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[bookmark: _Toc530769097]Introduction
This assignment looks at the resources that we can use to improve ourselves and others in a personal and professional capacity. I will be identifying learning styles and how it can make a difference to the way people learn and how it is helpful from a management point of view to ensure that your team is learning efficiently and effectively. Throughout this assignment I will be looking at myself and a colleague. I will be comparing our results and looking at our current positions. This will include identifying any barriers that we face now or may face in the future and possible ways to overcome them. I will Identify our support networks and others who may be able to help us, and we will be discussing our aspirations and how to achieve them. I will be researching how to apply for a suitable managerial position by using an application form, covering letter and C.V. and researching what would be expected from a managerial perspective. 

1.1 [bookmark: _Toc530769098]Own learning style(s) and the learning style(s) of another member of the team

I Identified my own learning style in order to achieve the best possible results in my workplace. I used three authors, the first was Honey and Mumford (1989) with their learning styles questionnaire.
My results were very clear with Pragmatist scoring highest. I read the Characteristics of the four learning styles and I strongly agree with the result. They show that I use common sense and I am very practical. I make decisions and get the job done in a straight forward manner, however I do lack patience especially with some people’s suggestions. If I see it as irrelevant or that it is in an indirect way, I think I could just do it myself as I like to be in control. 

The second questionnaire was by Dantec, C (2006), this seemed to be a more detailed questioning style.
My results again were very clear with AE – Active Experimentation scoring highest.
Once these scores were plotted into a kite graph it gave me the firm answer that I was Learner Type 4: the dynamic learner. 
My strengths are that I carry out the action and get the tasks completed and I enjoy working independently. I agree with these results.

My final questionnaire is VAK Learning Styles Self-Assessment Questionnaire, Fleming, N. D (1995). I scored mostly A’s which meant that I have a visual learning style. I always write as much information down as possible and I find it far easier to follow instructions step by step. I agree with these results.

I asked my colleague Mr A to fill out the Honey & Mumford (1989) and VAK (1995) questionnaires. I compared our results, on the surface Mr A seems to work very differently to me and I sometimes fail to see his logic. If Mr A has any future training needs, then I will try to facilitate them in a way that is appropriate and effective for him.
According to Honey & Mumford (1989) Mr A is a Reflector. I agree that part of his strengths is his ability to look at the whole picture and he is great with people; however, he does enjoy watching people, sometimes to the point of distraction.
According to VAK (1995) Mr A is a Kinaesthetic learner, he is learning as he is doing and would rather figure things out using a hands-on approach.
I can conclude that Mr A would be best suited working within small groups, doing structured tasks with clear objectives. When Mr A has any professional development, I would suggest that he is in a shadowing situation where he can try himself, but there is someone he can ask assistance of if necessary.

I need to continue to reflect on my results. Sometimes it’s very easy to continue working in the same way as I always have, however this means that I am not a fully rounded individual. In order to fulfil my career aspirations and to lead others successfully, I need to understand that even when I think that I am correct it does not necessarily mean that other people are wrong, they may just learn differently and have a different view point.

[bookmark: _Toc530769099]1.2   	A simple technique for identifying own development needs and the development needs of another member of the team 

I decided that in order to evaluate myself I would use SWOT analysis Humphrey, A. (2005), strengths, weaknesses, opportunities and threats. 

	STRENGTHS.
· Confident.
· Listen well.
· Understanding.
· Helpful.
· Empathetic.
· Knowledge of additional learning needs.
· Problem solving.
· Passionate.
· Patient.
· Resilient.
· Resourceful.
· Organised.
· Life skills.
· Transferable skills.
	WEAKNESSESS.
· Over emotional.
· Too honest.
· Squeamish, blood and needle phobic.
· Pessimistic.
· Lack of formal qualifications.
· I.T skills.

	OPPORTUNITIES.
· Gaining a degree.
· Obtaining a meaningful job role.
· Management.
· Business of my own.
· More money.
· Better housing.
· More opportunities for my family.
· Successfully using advanced technology.
· Networking.
	THREATS.
· Unable to succeed for personal reasons.
· Job markets.
· Money crashes, Brexit for example.
· Unable to secure employment.
· Replaced by technology.
· Political scene.
· Legislation.



I asked my colleague Mr A to complete SWOT analysis. 
	STRENGTHS.
· Confident.
· Enthusiastic.
· Positive.
· Committed.
· Perseverance.
· Adaptable.
· Open minded.
· Flexible.

	WEAKNESSES.
· High expectations of others.
· Impatient.
· My handwriting.
· Over confident.
· Applying my own standards to others.

	OPPORTUNITIES.
· Gaining qualifications pertinent to my work environment.
· Self-fulfilment.
· Better quality/standard of life for myself and my family.
· Reach my full potential.


	THREATS.
· Belief in my own ability.
· Financial pressure.
· Daily life pressures.
· Changes in political landscape.



When I compared both tables, we differ in some of our strengths and weaknesses, however a lot of our opportunities and threats were identical. It is vital that we know our SWOTs and how to convert the negatives into positives, an example of this would be the threat of being replaced by technology, if I train to become an I.T expert, I may gain rewarding employment building devices or fixing machinery. It is important that I stay current in the world around me.
[bookmark: _Toc530769100]1.3 Identify potential barriers to learning

Everyone at some point may have some barriers to learning. It is important that I am aware of any issues that I or my colleagues may face. External barriers may include the world around us and other people. Internal barriers are us directly. 
There can be many external barriers including: - 1) a lack of money. This can be very stressful, constantly on your mind and may hinder you being able to succeed, you may not have money for travel or money for tools required to complete tasks.2) Work may be an issue, they may be unhelpful and unwilling for you to have career progression. 3) Your friends may not be happy that you are not available for certain functions as you have studying to complete and deadlines to meet. 4) I like to use normal everyday words and therefore terminology can be an issue for me personally, if I don’t understand what is being asked of me how can I answer?
There can be many internal barriers including: - 1) perceived abilities as you may not believe in yourself, lack confidence and feel that you are not good enough to succeed. 2)There may be physical issues where you may not be able to sit in a classroom comfortably, suffer with pain often so not only hindering attendance also disrupting study at home. 3)  There may be additional learning needs that may or may not be diagnosed, dyslexia for example. 4) You may not have the correct skill levels to be able to study, the biggest of which I feel is I.T skills.

