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[bookmark: _Toc530768210]Introduction
In this module (section 1) I will complete 3 learning style questionnaires to find out what type of learning style(s) myself and my colleague learn best from. Looking at all the recourses that we can use to advance ourselves and our professional volume. I will complete the VARK, Honey and Mumford and the Dantec questionnaires, and my colleague will complete 2 (VARK and Honey and Mumford). We will then have a better understanding of how to deal with ways of training, learning etc. Then I will complete 2 SWOT analysis tests and include the tables to discover ways to develop our needs. Barriers to learning are also to be identified and suggesting strategies to overcome them. I then recognise all the support mechanisms used for the development of my colleague and I. Constructing Personal Development Plans for us both, setting goals and planning on how to reach them, and in a time frame that is achievable. I then progress onto describing methods used to monitor progression, looking back and forth our SWOT analysis diagrams and our PDP’s. (Section 2) is the recruitment process, I must find an application form for a manager’s position, fill it in and attach a cover letter and my curriculum vitae (updating it suiting the job applying for). After this, I then must discuss my thoughts and feelings on this procedure and what I would change to keep it as effective and efficient as possible. 



1.1 [bookmark: _Toc530768211]Identify learning style(s) for both myself and a colleague. 
Both my colleague and I completed a variety of different learning style questionnaires, and it became clear that everyone has different ways of learning. There is no one single method, there are many. I have taken into consideration the Honey and Mumford (1986) theory and analysed how my colleague and I learnt so I could decide on the most effective method for planning our personal development.

Honey and Mumford (1986) propose there are four types of learning style(s); Activist, Theorist, Pragmatist, Reflector. Suggesting that only one or two of these learning style(s) are most commonly used by each individual, it is apparent that understanding your preferred style will help you judge an activity and how helpful it will be to you. Becoming self-aware of how you learn, allows you to become a more efficient and effective learner.

My results indicate that I am an Activist learner, Activists like to act quickly and will try anything once, considering the implications afterwards. They learn best in group activities such as problem solving, role-play exercises and generally being thrown in at the deep end. On the other hand, Activists tend to learn less when reading books or long explanations and giving insufficient consideration to alternative ways of doing things. Many disadvantages entail lack of attention to detail and lack of planning. 
 
Honey and Mumford’s (1986) theory was a true reflection of the way I learn best, when learning I prefer to lead the group in the right direction and get the job done. 

As a result of my colleague completing the questionnaire, their results also showed that of an Activist. Using this data will help construct the correct, most effective training to suit their abilities. Understanding that Activists like myself learn best when hands-on, I feel that by putting into place a system to enable my colleague to shadow another trained and experienced colleague, would benefit them by visually seeing the performance of the job in action. For example, I would show my colleague how to use the computerised booking system, but letting my colleague complete the task hands-on because this is their preferred way of learning. Playing by the strengths of your team builds trust and engagement, overall boosting a successful business.
[bookmark: _Toc530768212]1.2      Identifying a technique to develop my needs and the development needs of a colleague.
To identify the areas my colleague and I are weakest in, we used the SWOT analysis to help us demonstrate how best to develop. 
Albert Humphrey created the SWOT analysis in the 1960’s at the Stanford Research Institute. It was brought forward by Humphrey and his research team, that the SWOT model was to be used to conduct accountability and objectivity to the planning process. The SWOT analysis is a diagram that can be used to identify specific strengths and weaknesses in both work and personal life situations. It helps with decision making and planning.
Using a conversion strategy, I must take my weaknesses and make them my strengths. Looking at my SWOT analysis diagram inserted below, my main weakness is that I tend to lose focus and not listen, which is a lack of communication skills and leads to a lack of attention to detail. To convert this into a strength I would need to focus more on the way the other person communicates and ask the speaker to repeat something said if not understood. Paying attention to body language, facial expressions and keeping eye contact will help you engage more thoroughly. I have also enrolled myself on to a level 4 certificate of higher education skills for the workplace course, with this currently aiding towards converting my lack of formal qualifications weakness into a strength.
	Strengths
	Weaknesses

