeting deadlines. 
April 2018 - April 2019. Temporary - Talk Training – NVQ Assessor 
Delivering qualifications within a prison. Following strict security procedures, organising delivery on a 121 and group basis. Meeting deadlines, recruiting new business and diary management. Data reporting and communicating with people at all levels. Problem solving. To complete all necessary paperwork and follow the company procedures. Problem solving and communicating at all levels. Making connections with the prison staff to support with qualification recruitment. 

January 2017 - April 2018 –. Relocated - TRAC – WBL Assessor 
Working across a large region, supporting big contracts within the company. Assessing duties such as delivering knowledge and guidance, providing feedback and advice, organisation through diary management and communication skills at multiple levels. Meeting deadlines and keeping update via standardisation meetings. Being learner and target driven. Reporting progress and liaising with both the client and the office. Preparing mock exams for learners and any further support aid in order for learners to prepare for their end point assessments. Creating resources and support documents. Data recording and reporting. Problem solving, lateral thinking and working within a team, despite lone working a lot of the time. Meeting deadlines. 
April 2016- September 2017.  Made Redundant  - N-ergy – NVQ Assessor 
Based within a prison, I delivered standalone qualifications. Progressing learners through various subjects and within the frame time given. Maintaining records, providing data, diary managing and attending regular standardisation meetings. To complete all necessary paperwork and follow the company procedures. Problem solving and communicating at all levels. Making connections with the G4S staff to support with ongoing recruitment. 
April 2014- April 2016. Moved location from Wales to England. Itec Training - WBL Assessor 
Assessing learners, providing guidance and feedback to fully support successful completions. Diary managing, attending standardisation meeting, supporting the team with compliance, problem solving and following procedures of the organisation. Being organised to meet deadlines. Progressing learners onto further qualifications. Test booking and use of computer software. Maintaining records and completing all paperwork required. 
March 2013 – April 2014. Skillwales - Assessor/Team Leader 
I started my journey with this organisation within the quality department working as an administrator, supporting clerical duties and checking portfolios for compliance. I was promoted to team leader for a small group of who delivered essential skills and ESOL. Supporting with compliance, organising timetables, problem solving, lateral thinking and data reporting to the manager. I obtained my TAQA L3 and began my journey as an assessor supporting standalone customer service learners. Organising meetings, delivering 121 support sessions, providing feeback and guidance to learners. I was also able to provide feedback to tutors on their performance and implement training, if necessary. 
2010 - 2013 Buy As You View– Sales / Admin Representative 
From generated sales leads, complete and support customers through their finance applications and process sales. Communicating between departments and management. Reaching and maintaining targets. Completing administrative duties, supporting diary management and organising the distribution of new leads. 
2007-2010. Drive LTD – Support Worker 
To provide a care service for service users with learning disabilities. Providing practical support for individuals and their families, such as helping with household tasks, personal care and paperwork. Supporting and monitoring healthcare needs, including administering medication and temperature checks. Supporting with pursuing hobbies and interests, whilst following policies and procedures at all times. 
2007-2010 - I held a cleaning job within ACT training, working 2 days a week for two years through my college course. General activities included polishing hoovering and emptying the bins. I also worked behind a bar at Bridgend Tennis Club on the weekends over a period of three years during my college course.
● Knowledge of many Microsoft packages. 



Appendix B Continuous Professional Development Record
TAQA Level 3, 2012
ILM Team Leading Level 2, 2014
TAQA Level 4, 2020
Education and Training (EAT) Level 3, 2020
CMI Principles of Management Level 3 VRQ, 2023
Delivering Level 2 Team Leading within current job role, 2023
Observing and shadowing others within the workplace, 2023
Applied Leadership and Management in the workplace Level 4, ongoing
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