[bookmark: _Toc530769101]1.4	Explain how barriers to learning can be overcome.

There are many ways in which we can overcome barriers. When I have researched this topic the thing that has stood out the most for me is to talk about it. There is often help available if you know where to look or if someone can point you in the right direction, talk to your family, friends, colleagues, fellow students, your lecturers and your student services office.
Example of an external barrier; - Unable to drive, no car, difficulty travelling to lectures. There are multiple potential options available here, firstly I would exhaust all possibilities of public transport. I may then ask family or friends if they would be available to take me. I could also speak to my peers and lecturer and ask them where they were travelling from, if it is near my area I would ask if it was possible to pay them for travel if they had available space. I would ask my peers in they knew of any other possible options I could use, they may know a route that I don’t know. If I have exhausted all possibilities of physically attending a lecture I would speak to my lecturer and ask if I could use technology to attend the class, so be there over skype for example. If the above is impossible I would ask my lecturer if they could e-mail me a copy of the content of the lesson and if I am confused at any point, I would liaise with them over e-mail or telephone.
Example of an internal barrier; - Skill levels. I am personally in the process of overcoming this barrier myself. My own barrier is technology, it has not been a requirement in my workplace and therefore I have not had any I.T input for many years and I would say that my skills are very basic. Firstly, I discussed it with my family who recommended that I look on the internet for basic Microsoft tutorials. When I had a discussion with my peers it was revealed that I was not the only student with issues, I shared my advice given to me by a family member and I was given the advice to start a free online course. One of my peers who has fantastic I.T skills has also offered to give me some private tuition. I have considered doing a community college course to help up skill myself as I know that my I.T skills are going to be paramount in gaining formal qualifications.

[bookmark: _Toc530769102]1.5 Briefly analyse learning/development options to meet needs of self and another member of the team.

When I analysed the data for myself, I can see that I have a lot of strengths, including transferable skills that I have obtained through my life skills. It was very clear that I have a broad range of skills and expertise in my chosen field of employment, however it did highlight that as I have been in that field for over ten years, I have neglected the bigger world around me. There are currently two huge issues, that in order to progress I will need to address. The first and currently the most important, is my lack of I.T skills. In order to succeed in this century everything is driven by technology, my lack of knowledge will hinder my prospective career prospects. I recommend that I up-skill as soon as possible, I am in the process or teaching myself with the help of internet tutorials to have a basic understanding, I then intend on attending a community college course.
 My second issue is the lack of formal qualifications, I feel that in an application process I could perhaps struggle to get shortlisted to interview. I don’t feel that an employer would consider employing me over someone who has formal qualifications. To overcome this issue, I have decided to gain a degree which alongside my current skills will put me in a good position to be able to secure employment as a manager. 
When I was analysing Mr A, I felt that he had a very good skills base. In general discussions I feel that he is extremely knowledgeable in his employment and of wider issues. He has great management potential and appears to be a born leader; however, he also has a lack of formal qualifications. Despite being educated to a high standard, it seems that he has not carried that into adulthood and has been happy to settle instead of achieving. Mr A also seems to lack some understanding of others, people may have a different work ethos, have barriers to learning, or not satisfy his standards. I therefore recommend that Mr A would benefit from enrolling on a leadership and management course, this would not only up skill him, giving him the formal qualifications that he lacks but I feel it would be helpful in his understanding of others. 

[bookmark: _Toc530769103]1.6 Identify support mechanisms for the development of self and another member of the team.

I have been working on analysing myself. I used a success planner from go mad – make a difference Gilbert, A and Chackrovaity, I (2001). The planner shows what I want to achieve, by when, how it is achievable and why I want to make a difference to my life. My planner is based on completing level 4 within the year. I am personally responsible to achieve this by believing in myself, attending lectures and working hard. I need to involve others so that I am supported in my journey. Once I have completed level 4, this will lead to better prospects for myself and my family.
 I have identified that in order to succeed to my full potential, I will need to take full advantage of my support network. I have a supportive family; my husband will happily entertain our teenagers so that I have study time and can attend lectures. My husband is also great with I.T and therefore he has assisted me in purchasing equipment and suggested available I.T courses.
My peers and lecturer have been a great support, they are always available for any questions I may have.
I have been quick to realise that there are certain things that I can do to help myself, but obviously that can only happen if I have family support. My commute to university was very stressful and at times I felt it was a little dangerous. I decided to leave earlier, and it made such a difference. I arrived at university a lot calmer, I had time to get myself organised ready to work, instead of being stressed and flustered.
My workplace is very supportive. My university course has been added to my personal development plan under career development during a performance management appraisal. They also ensure that I finish work in plenty of time to attend lectures. 
Thankfully I have not yet encountered any crisis situations. I do have a good understanding of the support that is available from the university, should I need it. I would contact student services and ask for assistance.
One of the most important issues I may encounter is managing my time. The time management matrix by Stephen Covey (1989) has already been helpful.
	
	Not Important.
	Important.