	Creative
	Impatient

	Passionate
	Listening

	Adaptive
	Lack of formal qualifications

	Competitive
	Interruptive

	Enthusiastic
	Concentration

	Organised
	

	Ambitious
	


INTERNALTaking weaknesses and making them strengths







EXTERNALUse threats as an opportunity to change

	Opportunities
	Threats

	Networking
	Personal circumstances

	Qualifications
	Money

	Friendship
	Brexit

	Management
	Transport

	Experience
	Childcare

	
	

	
	



Looking at my colleagues’ diagram inserted below, many weaknesses showed similarities to myself, the one similarity that stood out for me was that we are both prepared to take risks. By taking risks, the tasks are not thoroughly thought through and could quite often lead to failure. Lack of planning and research and using mostly your own initiative in a job role where few structured performances are in place could lead to drastic consequences for both the business and my colleague. To convert this into a strength I would put in place more practical, visual training. Risk taking is also seen as a strength and can open new opportunities and development providing the circumstances.
INTERNAL Taking weaknesses and making them strengths

	Strengths
	Weaknesses

	Practical
	Risk taking

	Creative
	Listening

	Honest
	Time management

	Enthusiastic
	Concentrating

	Critical
	

	Competitive
	

	
	





EXTERNALUse threats as an opportunity to change

	Opportunities
	Threats

	Friendship
	Environment

	Work bonus
	Company closure

	Experience
	Personal circumstance

	Promotion
	Childcare

	
	Transport

	
	

	
	




[bookmark: _Toc530768213]1.3   Identifying learning barriers that may occur. 
	EXTERNAL - not in your control


· Family 
· Work
· Money
· Transport
· Terminology
· Environment

	INTERNAL – self-imposed


· Skills level
· Psychological
· Perceived abilities 
· Behavioural
· Attitude
· Time management
· Lack of Confidence

[bookmark: _Hlk530310653][bookmark: _Toc530768214]1.4	Explanation on overcoming barriers to learn.
Learning barriers are very common in a workplace, planning the right structure for training is vital. As there are many external and internal barriers, the trainer should be understanding of the preferred learning style(s) of the trainees. My colleague and I are both activists, so knowing an overload of information is a significant barrier to us, we would overcome this by taking as much information needed to complete the task and reach our goals through self-learning and researching. Identifying barriers at an early stage and intervening, is much more effective and the difficulties and coping strategies are lessened. Listed below are a series of barriers that could potentially affect our learning.



[bookmark: _Toc530768215]1.4a	Internal Barriers
Internal barriers are self-imposed and can be difficult to help others overcome, as everyone has a varied level of sensitivity. All views and opinions should always be considered when determining the strategy. Gathering diversified information about the topic will contribute towards communicating the strategies in the appropriate way. An example of a barrier would be time management, looking into how often they are late and the reasons as to why they are late. Once barriers are identified I would then consider what can be done to resolve the issues, for example; if the colleague is persistently late because the bus timetable didn’t coincide with their start time, then I would consider changing the start time to suit, if sustainable by the business. After this, if being late is still persistent, a 3-warning system would then have to be introduced; Verbal Warning, Written Warning, Final Warning.
If lack of confidence was an issue, I would provide more training in a one to one environment and try to relax the person with calm communication and often giving performance appraisal throughout the training. Engaging colleagues in group activities, giving everyone opportunities to get involved and being dependant on other colleagues for information needed for the task. This would benefit everyone in becoming more comfortable with each other and setting a friendly work atmosphere.
[bookmark: _Toc530768216]1.4b    External Barriers
External barriers are uncontrollable.  One of the largest external barriers to learning is money. Without the right funding, training and development can often be very expensive and leaves progression an unrealistic goal. To overcome this, looking for support from the government or your employer can help you get the correct funding to receive the training acquired. Most people are dependent on family members for a numerous amount of support such as; childminding and transport etc. Providing that any circumstances change, this can become an external barrier. To overcome this, I would suggest that the person would have alternative childminding options or arrange transport through other sources such as a friend or public transport. Failure to this, as mentioned above would lead to disciplinary action.



