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[bookmark: _Toc254450694]Introduction 
In this assignment I will be talking about the skills that are necessary for a person to develop their career. I will go in depth about how these skills have helped me and I will also include skills from a colleague. 
[bookmark: _Toc1082843210][bookmark: _Toc977688565]1.0 Identify learning styles for self and another
Different people have diverse ways of learning new things. Some people prefer to use visual examples while others may feel better taking part in the actual activity itself. Therefore, it is important for people to know what type of learning style they prefer. One way to find out what type of learner you are, is to use the Honey and Mumford: learning style questionnaire (2016), which consists of 80 questions that allow you gain insight on what type of learner you are. 
After taking the questionnaire it was revealed to me that I am a reflector. Reflectors tend to work in random bursts of energy rather than working at a slow planned pace. They prefer to stand back and observe rather than get involved in group activities and will often prefer to listen more than they talk. 
Another way to identify your learning style is to use the VAK learning styles self-assessment questionnaire (1920). This assessment also allows you to gain an insight on what type of learning methods are better suited to yourself. 
After completing this assessment, I found out that I have an auditory learning style. This learning style means that I am better suited to receiving verbal instruction on what to do rather than written instructions. After completing the assessments for myself I decided to ask my colleague to complete a questionnaire of their own so that I could compare the distinct types of learning styles that we both had. 
My colleague completed the Honey and Mumford: learning style questionnaire (2016) and found out that they were an activist. This meant that unlike me, they preferred to get involved in activities first-hand rather than stand back and observing things.
 
 1.1 Identifying development needs
To achieve ones goals a person must first be able identify their weaknesses and then work their best to try and turn that weakness in to a strength. One way to try and become aware of development needs is to use Albert Humphrey’s (1960) SWOT analysis. The SWOT analysis is a table that consists of a person's strengths, weaknesses, opportunities, and threats. 

[bookmark: _Toc1231479937][bookmark: _Toc751396555]SWOT person 1
 
	Strengths
· Good listener
· Committed 
· Good literacy skills
	Weaknesses
· Bad time management
· Procrastinator
· Too quiet
· Lack of confidence
· Bad with numbers

	Opportunities
· Getting a degree
· Learning new skills 
	Threats
· The pandemic


 
 
[bookmark: _Toc1998842821][bookmark: _Toc1437997325]SWOT person 2
	Strengths
· Straightforward 
· Committed 
· Good literacy skills
	Weaknesses
· Not a team worker
· Impatient 
· Blunt 
· Bad with numbers

	Opportunities
· Getting promoted
· Learning new skills 
· Higher pay
	Threats
· The pandemic


 After completing my own SWOT analysis, I asked a colleague to complete one of their own.

[bookmark: _Toc216017373][bookmark: _Toc1016848753]Gap analysis
Another way to identify my development needs was to use gap analysis. Gap analysis can help a person determine where they are, where they want to be and what they need to do in order to reach that goal.
Where I am: currently studying leadership and management
Where I want to be: to get a degree in management 
What needs to be done: to reach my goal I must attend all my classes and do the work that will be assigned to me to the best of my abilities.
Setting goals is an important way to maintain progress.
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review


	I want to learn good and effective leadership skills

	attend all of my classes and do all of the work that is given to me.	

	textbooks and technology.	

	if I pass my assignments or not.	

	February.




[bookmark: _Toc642252885][bookmark: _Toc1499545496]1.2 Barriers
There are two types of barriers, internal barriers such as: skill level, level of knowledge, perceived abilities, and external barriers such as: family, friends, private life etc. Barriers can make It difficult for people to reach their goals which is why it is especially important to identify them so you can tackle them. 
These are a few barriers that I have faced along with ways that I can overcome them:
1: being too quiet/lack of confidence – one of the ways that I can become more confident is by educating myself on any topics and situations that I may have to tackle in my workplace, this will help me to gain confidence because I will find it easier to communicate my ideas and solutions as I have already learned about them.
2: procrastination/bad time management – to overcome this barrier I can try to sort my work into small manageable portions that way I won't feel too overwhelmed by the amount. Another tool that I can use in order to manage my time better is Stephen Covey’s matrix (1932). By deciding which tasks are urgent and which ones are not I will be able work my way through the tasks that I am given.