	Urgent.
	Not important but urgent.
Delegate.
	Important and urgent.
Do it yourself NOW.

	Not urgent.
	Not important and not urgent.
Delete it.
	Important but not urgent.
Plan for it.



As previously stated, I feel Mr A would hugely benefit from a leadership and management course. In order to do this, he would need to have great family support as he has children, therefore the support of his wife would be paramount. As his colleague, I would be very happy to support Mr A. My support would include telling Mr A about peer and lecture support and student services/university support.
Mr A has already discussed the possibilities of up skilling with his current manager, who has been very enthusiastic and has already offered support. The support from his workplace will include, having it written during an appraisal, shadowing opportunities with his current manager and flexible working hours.
[bookmark: _Toc530769104]1.7 Prepare a development plan to achieve a learning objective for self and another team member.

I aspire to be a Manager/part of a leadership team. I am now more aware of the development I need. I have drawn a personal development plan, which has short, medium- and long-term goals. In order to do this, I used gap analysis. I had to identifying my current skill level and decide my desired skill level. The gap is what I need to get from current to desired. I used the Johari window Luft and Ingham, (1955) which made me more aware of myself, what others perceive of me and that there are aspects in life that may be unknown and unchangeable.
I have put my personal development plan into tabular form, so that my objectives are clear, and I can follow and update it where necessary.
	
	SKILLS NEEDED.
	HOW TO ACHIEVE THE SKILLS.
	COMPLETE/FURTHER ACTION NEEDED.

	SHORT TERM.
1 year.
	1. I.T skills.
2. ILM level 4.

	1. Attend a course.
2. Complete this course.
	

	MEDIUM TERM.
3-5 years.
	1. ILM level 5 &6.
2. Research available positions in Management.


	1. Graduate.
2. Updated C.V & correct documentation.
	

	LONG TERM.
5-10 years.
	1. Post graduate degrees.
2. Seek Employment in a management role of a global company.

3. Be an expert in your chosen field.

	1. Apply.
2. Research various companies and apply for vacancies.
3. Education, continuous professional development.
	



I asked Mr A to prepare a personal development plan for himself. Mr A is very happy with his current employment and employer and therefore his plan is slightly different to mine.
	
	SKILLS NEEDED.
	HOW TO ACHIEVE THE SKILLS.
	COMPLETE/FURTHER ACTION NEEDED.

	SHORT TERM.
1 year.
	1. Formal qualifications.

	1. Apply to university.
	

	MEDIUM TERM.
3-5 years.
	1. Start a Management undergraduate degree.
	1. Graduate.
	

	LONG TERM.
5-10 years.
	1. Research post graduate.
2. Apply for promotions.
	1. Apply.
2. Qualifications.
	



Myself and my colleague would like to be in similar positions. I have identified that we both have a lack of formal qualifications. Despite being very knowledgeable in our current positions, we are currently stagnant and unable to further our careers. A helpful tool for success is to use S.M.A.R.T objectives, Doran, G. T (1981). This acronym stands for Specific, measurable, achievable, realistic and time bound, this ensures that I know exactly what is expected of me and others know exactly what I expect from them, therefore extinguishing the issues of misunderstandings.
[bookmark: _Toc530769105]1.8 Describe a method that could be used to monitor the development of self and another member of the team.

The most important method I feel available is to have staff meetings and appraisals. Weekly team meetings would be a requirement, so that all members of staff can discuss any important information. I would have management meetings monthly to discuss any staff issues or development needs. 
As a manager I would be using performance management annually. I would use a personal development plan, as above, to record short, medium- and long-term goals. The goals would include professional and personal development. This would include inconsistencies that I may have witnessed or that have been highlighted to me, and during discussion what the employee feels they need development on.
[bookmark: _Toc530769106]Conclusion.

In section 1 I have looked at myself as a person and as a professional. I have looked at my strengths and weaknesses. Where I currently see myself, where I want to be in up to 10 years’ time, and how to bridge the gaps that I have in order to reach my goals. Through all the research that I have done, the most interesting and helpful was to identify my learning style. I had never investigated this before and have always taken things at face value – ‘it’s just the way I do things’ has been my attitude instead of ‘I do this because’. I have had to analyse myself, at times it has been quite difficult to admit certain weaknesses and realise these things have been holding me back. I also analysed a colleague, by doing this it enhanced my awareness of the fact that we are not all the same, and that there are reasons why we may do things differently. I have established that I have a strong support network, they are there to help me with any barriers I may encounter now or in the future. I have learnt that I can convert my weaknesses into strengths and threats into opportunities, so therefore it is vital to admit to myself what I have difficulty doing. I think the most powerful tool I have learnt is to reflect, I am very happy to be ‘doing’ without ‘seeing’, I now feel that looking back will be my key to further success. 

[bookmark: _Toc530769107]2.1 Complete a job application form with cover letter.

I have looked online at various companies and used some online recruitment agencies. I did have difficulty in finding a suitable job, that had an application form process, most seem to request a c.v. only. I was searching for a managerial position, ideally in a global company or certainly within a well-known company/brand where I could ideally progress over time.  
I found a position that I was interested in for the Welsh Assembly Government as a Committee Support Manager, this job would be fantastic for me and have the opportunity for career progression. The application form was straight forward but very detailed and therefore took a few hours to complete. Please see a copy of the application form in appendix 1 and the covering letter in appendix 2.

[bookmark: _Toc530769108]2.2 Create a C.V. focused for the specific role you have chosen. 

