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[Part 1]
Introduction
In the world of work, it is important to enhance career development as it can create the best employees. There are many benefits to this such as
Increase in retention – In today’s society, employers are cutting costs for training and opportunities in the workplace. A company can stand out if they are able to offer their staff opportunities to progress and develop in their line of work but most importantly as a person. This will allow the staff to feel appreciated by their employer. (Kaplan Financial Education, 2017)
Build confidence and credibility – Allowing opportunities such as career development will allow the employees to have the confidence so that they know that they can do the work with confidence and build the confidence in their everyday habits. The credibility side of things will allow them to get new skills sets and also certificates to show that they have achieved at their best.(Kaplan Financial Education, 2017)
Make succession planning easier -  Instead of employing people from outside of the workplace, enhancing the skills of the staff already in the workplace will help train future leaders. This technique will also help to reduce knowledge gaps as the new recruits will have to be taught from scratch whereas the existing staff will be able to develop their skills rather than learning new things.(Kaplan Financial Education, 2017)
Reenergising staff allows them to break up their daily duties and creativity. Being able to do this will help staff gain new skills and bring a different approach to their duties.(Kaplan Financial Education, 2017)
Improved efficiency – Career development also helps in learning from peers which is vital in the workplace. This is where new ideas and perspectives are picked up which leads to higher efficiency rate.
Working effectively has allowed many skills to be brought forward such as problem solving, IT skills, communication and team work.
Problem solving is about being able to recognise something which is difficult to do or complicated in its own way and then being able to think of solutions and implementing them to resolve the problem. Problems do arise in the workplace and in life in general, being able to solve them is a key skill to have which can help with career development. (Mckay, 2017)
IT skills are very important while working effectively as in this day and age, almost everything is computer based so being computer literate is a big skill to acquire. A famous quote from Bill Gates who is the founder of Microsoft said ‘The internet is becoming the town square for the global village of tomorrow’. This shows how important and vital it is to be computer literate as quick as possible so that in the future you are able to adapt with the time. Being able to navigate through a computer will allow a person to be able to get information and knowledge and also be greater connected to people to do with the job role on a social and business level. (Damelin, 2017)
Communication can take many forms such as writing, spoken and physical. Communication allows a person to deliver a message in a clear way to the intended audience such as an individual or a large group. Career development will be enhanced massively through communication as it will allow people to keep involved and listen and show empathy. (Michael Page, 2016)
Teamwork is a skill that helps in employment and allows a group to work effectively by creating a motivation for everyone involved. Team work also allows people from different perspectives to get feedback and interact with each other. This also helps with obtaining vital learning opportunities which can help a person develop. (Wehbe, 2017)
The aim of the report is to show how the above skills have been applied and why it is necessary for career development in a professional manner. The skills mentioned above are useful as it allows a person to work effectively and be ready for the world of work.
The recruitment process includes writing a job description and personal specification for the roles available. Then picking candidates  that suit the person specification and have the skills, education and knowledge for the desired role through their CV. It is narrowed down to a shortlist of around 20 candidates who are most suited for the role and then arranging an interview with them to meet them on a first hand basis. The interview process will allow the employer and potential employee to meet. This is where the employer can take notes of the employees body language and behaviour. The candidates will do a small task in groups so that the employer can see their skillsets and identify the strong candidates amongst the rest. The candidates will then one again be shortlisted to around 4-5 and another one to one interview will be carried out which will enable the employer to ask important questions and based on their answers they can select the best candidate for the job.

Findings
I have been able to gain a lot of knowledge as being out of education for so long has made it difficult to get back into education but the support from my teachers and peers has allowed me to feel comfortable. Learning in that type of atmosphere has been surreal but has taught me a lot which I did not know back in my primary/secondary school days. 
Two Learning Styles
There are two learning styles that we have learned about in class which is Kolb’s Experiential Learning Cycle and Maslow’s Hierarchy of Needs.
Kolb’s Experiential Learning Cycle
Kolb’s Experiential Learning Cycle consists of four steps which are Concrete Experience, Reflective Observation, Abstract Conceptualisation and Active Experimentation. They in diagrammed in a circle so once you finish the last step (Active Experimentation) it starts back from the first step (Concrete Experience). The Concrete Experience is when you have an experience of something that can be something like a presentation in front of the class. Secondly, it mentions Reflective Observation where you reflect on the experience such as what went bad/good and understanding the experience. From my experience, the things that went good was the diversity of the group and one thing that was bad is the lack of preparation that we have had for the presentation and no time to rehearse  Then the Abstract Conceptualisation which is when you identify what you can do better from the experience if you were to do it again. If we were to do it again, we will allow plenty of time to practice the presentation so we can get good grades. Finally, Active Experimentation is when you planning and trying out what was learned from the experience. I have learnt that in the future I will be more focused and allow time to put together a better presentation.(Mcleod, 2017)