These are a few barriers that my colleague has faced along with ways to overcome them:
1: dyslexia – to try and overcome this barrier my colleague has invested in items that would allow them to reach their full potential without making it difficult for them. These include things like an iPad so that they can have some their work read aloud to them and also so that they can type up anything instead of writing it down.

[bookmark: _Toc959149756][bookmark: _Toc31705680]1.3 Development options
There are many different options that can be used to try and help develop a person skill for their career resources such as books and articles can help a person gain knowledge and insight on things that they would have otherwise not known. If training is offered, then a person should try and take part in it as it will help them gain more experience for their job. In my experience I am currently trying to develop my career by taking a course in leadership and management so that I may gain necessary skills that will help me further my career path.
My colleague is trying to develop their career by taking extra training courses so that they have more experience and knowledge to help aid them in their workplace.

[bookmark: _Toc453256546][bookmark: _Toc1571018987]1.4 Support mechanism (network)
The difference that I want to make to my employment prospect is to complete the first year of my degree and gain the necessary leadership skills that will be beneficial for me in the workplace. One of the ways that I will be able to achieve this goal is through my support system. I identified my support system by using the GO MAD (1997) triangle which consists of external and internal support systems for me. My internal support system consists of things such as my self belief and self-responsibility, while my external support system includes things like my tutor or my parents. 
All of these factors help me to gain my achievements and receive the skills that I need.

[bookmark: _Toc92972057][bookmark: _Toc1120567016]1.5 plan of action
In order to achieve my goals all of my objectives need to be SMART (1981).
SMART stands for, specific, measurable, attainable, realistic and time bound objectives. If all objectives adhere to these requirements, then they will be very effective.

[bookmark: _Toc1331599120][bookmark: _Toc1085326485]1.6 Monitor progress
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review


	I want to learn good and effective leadership skills

	attend all of my classes and do all of the work that is given to me.	

	textbooks and technology.	

	if I pass my assignments or not.	

	February.



So far I have attended all of my classes except for one due to reasons, however I have managed to complete all work that was assigned to me during these lectures. In terms of resources, I have a textbook that provides, me with knowledge that would need to complete my assigned work.  I am unable to tell whether I have passed my assignments or not, however the skills that I have acquired during my courses have been implemented in my workplace and have allowed me to work better than before.

[bookmark: _Toc542045616][bookmark: _Toc1736073043]2.0 Reflection
Kolb learning cycle can be used to reflect on ones work.
Experience: my experience in the workplace is that I am very quiet and because of this I am unable communicate some of my concerns or ideas out loud thus making it harder for me to work. My tough time management means that I am mostly, if not always, stressed about getting my work done which then leads me to pilling my work up and rushing to get it done in time. This usually means that my work is not up to the standard that it could be, and I do not do as well as I would have liked to do.
Reflection: after reflecting I realised that in order to do as well as I want to, I need to be willing to organise my time and force myself to work harder. Bad time management causes me to become stressed, which then causes me to be unable to produce well done work, which affects my overall performance. My shyness causes me to miss out on many opportunities as I am unable to bring myself be to be assertive and speak my mind. This can also cause a barrier in my communication, as being a good listener is not enough to maintain good communication with people. My lack of confidence also stops me from achieving certain goals as I am unable to put myself in an uncomfortable situation.
Theorising: in order to achieve my goals, I need to be able to push myself out of my comfort zone so that I can actually get some experience which will help me to gain more skills. This will make me a better worker. I need to manage my time because it would be very irresponsible if I ever turned in something too late and then ruined my chances of achieving my goals. Shyness can be eliminated by gaining confidence and one way of gaining confidence is to gain more knowledge about the sector that I work in. To be more confident I need to study and train to become more well versed in what I am doing, that way I will not feel so hesitant to share my opinions and take control of certain situations.
Planning: I need to spread out my activities in a way that allows me plenty of time to get urgent and important things done first so then I can focus on other tasks. A planner would be good as I would be able to look back and make sure that I have done everything that I need to do. I would need to reach out to the agency that I work in to see if they can provide me with extra training and courses so I can take part in then and learn more skills and gain a lot more knowledge for my workplace to be a better employee.