I have recently updated my C.V. As I have been in the same sector for the last 10 years, I found that I was tailoring it to the education sector instead of highlighting my transferable skill set. I have now included that I am working towards a level 4 qualification and that I see my future in a leadership position. I must remember that my C.V is a living document and add to it regularly, instead of only altering it when I am actively seeking employment, having appraisals or applying for courses. Please see a copy of my C.V in appendix 3.
[bookmark: _Toc530769109]2.3 Reflect upon recruitment interview process and techniques.

I must admit that I have never been that good at being interviewed, I get very nervous and tend to forget to tell the panel/individuals important information. My last interview for employment was 8 years ago, it was to a panel of 5 and I felt quite intimidated. I dressed smartly, I feel this is very important and I certainly think that first impressions count, I arrived early – also extremely important, I would never be late for an interview. I had researched the company and had all the correct qualifications with me for them to peruse, I felt that I was fully equipped for the interview and I think the above are the only things of the process that I would not change. The interview started well and despite being nervous I feel that I answered the questions they gave me well, what I didn’t do well was when they asked me to give any hobbies or interest relevant to the position, I couldn’t think of anything, despite there being quite a few at the time. A lady on the panel, who luckily had my C.V, had to drip feed me the information, which I then elaborated on once I was given the reminder of what I do. Embarrassingly I think that it was my involvement in such groups that put me ahead of other candidates and I am still very thankful to the lady for helping me. I was offered the position literally 10 minutes later during a phone call I received on the drive home.
I have always taken interviews very seriously whatever they are for. I was nervous for my interview for university, I dressed appropriately, I brought all documentation required and I acted professionally.
	Employee point of view of the recruitment process.
· Relevant C.V, application form.
· Shortlisting to interview.
· Invite to interview.
· Research the company.
· Dress appropriately.

· Good time keeping.
· Present evidence of qualifications.
· Familiarise yourself with the questions they have set out for you, write notes.
· Be professional, answer the questions as best as you can, be friendly and focus on your strong qualities.
· Ask any questions relevant to the position/company.
· Thank the company for their time.
	Employers point of view of the recruitment process.
· Relevant C.V, application form.
· Shortlisting to interview.
· Invite to interview.

· Appropriately dressed, however, be mindful of different religions.
· Good time keeping.
· Peruse qualifications.


· Assist the candidate if they are having difficulty understanding the questions.

· Ask if the candidate has any questions.

· Thank the candidate for their time.



I feel that the recruitment process for the employee and employer is very similar. The company want the best candidate for the role and in achieving this they will need to be efficient – advertise correctly and to the correct audience, effective – shortlisting applicants with the correct qualities, and fair – the role going to the most deserving candidate on the merit of qualifications and experiences. The candidate who wants to join the company needs to be efficient – on time and suitably dressed for interview, and effective – having the correct qualifications available and proven track record.
I am in a much stronger position now, I will always get a little nervous, but I have more belief in myself.  I will have the knowledge to be able to highlight my strengths and my weaknesses in a positive light. I must always remember to reflect on my experiences as this will help me to move forward, I will be using the learning cycle from Kolb. D. A and Fry. R. (1975). 
1. Having an experience.
2. Reviewing the experience.
3. Concluding from the experience.
4. Planning the next steps.
I think this cycle is very important to my future personal and professional development, I am aware of how easy it is to become stagnant and I most definitely need to continue to move forward, whilst looking back and improving myself. 

[bookmark: _Toc530769110]Conclusion

In section 2 I have identified a suitable live job using the internet. I had to download and fill in the application form, write a covering letter and a C.V. I learnt a lot during this process, it has been a very long time since I last applied for a job and I did not have a current C.V.  I think the main thing I learnt was that I have been quite complacent over the last 8 years and therefore not paid much attention to the current jobs market. Moving forward I will be updating my C.V regularly and keeping active in pursuing my career.
When I have looked at the recruitment process from both an employee and an employer prospective, I have identified that it is vital to reflect. As an employee when I studied reflection it made a lot of sense, in order to move forward I needed to look back at the things that I may have done wrong or any information that I could have added/spoken about. As an employer, reflection is also important, you need to make sure that firstly you are advertising in the right way and to the right audience. If you are attracting the wrong clientele, you need to reflect and reassess. It is important to look back during the recruitment process to ensure that you do not make any hasty decisions that could hinder your business in the future and to ensure that you employ the very best candidate for your company.
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[bookmark: _Toc530769112]Appendix 1

National Assembly for Wales
Human Resources
External Application Form
________________________________________
Post applying for: Committee Support Manager.
Post reference number: AC-044-18
I would also like this application to be used for consideration for (AC-043-18) 

________________________________________
The information included in this form is important when assessing your application. Please read the guidance notes at the end of this document before completing this form and return it electronically to: Jobs@Assembly.Wales  

We are an equal opportunities employer
We particularly welcome and encourage applications from groups under-represented in our workforce, including people from minority ethnic groups and disabled people.
The National Assembly for Wales is an equal opportunities employer - this means that everyone should have the same opportunities for employment and promotion based on their ability, qualifications and suitability for the job. No one should receive less favourable treatment because of their race, sex, sexual orientation, age, gender identity, marriage or civil partnership, pregnancy and maternity, disability, religion or belief, family or domestic responsibilities, and working patterns, for example, part time.  Nor should anyone be disadvantaged because of conditions or requirements, which cannot be shown to be justified.
________________________________________
Data Protection 
The information you give us in this form will be treated in confidence, in accordance with the Data Protection legislation, and used only for recruitment purposes. If we appoint you to this position, we will keep this information during the period of your employment with us.  If we do not appoint you, we will keep your information for 12 months after our appointment decision. After that, we will destroy it. 

