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 Know how to identify development need
Learning is a process in which knowledge is created by experience knowing how to develop your needs helps you in learning your process as well as in your working life. There is a lot of ways to identify your development needs which I will talk about in the assignment. Reflective practice is an active dynamic action based and ethical set of skills, placed in real time and dealing with real, complex and difficult situations. Moon, j [1999], reflection in learning and professional development; theory and practise, Kogan page, London. Reflective writing provides the opportunity to describe and document one’s growth as a person
 Identify learning styles for self and another 
I have completed two different learning style models to identify the way we learn. I also did the same for my colleague these were Honey and Mumford and Valk. Honey and Mumford was developed by two men Peter Honey and Alen Mumford, these are based on the earlier work of David Kolb [Kolb model]. Honey and Mumford's [1992] learning styles identifies and categorises an individual's learning styles. There are four teams of learning activist, reflector, theorist, and a pragmatic with a total of eighty questions in the test.
Activist
Likes to deal with new problems
Likes new experiences
Likes lots of activity to keep them busy
They love challenges
Pragmatist
Likes to apply what they have learned to practical situation's
They like logical reason for doing something
They like hands on 
Theorist
Students need to take time to take in info 
They prefer to read lots of material
They think about something before applying it
Reflector
Student think deeply about what they are learning
They like things to be tried and tested
Tend to be reserved
The valk test is one of the most commonly used models to help identify an individual's preference's for receiving and analysing information with regards to learning. According to Neil Fleming [2009] valk is a questionnaire that provides users with a profile of the learning preferences. Valk which stands for visual, auditory, read/write and kinaesthetic and the purpose of valk is to help the learner think about their learning styles.
Visual
Observer rather than act or talk
Memorise by looking 
Verbal instructions difficult
Auditory
Enjoy talking and listening
Likes to try new things
Hum, sing and whisper or talk out loud
Easily distracted
Has difficulty with written instructions
Read/write
Like solitary activities
Learn best from reading and writing 
Liks to read and often good at spelling
Kinaesthetic
Likes physical activities
Fidget with pens while studying
Likes to try new things
Do not like reading and often poor at spelling
Use their hands when talking 
By doing these tests helped me understand the type of learner myself and my colleague is. Our results are shown in appendix 1
By looking at my valk results it indicates I am a multimodal learner, so I have more than one way of learning. I had aural I do like to listen and have tasked explained to me rather than take notes. I had kinaesthetic which I do prefer to participate rather than read about it and I am not the best at spelling. My read/write score was low. I would have thought my visual score would have been higher as visual learners like to process it which I think I like to do. By looking at my colleagues valk result he also a multimodal learner he also likes to listen and have task explained. He also learns best by reading and writing thing down as well as enjoying getting hands on. It is important to understand the way people learn so as a manager you can gain the knowledge on how you all learn and work. Honey and Mumford results, indicates I have a high pragmatist score of 13 and my college has a score of 10. This indicates that is my most predominate learning style. I would have to agree with this as myself and college like to be hands on and do learn best by practical situations.
 
Simple technique for identifying development need for self and another

I have used SWOT analysis to identify our development needs. Albert Humphrey came up with the theory during his work at the Stanford research institute between 1960 – 1970. SWOT stands for strength's, weakness, opportunity, and threats. It is a simple useful framework. Once you have looked at the four aspects of swot it will help you to build on your strengths boost your weaker areas, minimize threats, and take all the opportunity's available to you. This is my first-time doing swot analysis.
 My SWOT analysis is
Strength's
 Always try to achieve my goals
Excellent work ethic
Works well within a team and by myself
Good time management
Weakness
Talking skills
Writing skills
Making time to study
No work experience in being a manager
Opportunities
Education
More money
Better job
Threats
Balancing work and home 
SWOT analysis for person 2
strength's
Always tries to achieve goals
Excellent work ethic
Works well within a team
Has experience as a manager
weakness 
 No driving licences
Public talking
Opportunities
More money
Better job
Learn to drive
Threats
Finding ways to get to and from work

By completing my swot analysis, I was able to identify that a paternal learning barrier for myself would be finding the time to study as I have a young child. I identified person 2 would be having a full-time job so finding the time to study would be extremely hard, and not having a driving licence to save time on traveling from work to school as this would make it easier. To overcome these barriers, I would make a plan/set boundary. Have set times to study with no interruptions, I would make family time and try to keep my work life separate. For person 2 he could find all the appropriate recourses and information he could to obtain a driving licence, this would give himself more time to study and he would not have to use public transport.
I have also completed a personal development plan [pdp] which will monitor my performance and gives me a plan of action. I hope to come up with new ideas for my personal development plan. I have also completed a personal development plan for my colleague .
 My pesonal development plan
	TARGET
	ACTION TO ACHIVE
	TARGET DATE 