1.5 [bookmark: _Toc530768217]Analysing learning/development options for myself and a colleague.
Training is one of the most thorough options to develop, it provides you with the knowledge and skills in becoming successful. In any organisation it is important to have the right people with the right qualifications. Qualifications provide the knowledge, competence and skills to fulfil specific business roles and solve many problems that may arise. Offering and providing qualifications within the business allows individuals to develop new skills to progress in the organisation. The organisation must identify what training is required in order to reach the goals set and plan for the future.
Currently I don’t have any qualifications in leadership, to widen my own development I have decided to attend a university course to widen my avenue with my learning skills. This will then enable me to further in my career.
[bookmark: _Toc530768218]1.6     Identifying support mechanisms for the development of myself and a colleague.
We have many support mechanisms internally, family being my most important. I depend on my parents for childcare and emotional support throughout my career path. I also rely on my tutor and peers in my university studies as they provide me with resource and moral boosts to succeed to my full potential. Funding for the course is also another source of support for myself, as I would never have been able to afford to educate myself in this area depending on my own income.  
My colleague also depends on her family for a numerous of things. Not being able to drive means she must arrange lifts off her parents. Like myself, childcare for my colleague is provided by her family also. In our workplace, when training is provided, I then become her support mechanism as she shadows me in new and existing areas for development. As a team we all support each other, helping in any way we can.
1.7 [bookmark: _Toc530768219]Personal development plan for myself and a colleague.
	[bookmark: _Hlk530596776]WHAT
	HOW

	· Complete module BMSK 4005
· Complete module BMSK 4003
· Complete module BMSK 4001
· Complete module BMSK 4002
· Complete module BMSK 4004
· Graduate university with an ILM certificate

	· Attending lectures and gathering all the material provided for the assignments
· Studying 
· Taking notes 
· Reflecting 
· Being aware of the time best to study
· Being self-aware 

	RESOURCES TO HELP
	WHEN 

	· My tutor 
· Parents – childcare 
· My manager – negotiating work hours to suit my studies
· The course itself 
· Government funding – paying for the course, book costs, study materials etc.
· My car
· Peers – offering help and friendships


	· 23rd November 2018
· 31st January 2019
· 22nd March 2019
· 12th May 2019
· 24th June 2019
· Overall 1 year for the whole course
· July 2020 Graduation


Personal development plans (PDP) are action plans based on awareness, goal setting, reflection and planning for personal development, whether it being for a career, education or for self-improvement. It indicates steps and stages that need to be realized. 
	[bookmark: _Hlk530596652]                                                           MY GOAL
· Complete level 4 CERTHE skills for the workplace with an ILM certificate





	                                              MY COLLEAGUES GOAL
To be more work effective with both time keeping and being more thorough


	WHAT
	HOW

	· To be more time efficient 
· Taking time before acting on things
· Find a meditation

	· Taking time to think of actions before doing them
· Increase work performance
· Find a timetable of public transport
· Be ready ahead of desired time
· Read more
· Meditation


	RESOURCES TO HELP
	WHEN 

	· A calendar with task dates/times
· Parents – childcare, transport 
· My manager – negotiating work hours to fit transport timetables
· Public transport
· Colleagues 
· Books 
· Meditation classes
· Wages 

	· Monthly review



1.8 [bookmark: _Toc530768220]
Describing methods used to monitor development of myself and a colleague.  
A method of monitoring someone’s progress in development can be one of many, reviewing the PDPs weekly and ticking boxes on completion of desired achievements would help you keep track with the timescale provided. implementing a one to one informal meeting to focus on the minor problems, discussing issues that would not have an appropriate place in a formal meeting. Offering further training in areas that require improving. 
Monitoring my own progress, I have submission dates for all the modules assigned to me. My peers and I communicate throughout our study time to check in on one another’s progression, offering additional help on areas some of us may be struggling in. Upon submission of my assignments, I would have been marked on my work with feedback from my tutor. This would then monitor the areas I need to research more on. 
My colleague has been advised to keep a timetable diary of her traveling time and transport to work, reviewing it on a weekly basis to see what route was more efficient. As stated above, informal meetings are used to monitor her workload and alerting her on new instructions and training. Allowing my colleague to share ideas on tasks beforehand could sometimes benefit both the company and colleague if appropriate by giving her the opportunity to show creativity and effectiveness. 