Our recruitment privacy notice will be available over the coming weeks on our website. In the meantime, if you have any questions about how we use your information, please contact info-request@assembly.wales

________________________________________
Part A: Personal Details
Title: Mrs If other please specify:
Name: Emma Henderson-Wright
________________________________________
Contact details:
Address Line 1: 91 Robins Hill
Address Line 2: Brackla
Address Line 3: Bridgend
Post Code: CF31 2PJ
Email Address: emmahw1979@hotmail.co.uk
Home telephone number: 07999451826
Mobile telephone number: 07999451826
Note: You must have resided in the UK for a minimum of three years to undertake National Security Vetting. 
Birth and nationality
National insurance number: JH13 18 60 A
What is your present nationality: U.K Welsh
Have you ever been a citizen of any country other than the UK?
No 
If ‘yes’ please give details:
Are you a legal resident in the United Kingdom?
Yes
Are you under immigration control?
No 
If ‘yes’ please give details: 
__________________________________________________________________________________
Are there any restrictions on you continuing to live in the UK?
No 
If ‘yes’ please give details:
Note: If appointed, evidence of eligibility to work in the UK will need to be provided.
________________________________________
Current and most recent employment
Complete the following section, listing your current and previous employment. Start with your most recent and give details up to the last 5 years. If your start date in present or previous employment was more than five years ago, you do not need to tell us the start date.
1.	Employer 12.	
3.	Company name and address: Bridgend County Borough Council.                Tremains Primary School. Channel View, Brackla, Bridgend, CF31 2NL.
4.	
5.	Dates (from and to):  Sept 20186.	
7.	Post title: Cover Supervisor. Special Needs Support Officer.8.	9.	
10.	A brief description of responsibilities and achievements: I Cover Teacher absence and therefore manage other members of staff as well as pupils. I liaise with outside agencies including social services, educational psychologists, speech and language therapists and occupation therapists. I am responsible for the day to day care and education of pupils aged between 3 & 7 years old with additional learning needs. I follow the national curriculum as well as other individual programmes to help the children reach their full potential.
11.	
12.	Is employer considered another Government Department or Non Departmental Public Body? Local Authority.
13.	


For your current employer (where applicable) how much notice do you have to give? : 
N/A
Current Salary (Optional): 
Are you related to any Assembly Member or employee of the Assembly? If so, please give their name and your relationship to them: No.


Where did you first hear about this position?
National Assembly for Wales Website
If you have selected specialist publication or other, please specify:
________________________________________

________________________________________
Part B: Evidence
Please note, along with your name, this will be the only section of your application form, the recruiting panel will see.
Prior to completing this section please read the external candidate guidance as found on the website.
Section 1: Qualifications
Please tell us about qualifications that we have specified as essential for the job. If you provide details of other qualifications (that we have not asked for) we will also ask to see evidence of them if you are offered appointment.
14.	Level of Education	15.	Please tick the box to indicate the highest level of formal education you have attained with at least pass 
16.	GCSE/O-Level/NVQ Level 2 or equivalent	17.	
18.	A-Level/AS Level/NVQ Level 3 or equivalent	19.	
20.	HNC/NVQ Level 4 or equivalent	21.	
22.	HND/Level 5 or equivalent	23.	
24.	Bachelor’s Honours Degree /NVQ Level 6 or equivalent	25.	
26.	Master’s Degree /Post Graduate Diploma /NVQ Level 7 or equivalent	27.	
28.		29.	
30.	Doctorate or equivalent	31.	
32.	Other	33.	

Please note, if your application is successful, we many need proof of your academic and/or professional qualifications
Section 2: Job Specific Criteria
Please ensure you clearly address each of the essential criteria in your answer drawing on experience, knowledge, and achievements as you will be assessed on the evidence given for each criteria.  
Your evidence is expected to be kept within a word limit of 175 words per job specific criteria. 
Any evidence that is submitted beyond 175 words will be discounted, please include a word count.

Job Specific Criteria 1:
•	Excellent organisational skills with accuracy and attention to detail and ability to manage workload in a timely manner;
I have fantastic organisational skills. In my post as a cover supervisor, the children have targets and I am responsible to make sure that they are met. When working in a sector where there is a lot of data being analysed it is imperative that it is all correct, especially as I liaise with various outside agencies. As I also deal with parents the accuracy is vital, they know their child and would be able to pick up discrepancies instantly, therefore everything must be accurate and time sensitive. I can delegate work where necessary to ensure that time frames are always met, and I am proud of my work ethos and leadership skills. I am currently studying ILM level 4 Cert. H.E. skills for the workplace at the University of Wales Trinity Saint David.
134 words.

________________________________________
Job Specific Criteria 2:
•	Excellent oral and written communication skills with the ability to work with a diverse range of people at all levels, (these may include members of the public, Assembly Members and senior staff etc.); and
I have worked for many years with a wide range of people, this includes: - Children, parents, general members of the public. Senior leadership teams, supply staff, outside agencies including social services and NHS staff. I have also had to attend meetings with community council staff, local authority staff and Welsh Assembly Members. I am very friendly and approachable and a good oral communicator. 
My written communication is very good, I ensure that all letters/memos/emails are very clear and precise. I always send any written communication direct and put my contact details, should there be any issues I can be contacted immediately.
I have attended a conflict resolution workshop and feel that I am able to deal with situations appropriately.
120 words.