Maslow’s Hierarchy of Needs
Maslow’s Hierarchy of Needs is a pyramid shape diagram with 5 layers which from the bottom to the top are Physiological, Safety, Love/Belonging, Esteem and Self- Actualisation. It is important to understand that the lower layers need to be fulfilled before any of the others can be achieved.(Cherry, 2018)
Physiological is the essentials such as food, shelter, warmth and water. These are the bare minimum needs that are required. This is the bottom layer which is known as the foundation as without this one the others are not possible. Safety consists of protection, law, stability and being able to be free from fear. This is the second layer of Maslow’s Hierarchy of Needs. Love and belonging needs consists of friendship, acceptance, feeling involved in a group such as friends and family and building trust. This can be seen as being accepted in work by peers or employer This is the third layer of Maslow’s Hierarchy of Needs. Esteem needs have been classified in two categories which is esteem for yourself and about reputation or respect from others. This is an important layer as this allows a person to achieve real self-esteem/dignity for oneself. Finally, Self-actualisation is the highest layer in this model. Once the layers below have been accomplished the person is at their most potential and is capable of becoming anything they intend to become. 
2 Learning Style Questionnaires 
There are two learning style questionnaires that we have learned about in class which is Myers Briggs Personality Profiling Test and the VARK questionnaire. First of all, Myers Briggs theory was developed in partnership between mother and daughter, Katherine Briggs and Isabel Briggs Myers. The theory consists of 16 personality types which are used to understand the individual. There are 4 areas which are people and things, facts and reality, logic and truth and a lifestyle that is well structured. In each area there are two outcomes which outlines what kind of personality a person has. Using my answers, I have been able to identify that in the first area I am an extrovert which means I’m loud and say what’s on my mind. The second area I am intuitive which means I deal with my instincts when facing a problem. Third area I had more points for thinking, this is something that I am aware of as I like to understand and think about the world around me and keep up with the news as to what is happening today. Finally the last part I had the most marks for judging which means I like to get the work done quickly and be in control (Team Technology,2018) The answers to my questionnaire will be attached on the appendix so that it can be seen.
The VARK questionnaire  is about answering a series of questions where there are four categories which are Visual, Aural, Read/write and Kinesthetic. Answering the question will allow a person to identify what type of learning style they are suited to. By allowing myself to do the questionnaire has allowed me to understand that I learn in a Kinesthetic way which is by being more hands on. The answers of my attempt at the VARK questionnaire will be attached to the appendix so that it can be seen.






SWOT ANALYSIS
While in class I was able to conduct a SWOT analysis on myself which I will begin to expand upon on this report. I have created a table which will outline it more. However, the sheet which was conducted in class on 17/01/2018 has been attached on the appendix for the assignment.


STRENGTHS	My strengths are that I am an honest man and very hard working which has allowed to me do well in any aspect of my career such as my successful businesses in the last couple of years and in my studies.  I am able to progress quite quickly as a person which allows me to learn skills which will allow me to do well in studies.	Weakness	One of the weaknesses that I have is that I’ve been out of education for so long that it is hard for me to be able to adapt to the educational atmosphere. Another weakness is that I am not confident on the computer which is something I want to become my strength at the end of this course.
Opportunity 	Being enrolled on this course will allow me an opportunity that I did not think was possible. To be given the chance such as this to develop as a person and be more assertive in my career path	Threats 	A threat in today’s society is the competition that is out there for people to get jobs as many people are more qualified than myself. I would need to do more so that I am able to stand out from the crowd.	


GO M.A.D Framework
The Go M.A.D framework is another analysis which we covered in class which consisted of various steps which were to be taken once a goal has been defined. I will now apply this to myself.
The defined goal would be to pass this course in my years of study. The main reason that is my goal is because I believe it will motivate me to expand my skills and allow me to get into my career goals which is of a teacher. I will need to plan effectively and be efficient when planning on how to achieve my goal. I will need to then establish whether I can achieve this goal by myself or need help from others to achieve this. This goal is achievable by myself as this is a goal which I would only be able to achieve. I do have the confidence to motivate myself and self-awareness to do well in the course. I will measure my results by making sure that the work is completed on time and that I receive the best information and guidance from teachers and peers. The result will be shown when I pass my course.  (Go MAD Thinking, 2018)





Personal Development Plan

Key Skill/Behaviour Requiring Improvement	What steps do you plan to take to help you improve?	By when do you plan to have completed these steps?	How will you demonstrate your improvement or evidence completion?
Time management – Being more organised and being more time efficient									I will start assignments with time to spare so that the standard of my work is constant. My balance of time with work and my job will be fair but will slightly prioritise my studies as this can change my career if focused on	I plan to complete the steps by year two of my studies. This gives me a lot of time to work towards improving myself and understand the mistakes that I am doing.	The evidence will be shown when i am more positive towards my work and this will be shown in the grades that I will get for my assignments and how 



[Part 2]

This part of the assignment will outline the importance of recruiting and selecting for a job and how an potential candidate is chosen from a pool of other candidates. The role is for a graduate manager at John Lewis. There are many things that need to be considered such as the job description, application form, CV, interview process, person specification and advertisement for the job. The recruitment process is lengthy especially when looking for a role such as a graduate manager as there are many competition out there and it is about being able to choose the best fitted for the role. The competition for this kind of role is hard as a lot of people after they graduate will be looking for roles such as this to land them an opportunity so soon after graduation.