[bookmark: _Toc530768221]Conclusion.
To conclude, from completing the three different learning style(s) questionnaires, VARK (1992), Honey and Mumford (1986) and Dantec (2006).
Completing the VARK Questionnaire, they ask 30 questions with 3 scenario answers to choose from (a, b, c). Picking the answer that represents how you generally behave, you then add up how many A’s B’s and C’s you selected. A’s indicate that you are a Visual learner, someone with a visual learning style prefers seen or observed things like pictures, diagrams, demonstrations etc. If chosen mostly B’s you have and Auditory learning style, transferring information through listening: to the spoken word, of sounds and noises. Given spoken instructions and using phrases such as ‘lets talk it over.’ C’s then indicate that you are a Kinaesthetic learner and prefer physical experiences such as touching, doing and practical hands-on exercises. Performing tasks by just going ahead and trying it out, learning as they go. I have found out that I am a Kinaesthetic learner and I agree with this.
The Dantec (2006) questionnaire has four statements (A-D) in each section, allocating marks to each statement in the corresponding boxes using the scale 1-4. The mark 4 being the best statement that refers to you, and 1 being the statement that describes you the least. In a grid, summarizing your scores, you calculate the scores into columns called CE (concrete experience), RO (reflective observation), AC (abstract conceptualization), AE (active experimentation). These become axes in a personal diagram, providing you with four quadrants. Placing your scores in the axes and calculating which two axes together make the highest score, you then have an indication of the kind of person you are (type 1 – reflector, type 2 – Analytic, type 3 – common-sense, type 4 – dynamic). My results show I am a dynamic learner. Suggesting I learn by self-discovery, taking risks, often being pushy and sometimes reaching accurate conclusions in the absence of logical justification. My suggested strengths would be carrying out plans in action and the strategies I may prefer include short-term targets, physical activities and interacting with tutors and peers. 
Honey and Mumford’s questionnaire have a series of 80 questions, relying on honesty in your answers for the best outcome on deciding your learning style(s). Marking the questions with a cross for disagreeing, and a tick for agreeing. Then there is a list of 4 columns with the numbers of the questions asked, circling the ones you ticked and tallying up how many in each column. Each column has a learner name (activist, reflector, theorist, pragmatist). My scores show that I am in fact an activist. 
My conclusion of these is that I have a specific way of learning, as each questionnaire is consistent with the fact, I love being hands-on and just getting on with things straight away. 
My colleague also completed these questionnaires (VARK, Honey and Mumford, Dantec), to find out they have the same learning style(s) as myself.
From identifying these learning styles, I then identified barriers for my colleague and I and suggested strategies to help us overcome them. Completing our personal development plans, this will help us to be organised and have a clear structure of what needs doing and how it will be completed, then monitoring and reviewing the progression made.