________________________________________
Job Specific Criteria 3:
•	Experience of using Microsoft Office packages including Word, Outlook and Excel in a business or educational setting to a competent standard and an aptitude for learning to use new software packages.
I am competent in Microsoft Office 365; however, I am aware that I am not currently as skilled as I would like. I therefore have enrolled on a course to upskill myself in this area. I learn very quickly and therefore I would happily learn to use any new software packages and take any training that is available to me at any time, either through the company or by my own personal development. I.T skills are very important to me, moving forward with my career progression.
86 words.
________________________________________
Section 3 - Our Official Languages (Welsh and English)
We are fully committed to continuously enhancing and improving our exemplary bilingual services. 
We value all our staff, regardless of their degree of bilingualism, for the commitment they bring to the Assembly and their professional and parliamentary expertise. Our expectation is that they are all committed to the delivery of the highest standards of parliamentary support for Members and the public in both our official languages.
FOR COURTESY LEVEL
The Welsh language skills required for this post have been assessed as Courtesy level Welsh. Successful candidates will be expected either to evidence these skills on appointment or to commit to undertake training and gain these skills as part of the induction period. Please confirm that you believe you meet the required standard or commit to gaining the relevant skills upon appointment, and whether you have previously successfully undertaken a Courtesy level Welsh assessment.
I confirm that I meet the required standard of Welsh language skills or commit to gaining those skills upon appointment ☒
Or
I have already successfully undertaken a Courtesy Level Welsh assessment as part of a previous recruitment ☐ 
FOR LEVELS 1- 5
The Welsh language skills required for this post are set out in the job description. Before submitting this application, please confirm that you believe that you meet the required standard.
I confirm that I meet the required standard of Welsh language skills as set out in the Job Description ☒

For further information on the Welsh language levels, please visit our website.

Section 4: Desirable Criteria
The following qualities are not essential for this particular post but have been deemed as desirable. These will only be taken into account in the event of two (or more) candidates acquiring the same score at either application or interview stage.
Your evidence is expected to be kept within a word limit of 175 words per desirable criteria. 
Any evidence that is submitted beyond 175 words will be discounted, please include a word count.

Desirable Criteria 1:
	Excellent IT skills, experience of using social media in a business environment is desirable, though not essential. Full training will be offered to the successful candidate.
I have used social media for business and feel it is a very powerful tool, it gets your business seen, attracts new customers and can send out vital information not only to your specific audience but globally. I have fair I.T skills and I am more than willing to have any relevant training for career progression.
56 words.



________________________________________
Section 5: Achievements against Key Competencies
Identify below each of the key competencies required for the post (as shown in the Job and Person Specification), then provide examples of achievements that demonstrate each of the behaviours listed (there may be more than one behaviour stipulated for each key competency). 
Your evidence is expected to be kept within a word limit of 175 words per key competency area.
Any evidence that is submitted beyond 175 words will be discounted, please include a word count.

Key Competency 1 (Leadership): 
•	Takes responsibility for contributing to the achievement of the team’s goals;
As a cover supervisor, I need to lead my team in the absence of the manager. The deadlines for tasks are arranged in a weekly meeting and I am therefore responsible for them being completed as a team member, and when supervising others ensure that they are contributing to make sure the team runs smoothly and efficiently.
 I was recently involved in a pupil leaving project where I was solely responsible for the task. I set myself firm deadlines and also delegated certain aspects to other members, one member of staff, I asked to take photographs of the pupil with his peers and another member I asked to print and photocopy the pictures. I was responsible to collate certain evidence from the past 4 years and assemble the evidence along with the new photographs and present it digitally. This was a very successful task achieved on time. 
147 words.






________________________________________
Key Competency 2 (Working with and valuing others): 
•	Ability to plan and manage your workload effectively and help other team members when necessary;
I am involved in weekly team meetings. We all have individual tasks to complete and are overseen by a manager. I am always happy to help others where I can once my own targets have been met and I will offer to do things for others. I am also very approachable, and my team know to ask me for help at any time should they need it, this also includes my manager. 
I have a daily timetable, this helps me to make sure that everything I need to do is achieved on time. I was recently asked to help another team member with speech and language programmes as they are new to the team. I chose to use my own speech and language slot on the timetable and for him to shadow me, I found this was the best option because it enabled me to stick to my timetable and give my team member hands on training and advice.
159 words.

________________________________________
Key Competency 3 (Learning and improving): 
•	Learns from experience and offers suggestions to improve working practices and proposes new ideas;
As we are a very small team, we each have different ideas, we often discuss them during meetings and I am happy to trial suggestions made. This year I was part of a new outreach programme where I was fortunate to be able to visit a different setting, I gained many different suggestions while I was there. I fed this back to the team and then we started using certain approaches. This was a fantastic way for us to have a new insight and trial new ways, which we would not of thought of. I am pleased to say that we are now using those strategies and it is working well.
111 words.


________________________________________
Key Competency 4 (Delivering results to our customers): 
•	Deals efficiently, professionally and politely with customers and    keeps them informed of progress.
In my job role, I deal with many people. I am always polite and professional, where I can I will answer questions directly, if I do not know the answer, I will say that I need to find out and get back to them by a certain timescale.
I was recently asked for a pupil’s full speech and language reports from the last 4 years. I only keep the most updated record in my file and therefore I would need to go through the pupil’s archives for the rest. I explained that I would have the relevant information available in 24 hours and they could either meet me or I could e-mail the relevant documents over. I emailed them by the end of that day (6 hours later) and I was thanked for all my help with the matter.
139 Words.

________________________________________

Declaration
All correspondence will be sent electronically unless you specify otherwise 
☐ I would prefer to receive correspondence via post instead. 
What is your preferred language for receiving correspondence about your application?
English
What is your preferred language for assessment if successful?
English
Please indicate any dates where you would not be available for interview:
Always available.

Verification 
Please note - if you are conditionally offered the role, we will require to validate any career history you have noted above (up to 3 years) which will act as a reference, along with any qualification/s or professional membership etc. required for the post.
If appointed, evidence of eligibility to work in the UK will also need to be provided.