Job Description
A job description is  there to allow a people to understand what the duties and responsibilities are for a specific role. The required role will need to be established that the role is for a Graduate Manager at John Lewis. The required qualifications are also mentioned so that it is appealing to those who are best fit for the role.  The duties and responsibility will be brief and allow the person to have an overview of what they will be required to do. Job descriptions allow potential employees to understand what the pay is create goals for people who are looking for a career change (Carver, 2015).The job description will consist of a brief summary of the job in a few sentences followed by how the position functions such as reporting to who and what field of the organisation they will be working in. The location of the job will also be included so that people understand where a person will travel for work. The role will consist of being involved in the electrics department which is important to acknowledge that the candidates will need to have experience in this field and be able to work on certain devices such as computers and other electricals. The bare minimum essentials should be met before thinking about recruiting the 

Advertising the position
There are many ways in which a job can be advertised such as online, newspapers, social media and through recruitment agencies. The main focus that this graduate manager role for John Lewis will appeal to the correct people is through and online source such as websites and through recruitment agencies. Most people nowadays search for a job opportunity through the internet as they can snap up jobs quick and easily. The recruitment process will allow professionals to be able to be matched to the jobs that they will be suited for through the agency as their role is to match employers with employees. As most people are using social media now and this role includes being in the electrical department it can be advertised on social media such as Facebook, Twitter, Instagram etc. Facebook will be the most beneficial as it is the most popular across all social medias. 

C.V
A CV is important as it will show the skills and experience of the candidates for the graduate manager role at John Lewis. The CV will allow employers to be able to look at the academic achievements and the experiences that the person holds before even getting to meet them. This shows the importance of the CV. The strength of a CV can make or break potential in a workplace. The employer looks at the CV before even meeting the person, that is how important a CV is. A CV has 15 seconds to impress the employer, that is the time frame a person has to show that they stand out from the rest and are not the average candidate but above and beyond.

Person Specification
The person specification is there for the employer so that they can find the correct people for the role. It will make the interviewing process more easier as the people best suited will be called in for an interview rather than people who do not fit the role. The people looking to apply for the job can also assess whether they are suited for the job for example if the role requires them to have great time management skills and they do not, they will not be able to pass the interview stage, that is if they get chosen. The potential employees can match themselves with the role, this will allow them to check their suitability to the job such as skills, experience and academic education. The person specification will not be discriminating in anyway as this is against the law. The person specification allows a person to be assesses based on their skills and experiences rather than how they look or religion they follow.  The person specification is in two categories such as ‘Essential’ and ‘Desirable’. The essentials are bare minimum skills, qualifications and experiences a person should have. Whereas desirable is when it is a desired skill to have. The person specification will help to test everyone against the same skill set required making it a fair process. 




Interview Process
The interview process is the first time that the employer can put a face to the CV that they have been impressed by. If the candidate is presented in a professional way, they will appear to be more appealing for the role. The interview process will allow the employer to clarify the role that the potential candidate has applied for and ask questions that will allow the candidate to show their strengths. Being able to stay confident in the interviews is vital as this will say a lot to the employer such as the type of person they are looking to recruit. The candidate will look to ‘sell themselves’ for the role which is them telling the employer why they are the right ones for the role. This is where it is important for the employer to listen carefully and closely as they can pick up vital information from this which will allow them to make a decision whether they are the correct person for the role.

Conclusion 
After analysing the various areas in selecting and recruiting for a job, it has allowed myself to focus on how I would stand out from the competition. This has allowed me to find ways that my CV can stand out and appeal within the first 15 seconds of an employer picking up my CV. My chosen career path is to become a teacher, which is quite a distant goal which can be conquered through these skills as not being in education for so long has allowed me to forget the fundamental aspects of education and how important it is when looking for a job. Experience is vital but nothing is more important that education. 
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THE VA‘RK QUEST[ONNAIRE SCORING CHART
Use the tollowing scoring chart to find the VARK category that each of your answers corresponds to. Circle
the letters that correspond to your answers.

kgt you answered b and ¢ for question 4, circle R and V in the question 4 row
i Reie: ~= e —
Question ¢ categor d catego
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___acategory =

Calculating vour scores:
letters you have circled to get vour score for each VARK category

Count the number of cach of the VARK

Total number of V’s circled =
Total number of A’s circled =
Total number of R’s circled =
Total number of K’s circled =

Your scores will give an indication of your preference ‘.1 some of the different ways of learning

1€: Vv - by Visual Study Strategies
A - by Aural Study Strategies
R - by Read/Write Study Strategies
K - by Kinesthetic Study Strategies

Use the information sheets provided which give advice or: how you may improve your performance.

You can also find the information on the website www.vark-learn.com
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17. a. active, initiate on@reflective, deliberate

18.(facts, things, “what is” or b. ideas, dreams, “what could be,” philosophical

19@ matter of fact, issue-oriented or b. sensitive, people-oriented, compassionate

20. a. control, govern or@latitude, freedom

Put your answers in the score sheet grid below
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