[bookmark: _Toc530768222]2.1    Complete a job application form with a cover letter.
Please see Appendix 1 and Appendix 2.
[bookmark: _Toc530768223]2.2    Create a CV for the job role chosen.
Please see Appendix 3.
[bookmark: _Toc530768224]2.3    Reflection upon recruitment interview and process.
After completing the recruitment process for this specific job, I have been left feeling a little deflated as I found the application form is just a duplicate questionnaire on what I have already entailed into my curriculum vitae. I discovered the job vacancy on a job advertisement website and researched the company beforehand. The company has a lot of credibility and positive feedback from former employees which is always a good sign when picking the right career path for yourself. 
The recruitment process is the most important stage of maintaining a successful business, getting this wrong could have major impact on the overall work environment, creating chaos and loss of money on the employee by the organisation.
 To start off you would have to identify what sort of employees would benefit you, judging people by their social skills and professionalism. Finding out what stereotypical aspects to search for could narrow the selection down and be effective. Where do they hang out? Where do they shop? What are their hobbies etc. Make the advertisement for the right person and attracting them in by offering perks, research how competitors pay for the same job and what benefits they offer. Salary isn’t the main attraction, many employees seek other benefits like retirement plans, company cars, private parking etc. Once understanding campaigning for the right person to recruit, its then time to scrutinize the talent and select a few that appear to fit the job. As candidates move through the interview process, its then time to decide what technique you would apply. Structured interviews are when the candidates are asked the same questions in the same order. Employers would often already have fixed answers prior to the interviews, knowing exactly what they are searching for. Answers from this technique of interviewing lack in detail because of the closed questions asked, which creates quantitative data. On the other hand, semi-structured interviews are open ended and ask  follow up questions spontaneously, judging the candidate on body language, catching them off guard and generally drawing out more specific evidence about their assets. Some structure is put in place beforehand with the interview questions, but they can be asked in any order they redeem more information relevant to the previous question or the answer given. Some questions may be added/removed as the interview progresses. This technique generates qualitative data and allows the candidate to talk in depth, helping the employer get a real sense of the persons understanding of a situation. Being critical choosing the effective candidate is vital, for example: if an energetic, enthusiastic person was applying for a job packing boxes alone in a small room, you’re inevitably going to devalue them, and their performance would weaken. 


[bookmark: _Toc530768225]Conclusion 2.
To conclude, I had to search for a job as a manager and fill in an application form and attach a cover letter and my CV, updating my curriculum vitae to suit the job applied for. I then sat and reflected on the recruitment process of this and realised the structure I would have changed as a manager recruiting. I demonstrated my understanding of the process from seeking the perfect candidate, campaigning correctly for this candidate and then the interview procedure and structure of the interview.



[bookmark: _Toc530768226]Appendix 1

Kimberly Sadd
12 Fronwen Terrace,
Ogmore Vale,
Bridgend.
CF32 7ES
Kim_sadd@hotmail.co.uk
Dear Sir/Madam,
		    Please find enclosed a copy of my curriculum vitae and an application form in response for the Security Guard Operations Area Manager as advertised by yourselves. I am currently leading 36 security officers at a capital city shopping center and would like to widen my managing skills within a new environment and broaden my development. 
I am available for interview at any time and should you require any more information, please do not hesitate to contact me.

Thank You,

Kimberly Sadd.




[bookmark: _Toc530768227]Appendix 2.
 
[image: image7][image: image9]TSS(TOTALSECURITYSERVICES)LTD
SecurityHouse,485HaleEndRoad,HighamsPark,LondonE49PT.
[bookmark: _Hlk530757929]Application Form – Area Manager
Surname/Family Name: Sadd                     First Name(s): Kimberly Rosemarie
(Any other name you are known as): Full Current Address: 12 Fronwen Terrace, Ogmore Vale, Bridgend
Postcode: CF32 7ES   Email Address: kim_sadd@hotmail.co.uk 
Home Telephone number: 01656 849116   Mobile Number: 07950 373956
Dates at this address: From:(Please give month and year) October 2010To: Present

Date of Birth: 25th April 1992        Nationality: British                                                                   National Insurance Number:  JW 39 53 56 A 
Home Address History for the last 5 years: Same as above

[image: image26][image: image24]     Have you lived outside the UK for more than 31 days in the last 5 years?	Yes[image: ]    No

If yes, please give details:
[image: image1][image: image25]Are you subject to immigration control or restrictions on working in the UK?     Yes         No
Visa details, if needed: Tier1: [image: ] Tier4: [image: ] Working Holiday: [image: ]        Spousal: [image: ]Indefinite Leave to Remain: [image: ] Residence Card: [image: ]               Visa Expiry Date:
Student Visa details: If you are working in the UK on a student visa, you must provide an original letter from your college confirming your course of study and dates.
[image: image2]What kind of UK/EU driving licence do you hold? Provisional [image: ] Full [image: ] None
	Do you have your own vehicle? Interview Information:
	Yes[image: ]No[image: ]