Important Note 
If you submit your application by email you MUST ensure that you receive an automatic acknowledgement from us. If you do not receive acknowledgement, please contact us as soon as possible on 0300 200 6565.
________________________________________
Please note the rest of this form will not be seen by the panel members.
Part C
Equal Opportunities ________________________________________
Why do we collect your information?
This information will only be used by Human Resources to provide anonymous statistics for reporting purposes and to help us to identify any patterns, in accordance with our duties under the Equality Act 2010. This monitoring also helps us ensure that our policies and procedures are correct, inclusive and effective.
How we will use your information
The information you give us in this form will be treated in confidence and in accordance with the Data Protection Act 1998. The information you provide will be stored on our monitoring database for 24 months after our appointment decision. This information will not be shared with your line manager and will not be used for any other purposes or revealed to any other organisations except for our statutory obligations. If you are successful you will be able to update your information at any time.
We understand that not everyone wishes to provide this information and for those, there is an option of ‘prefer not to say’. 
We keep this part of the document separate from the rest of the application form. We will treat the information you give in strict confidence and the following information will not be made available to members of the selection panel.
This monitoring form has been designed taking into account guidance issued by the Office of National Statistics. This approach allows for consistency and enables us to compare our data with other sources.
________________________________________
Name: Emma Henderson-Wright
Postcode: CF31 2PJ
Are you an employee of the National Assembly for Wales Commission? 
No
If yes, please specify your substantive pay grade:
Choose an item.
Gender: Female 
If you prefer your own term please provide it here: 
Gender identity:
Trans is an umbrella term for people whose gender identity in some way differs from the gender they were assigned at birth. Using this definition, do you now or have you ever identified as trans? 
No
________________________________________
National Identity
How would you describe your national identity? 
(Tick all that apply)
☒ Welsh ☐ English ☐ Scottish ☐ Northern Irish ☐ British 
☐ Other, please describe:
☐ Prefer not to say
________________________________________
Ethnic Group
How would you describe your ethnic group? 
(Choose one section, then tick one box to best describe your ethnic group or background)

White 
☒ Welsh, English, Scottish, Northern Irish, British ☐ Irish ☐ Gypsy or Irish Traveller
☐ Any other White background, please describe:

Mixed / Multiple Ethnic Groups 
☐White and Black Caribbean ☐White and Black African, ☐White and Asian,  
Any other Mixed / multiple ethnic background, please describe:

Asian or Asian British 
☐Indian ☐Pakistani, ☐ Bangladeshi, ☐Chinese,  
☐ Any other Asian background, please describe:

Black, African, Caribbean or Black British 
☐African, ☐Caribbean
☐ Any other Black / African / Caribbean background, please describe:

Other Ethnic Group 
☐Arab
☐ Any other ethnic group, please describe:

☐ Prefer not to say 
________________________________________
Sexual Orientation
What is your sexual orientation? 
Heterosexual / straight
If other, please specify:
________________________________________
Age
Please indicate your age group: 
35-39
________________________________________
Disability
The Equality Act 2010 defines disability as a physical or mental impairment, which has a substantial and long-term adverse effect on a person’s ability to carry out day-to-day activities.
Using this definition, do you consider yourself to have a disability?
No
Please tick all that apply 
☐Learning disability
☐Long term medical condition
☐Mental Health condition
☐Physical disability
☐Sensory impairment 
If other, please specify:
________________________________________
Religious beliefs 
Which of the following religions or beliefs do you currently belong to? 
Christian (all denominations)
Any other religion / belief, please describe:

Guaranteed Interview Declaration for Disabled People 
Please note this part of the form will not be seen by the panel members – it will be detached and monitored by the National Assembly’s Recruitment Team who will ensure that any candidate who is deemed competent at sift stage will be interviewed.
The National Assembly for Wales operates under Disability Confident employer scheme and welcomes applications from disabled people. The Disability Confident employer scheme guarantees an interview to disabled  people if they meet the essential requirements for the role. If ‘acceptable’ evidence of the skills and qualities for the position applied for are demonstrated we will automatically invite you to interview. ‘Acceptable’ evidence refers to meeting the minimum criteria required for the job. ________________________________________
Do you consider that you have a disability and wish to be considered under this arrangement?
No	
If you selected yes to the above, in order for all candidates to compete equally during the recruitment process we would be grateful if you could tell us once you have received an invite to interview about any requirements or adjustments you wish to be made, prior to or throughout the selection process:
If you are successful candidate, you will be given an opportunity to discuss any necessary adjustments with our occupational health adviser, you will also be provided with a full display screen equipment assessment. Providing this information will help us to consider ways in which we can reasonably accommodate your needs. At the Assembly we are committed to making all reasonable adjustments to enable our employees with disabilities to carry out their duties effectively. 