To be able to carry out all of these tasks I would need to continuously keep track of my progress to make sure that I am keeping up to date with all of my tasks and my goals. I need to make sure that I am doing everything to meet my goals.

[bookmark: _Toc1151436220][bookmark: _Toc168995824]Conclusion
In conclusion planning is necessary for developing your skills for the workplace as well as constantly improving skills.
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MUHSINA SIRAJI

Cardiff, 61 Plantagenet Street CF11 6AQ
+44 7475 117301
muhsinasiraji03@gmail.com

SUMMARY

Focused undergraduate student currently pursuing degree in leadership and management, seeking to secure role
as a Teaching Assistant. Highly organised and adept in multi-tasking, participating in classroom discussions and
mentoring students.

EXPERIENCE

TEACHING PERSONNEL
Cardiff
Teaching Assistant 11/2021 to Current
e Ensured student safety inside and outside classroom in line with school safeguarding policies.
e Helped students master learning concepts through one-on-one and small group tutoring.
e Supported teaching staff execute learning activities, ensuring health, safety and good behaviour of students.
e Established positive relationships with students, leading by example and responding appropriately to
classroom needs.

CARDIFF COUNCIL
Cardiff
Midday Supervisor, 09/2019 to 07/2021
While working as a midday supervisor I was required to look after and manage secondary students while they were
on their lunch breaks.
e Supported senior staff members on duty by managing pupils, implementing health and safety regulations and
insured that Covid regulations were met.
e Worked in team of 8 to promote adherence to lunchtime schedule.
e Maintained high levels of cleanliness by promptly clearing up spillages, wiping down tables and enforcing no
litter policy.

CATHAYS HIGH SCHOOL
Cardiff
Teaching assistant in ESOL classes, 11/2019 to 01/2020
While I was in sixth form I decided to volunteer to help in ESOL classes for children in year 7-10.This job required
me to support pupils who were learning English as a second language.
This job required me to:
e Organise and distribute learning materials like homework, textbooks, and classroom supplies.
e Helped teachers with material generation, lesson plan development, class preparation, scheduling, exam
distribution and student mentoring.
e Supervised and ensured the safety of students, consistently verifying that all health and safety requirements
were adhered to in the classroom.

SKILLS
o Child supervision o Drafting and proofteading
o Academic support o Active listener
o Team player o Highly organised
o Adaptability o Excellent literacy skills
EDUCATION
CERTIFICATE OF HIGHER EDUCATION: LEADERSHIP AND MANAGEMENT 2023

University of Wales Trinity Saint David, Carmarthen

A-LEVELS: ENGLISH, HEALTH AND SOCIAL CARE, SOCIOLOGY AND WELSH BACCALAUREATE 2021
Cathays High School, Cardiff
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02 December 2021
Teaching personnel

RE: Teaching assistant
Dear Mr Hughes,

T would like to express my interest in the Teaching assistant posting with Teaching personnel and would
like the opportunity to apply my expertise in the industry. While reviewing the job description, I was
thrilled to discover how well my experience aligns with your requirements. I was drawn to apply
because, from reading your company's website, I feel that your core mission and culture suit what I have
10 offer as a professional.

As an adept Midday supervisor, I have a well-rounded background in safeguarding children, and
refined talents in teamwork and supervising. These make me an ideal fit for the Teaching assistant
position. In addition, I am a proven expert in communication and a consistent collaborator. My previous
roles have strengthened my abilities in interpersonal and critical thinking, including a focused attention
to detail and accuracy.

Tam thrilled at the prospect of bringing my talents to Teaching personnel. Please contact me at your
carliest convenience to further discuss how my work history and personality fit the Teaching assistant
role.

Thank you for your time and consideration.

Yours sincerely,
Muhsina Siraji