[image: image5][image: image4]Do you require any adjustments to enable
You to attend or participate in an interview?  Yes            No         Details(if yes) 
[image: image3][image: image5]Night Work: Some of the roles may require over night work. Would you be willing to work nightsYes              No

[image: image5][image: image29]Would any reasonable adjustments need to be made in order for you to carry out this position
[image: image6]If it was necessary to work over night?          Yes           No
 											



[bookmark: _Hlk530759055][image: image44][image: image45][image: image46][image: image47][image: image48][image: image49][image: image51][image: image52][image: image53][image: image54][image: image55][image: image56][image: image57][image: image58]Criminal Record Information:Yes
No
Yes
No
Yes
No

Subject to the Rehabilitation of Offenders Act 1974, have you ever been cautioned or convicted of a criminal offence?
If yes, please give brief details:
Have any County Court Judgments been issued against you? If yes, please give brief details:
Have you ever been declared Bankrupt? If yes, please give brief details:
[image: image50]Security Qualifications: Do you hold any of the following certificates? Do you hold any valid SIA Licences?  Yes  [image: ]       No
Licence number: 3816733  Date Expires: 30/04/2022
Licence number:__________________________Date Expires:______________________
Have you passed the Level 2 training course for your SIA Licence(s)?   Yes                No[image: ]
Is your training: (tick box only)
Door Supervision [image: ] Security Guarding [image: ] CCTV [image: ] Close Protection[image: ]
Please give the awarding body: (E.g. IQ, Edexcel, NOCN etc.) SCQF level 6, NOCN level 3
Please give the award date(s): April 2015 (and) June 2017
Emergency Contact Details:
This information will only be used if you are accepted for training and/or employment
Name: Michelle Sadd            Their relationship to you: Mother
Their phone number(s): 07968573647
If you have lived outside the UK more than 5 years ago, please give your home (or family) address:
Jobcentre Details:
Within the last five years have you been registered with a Jobcentre?   Yes                   No[image: ]
Details (If yes):  Jobcentre_________________ Date From___/___/___Date To___/___/___
     Jobcentre_________________Date From___/___/___Date To___/___/___
       Jobcentre_________________Date From___/___/___Date To___/___/___
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5 Year Employment and Education History:
Please account for the whole of the last 5 years, including unemployment, self-employment and education. If you were over seas during any of this time please include the details, although it is your responsibility to provide references of employment for these periods.If you were not working for any period, please state if you were unemployed and claiming benefit or, unemployed and unregistered. Start with your current position and work backwards.
	[image: image68][image: image69][image: image70][image: image71]Name and address of Employer or Place of Education
	[image: image72][image: image73]Dates
	[image: image74][image: image75]Reason for Leaving

	[image: image76][image: image77]Current Company or Place of Education: High Group Security
Address: 2 Greenway Courts, Pernarth Road, Cardiff
Post Code: CF35 9UY
Telephone No: 01256 712345
	[image: image78]Start Date: May 2012
Finish Date: Current
Position Held: Operations Manager
Salary: £27,000 anually
	[image: image79]If employer, can we contact them for a
reference? yes/no

	[image: image80][image: image81]Previous Company or Place of Education:
Address:
Post Code:
Telephone No:
	[image: image82]Start Date: (month and year)
Finish Date: (month and year)
Position Held:
	[image: image83]

	[image: image84][image: image85]Previous Company or Place of Education:
Address:
Post Code:
Telephone No:
	[image: image86]Start Date:(month and year)
Finish Date:( month and year)
Position Held:
	[image: image87]

	[image: image88][image: image89]Previous Company or Place of Education:
Address:
Post Code:
Telephone No:
	[image: image90]Start Date: (month and year)
Finish Date: (month and year)
Position Held:
	[image: image91]

	[image: image92][image: image93]Previous Company or Place of Education:
Address:
Post Code:
Telephone No:
	[image: image94]Start Date: (month and year)
Finish Date: (month and year)
Position Held:
	[image: image95]