________________________________________
Applying for a post with the Assembly 
The Application Process
The Job Description, Person Specification and Job Advert will identify the core competencies and behaviours and essential job specific criteria and other relevant information. For instance, there may be a requirement for the successful candidate to be willing to travel or work to a specific pattern of hours.  Account will however be taken of the duty to make reasonable adjustments in line with the Equality Act 2010. 
Before you make your application you should read carefully the Job Advert, Job Description and Person Specification and ensure that you can provide sufficient evidence of the key competence behaviours and job specific criteria for the post. It is worth noting that anyone who is deemed unable to do so by the panel will not progress to interview.  
Only candidates deemed competent against each of the essential criteria (which for the purposes of the Two Tick scheme is the minimum criteria for the post) may progress beyond the sift stage.  If you are applying for more than one post you will need to complete a separate form for each one, tailored to reflect the key competence behaviours and job specific criteria required for each.   
	The Evidence Booklet
This document provides the key information which will largely determine whether you are invited to interview or not.
Section 1 - Job Specific Criteria
As above you should identify how you meet any specific criteria listed in the job description by drawing on experience, knowledge, and achievements. 
Section 2 - Achievements against the Core Competencies 
The Evidence Booklet requires you to provide a self-assessment against the key competencies and their specific behaviors identified in the Job and Person Specification.  The panel will be looking for evidence that you are able to meet these at the appropriate competence level. 
The Types of Achievement to consider when formulating an answer may include special projects that you have undertaken personally, or specific one off incidents, or the results of sustained effort over a period of time. The achievements should be those in which you invested personal time and effort and may be drawn from any source, not just the workplace, if you can demonstrate clearly that it satisfies the competence or behaviors required.
A good description of an achievement should be specific to the core competence and behaviours required. It should specify the nature of the task and what you wanted to accomplish and then explain what you did and why.
Do try to state the outcomes and benefits and give an approximate time-scale and date, but remember to avoid acronyms that may be unfamiliar to the panel.
One approach to answering the competency questions to consider is the so-called ‘STAR’ approach. 
S – Situation – Describe briefly what situation you were in at the time e.g.  I worked in a busy frontline service team in a bank
T – Task - What did you have to do on this specific occasion e.g.  On this occasion I had to deal with a very upset customer who had a problem with her bank account
A – Action – Describe in as much detail as possible what you did, what actions you took
R- Results – Describe the end result of your actions, did you achieve your task, and was the customer satisfied. 
Once you have decided which evidence you are going to cite you need to structure it to ensure that it flows in a clear or logical way.  You should ensure that it is evident what you did, the reasons for your action, what happened, what you took into account and the outcome.  Never assume that your evidence is obvious when it comes to meeting the criteria.  Avoid bland and hypothetical statements.  Don’t be frightened to sell yourself provided it is relevant and accurate.
What not to include:
 Generalisations (“I am always courteous to customers”)
 Job descriptions (“My job/role involves…..”)
 Processes (“First I input the customer details on to the computer”)
 Assertions (“It is very important to deal with Complaints promptly”)
 Theories (“I would deal with the complaint by first….”)
 Passive descriptions (“A meeting was called…”)
 Statements that lack personal ownership (“We decided to adopt option…”)
 Paraphrases of the criteria (“I displayed tact and diplomacy”
 Non Specific evidence (“When I receive this I intend to…”
 Future examples – evidence should already have happened and therefore be described in the past tense.
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			Emma Henderson-Wright
Emmahw1979@hotmail.co.uk
07999451826

Dear Mr Jones,
I was very excited to see your latest vacancy for a Committee Support Manager. This position is of great interest to me as I have very strong leadership skills, I am friendly and approachable, and I have worked for my local authority for some years. In my position for the local authority I have had to interact with many adults and children, who have been from different backgrounds, races and religions. I am familiar with liaising with many sectors including social services, local government and NHS. I am always very professional and follow all policies and procedures including the confidentiality policy.
The Welsh Assembly is a company of great interest to me personally, as I have an interest in politics and change for the better in Wales. I am Welsh, and I have lived in Wales all my life, I have good Welsh language skills and a good understanding of current issues in Wales.
Thank you for taking the time to read this letter, I have attached a copy of the application form and my C.V for your perusal. I look forward to hearing from you.
Yours sincerely,



Emma Henderson-Wright.
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Emma Henderson-Wright
07999451826
emmahw1979@hotmail.co.uk

Personal Profile.
I am very positive and cheerful, with a very friendly manner and a good sense of humour. I am caring and sympathetic with great social skills as I really enjoy spending time with people of all ages and abilities. I present myself well and I am always enthusiastic and eager to learn new skills as well as passing new skills/life skills to others. I am a good team worker, but I am also able to work alone, and I am a good time keeper who tries to do everything with care and diligence.

Current Commitments.
I am studying ILM Level 4 Cert. H.E skills for the workplace at the University of Wales Trinity Saint David.

Work History.
Tremains Primary School.  November 2010 to September 2018.
Cover Supervisor.
Special Needs Support Officer.
As a cover supervisor I cover teacher absence and therefore manage other members of staff as well as pupils. I liaise with outside agencies including social services, speech therapists, educational psychologists and occupational therapists.
As a special needs support officer, I am responsible for the day to day care and education of pupils aged between 3 & 7 years old with additional learning needs. I am responsible for delivering learning through play, following the national curriculum, speech and language programmes including picture exchange, occupational therapy, physiotherapy and following individual learning plans for each child. I am trained to deal with extremely challenging behaviours on a daily basis.


Cylch Meithrin y Bontfaen.  September 2008 to 2010.
Nursery Assistant.
I worked as part of a team providing day to day care and education through the foundation phase of children aged 2 and 3 years old. This was a fantastic role and included learning basic welsh language to be used in the setting everyday.

Ysgol Iolo Morgannwg.  September 2007 to 2008.
I volunteered in a local authority nursery school to gain hands on experience in a mainstream school setting. This placement gave me the opportunity to gain the qualifications that I required to progress into paid employment in my chosen field.

Education and learning.
Continuous professional development.
ELKLAN NVQ L3. Team Teacch. Paediatric First Aid. Signalong. Incredible Years. Child Protection & Safeguarding.
Bridgend College.
CACHE NVQ L2
Llantwit Major Comprehensive School.
G.C.S.E educated.

Interests and Hobbies.
I spend a lot of quality time with my family. I like to go to the cinema, theatre and attending music concerts/comedy evenings. I enjoy reading and fundraising.

Driving License
I hold a full, clean driving license and own car.

References.
Are available on request.
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