Page3of4


Character References:
A character reference must be someone who you have known for more than two years. Do NOT include relatives, previous employers or teachers, lecturers, doctors or persons residing at the same address as you. We will approach them for a character reference if you are successful so please ensure that you gain their permission prior to offering their names as character references.
	[image: image97][image: image98][image: image99][image: image100]Name: Ivor Anthony
Address: 4 Sunnyside, Ogmore Vale, Bridgend
Postcode: CF32 7ET
Telephone: 07968 374646
Email:(block capitals please)
	[image: image101][image: image102][image: image103][image: image104]    I
	[image: image105][image: image106]  V
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	[image: image119][image: image120]  L
	[image: image121][image: image122]  O

	[image: image123][image: image124]   .
	[image: image125]   C
	[image: image126]  O
	[image: image127]   .
	[image: image128]  U
	[image: image129]  K
	[image: image130]
	[image: image131]
	[image: image132]
	[image: image133]

	[image: image134][image: image135]
	[image: image136]
	[image: image137]
	[image: image138]
	[image: image139]
	[image: image140]
	[image: image141]
	[image: image142]
	[image: image143]
	[image: image144]


Relationship: Friend 
How long have you known this person? 10+ years
	[image: image145][image: image146]Name: Anne Shepherd
Address: 5 Heol Pantyrawel, Ogmore Vale, Bridgend
PostCode: CF32 7LA
Telephone: 01656 841324
Email:(block capitals please)
	[image: image147][image: image148][image: image149][image: image150]  A 
	[image: image151][image: image152]  N   
	[image: image153][image: image154]   N
	[image: image155][image: image156]  E
	[image: image157][image: image158]  S
	[image: image159][image: image160]   H
	[image: image161][image: image162]  E
	[image: image163][image: image164]   P
	[image: image165][image: image166]   2
	[image: image167][image: image168]  @

	[image: image169][image: image170]  A  
	[image: image171]  O
	[image: image172]   L
	[image: image173]   .     
	[image: image174]   C
	[image: image175]   O
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Relationship: Family Friend
How long have you known this person? 26 years


Personal Statement:
Please use this opportunity to support your application, stating why you would like to work with TotalSecurityServices.I believe I would be a true asset to your company, as I offer excellent leadership skills and have supported evidence of the qualifications to fulfil this position. I am ready to take on more responsibility and excel myself in areas desired.

Authorisation and Compliance:
DECLARATION: I understand that if I am offered employment with TSS(TotalSecurityServices)Ltd,I will be required to work day or night shifts including weekends as determined by operational requirements. I certify that to the best of my knowledge, the information that I have given in my application for employment is true and complete and understand that any false statement or omission to the Company or its representatives may render lead to termination of employment with out notice. I understand and agree that if sorequired I will make a statutory Declaration in accordance with the provisions of the Statutory Declarations Act 1835 in confirmation of previous employment or unemployment. I authorise the Company or its agents to approach Government agencies, former employers, educational establishments, criminal justice agencies and personal referees for information relating to and verification of my right to work and my employment/unemployment record. I consent to the Company’s reasonable processing of any personal information obtained for the purposes of establishing my medical condition and future fitness to perform my duties. I accept that I may be required to undergo a medical examination where requested by the Company. Subject to the Access to Medical Reports Act 1988, I consent to the results of such examinations to be given to the Company and authorise the Company to make a consumer information search with a credit reference agency, which will keep a record of that search and may share that information with other credit reference agencies. I agree to my TSS ID photograph being shared with clients or other agencies as considered appropriate and necessary by TSS. I further declare that any documents that I provide as proof of my identity, proof of address, proof of right to work and any other documents that I provide are genuine and give my consent for these documents to be examined under a UV scanner or similar device. I understand that these checks will be continuous throughout my employment with TSS. I acknowledge that any falsified documents may be reported to the appropriate authority.
DATA PROTECTION ACT 1998: The Company will use the information you have given on your application form (together with any information which we obtain with your consent from third parties) for assessing your suitability for employment. It may be necessary to disclose your information to our agents and other services providers. By returning this form to the Company you consent to our processing persona l data about you where this is necessary, for example information about your credit status, ethnic origin or criminal offences. You also consent to the transfer of your information to your current and future potential employers where this is necessary (this may be to companies operating abroad if you apply for work outside the United Kingdom). Your information will be held on our computer database. It will be held as scanned images and/or in our paper filing systems. By signing below you agree to this process and confirm that you do not have a criminal record subject to the current Rehabilitation of Offenders Act and any amendments. You have the right to apply for a copy of your information (for which we may charge a small fee) and to have any inaccuracies corrected.
DISCLOSURE:
You are applying for a position of trust and in the event of being offered employment by the Company we may apply for a Disclosure. However, having a criminal record does not necessarily bar you from employment. For more information ask a member of stafff or a copy of the DBS code of Practice/Disclosure Scotland and/or Company our policy statement regarding ex-offenders. Disclosure information is treated in a sensitive way and is restricted to those who need to see it to make a recruitment decision. By signing this document you allow the Company to see a copy of the disclosure. The Disclosure information is not retained i.e. it is disposed of within the timescales recommended in the DBS Code of Practice. By signing below you agree to this process.
SCREENING:
Any offer of employment is subject to satisfactory screening and that the applicant consents to being screened and will provide information as required. That the information provided is correct, and the applicant acknowledges that any false statements or omissions could lead to termination of employment.
I herey certify that, to the best of my knowledge, the details I have given in this application form are complete and correct and I understand that any false statement or omission to the Company may render me liable to dismissal withou tnotice.
Signed:   KRSADD     Dated: 22/11/2018
If you have not heard from us within 4 weeks of submitting your application, please consider that you have not been successful on this occasion.
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[bookmark: _Toc530768228]Appendix 3


07950373956
Kim_sadd@hotmail.co.uk
KIMBERLY SADD
	[bookmark: _Toc530768229]SUMMARY
	
	Highly efficient and dedicated security professional with well-rounded investigative experience and accomplished career path in high-level security. Excellent communication and team management skills. Ability to act quickly in resolving complex and diversified situations. Frequently cited by superiors and colleagues for strong decision-making skills, professionalism, fair and consistent leadership. Career long dedication to the security industry, enjoying ever changing challenges.

	[bookmark: _Toc530768230]SKILLS & ABILITIES
	
	1. Burglary/Grand theft investigations
1.  Interviewing/Interrogations 
1. Critical incident debriefing 
1. Restraining trespassers
1. Security training/instruction
1. Patrolling and securing premises
1. Negotiating
1. Surveillance cameras
1. Personal protection
1. Staff management and development
1. Leadership
1. Operational excellence 



	[bookmark: _Toc530768231]CAREER SUMMARY
	
	[bookmark: _Toc530768232]MANAGER – HIGH GROUP SECURITY
May 2012 – current
Providing training to officers at their place of work, assessing their performance. Dealing with misconduct in the company and disciplinary procedures. Recruiting staff. Maintaining databases for all safety and security incident reporting.


	[bookmark: _Toc530768233]EDUCATION AND TRAINING
	   
	2009 - 2012
UNIVERSITY OF WALES TRINITY SAINT DAVID - LEVEL 4,5,6 - CERTHE SKILLS FOR THE WORKPLACE
ILM AND HONORS GRADUATE
2009 - 2010
A.C.T - NVQ LEVEL 2 - I.T. 
2014 - 2015
SCQF - LEVEL 6
2016 - 2017
NOCN - LEVEL 3
2003 – 2008
OGMORE COMPREHENSIVE - GCSE’S - ENGLISH, SCIENCE, MATHEMATICS.
COSHH
HEALTH AND SAFETY
SIA LISCENSE 
UK FULL DRIVING LICENSE 

	[bookmark: _Toc530768246]INTERESTS AND HOBBIES
	
	I enjoy watching crime documentaries, I like reading books about true events. I often find myself self-educating about the most random information online. 

	[bookmark: _Toc530768247]LEADERSHIP
	
	Leading a team over 36 for 6 years + 

	[bookmark: _Toc530768248]REFERENCES
	
	AVAILABLE ON REQUEST.
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