	Keep up to date with university work and not fall behind with any assignments 
	Allowing enough time for myself to complete the task without rushing
Motivate myself to get on with it 
	Ongoing throughout study 

	To widen my understanding of leadership 
	Complete the leadership development course 
	2021





My colleagues personal development plan 
	TARGET
	ACTION TO ACHIVE
	TARGET DATE

	Pass theory test
	Book test 
	December 2020

	Pass driving test
	Take driving lessons
	2021




Recruitment process

Recruitment can be defined as a process of attracting individuals on a timely basis, insufficient numbers and with appropriate qualifications and attitudes and encouraging them to apply for jobs in the organisation [Armstrong ,1999]. I have not had a job interview for an exceptionally long time but there always that one interview that always sticks in your head, my worse job interview was quite a few years ago now. there was a lady in a little cloths shop. I had not long started driving and I could not find a parking space near, so I ended up parking about a 10-minute walk away. It was also raining really bad I was soaking wet and all my makeup had run down my face I looked a mess. Eventually I knocked on the door, I heard someone say 'come in ‘so as I'm wet and dirty from the rain I entered saying hello I'm here for the interview and she looks at me without saying a word and then looks at her watch, she turns to me and says you were supposed to be here 3 o'clock its now 3.03, then I look at my watch look back up and told her ‘but its only 15.03 and she replies your three minutes late which means you are irresponsible person you didn’t make a very good first impression. She told me to take a seat so we could get on with the interview I was standing there feeling completely rubbish. analysing my situation, I was still standing near the door, so I just walked out of there. The only good thing to come out of that interview was not having the job. In reality I should have left my house earlier then I would have had a bit more time, since that interview, I always make sure I am on time or at least 15 minutes early. Every interview good or bad is an experience. Recruitment is the process in which you source possessable applicants. Employers will like to find out more about you.
They will check your Facebook profile; they will check up on your twitter and look at your tweets. They will also google you to see what comes up. Recruitment also sometimes mean being in the right place at the right time. Recruitment helps to build your company so making the right selection will help your company become the best it can be. You can use Gibbs reflective cycle to evaluate your interviews I have applied one in the appendix. The Gibbs Learning Cycle is very popular among the learning model it consists of six steps for the whole process. The six steps or stages are Description, Feelings, Evaluation, Analysis, Conclusion, and Action Plan. For the Description stage, it simply tells you to reflect and describe what you’ve learnt or what happened.  For feelings you have to describe how you felt, For the evaluation stage you have to evaluate on all the good and bad experiences throughout the process. In the analysis stage you just have to see what you make of the situation; conclusion is what else you could have done and the action plan is what would you do if it happened again. Gibbs (1988) stated:
“It is not sufficient simply to have an experience in order to learn. Without reflecting upon this experience, it may quickly be forgotten, or its learning potential lost. It is from the feelings and thoughts emerging from this reflection that generalisations or concepts can be generated and it is generalisations that allow new situations to be tackled effectively”
I like this quote it helps to show why Gibbs model of reflection is now commonly used throughout many professions and also for personal use.  You could also use smart objective in recruitment or any part of your life .SMART is an acronym that is used to guide the development of measurable goals . Each objective should be 
specific
Specific answers the questions "what is to be done?" "How will you know it is done?" and describes the results (end product) of the work to be done. The description is written in such a way that anyone reading the objective will most likely interpret it the same way. To ensure that an objective is specific is to make sure that the way it is described is observable. Observable means that somebody can see or hear (physically observe) someone doing something. Measurable 
Measurable  answers the question "how will you know it meets expectations?" and defines the objective using assessable terms (quantity, quality, frequency, costs, deadlines, etc.). It refers to the extent to which something can be evaluated against some standard.  An objective with a quantity measurement uses terms of amount, percentages, etc.  An objective with a quality measurement would describe a requirement in terms of accuracy, format, within university guidelines.
Achievable
Achievable answers the questions "can the person do it?"
"Can the measurable objective be achieved by the person?"
"Does he/she have the experience, knowledge or capability of fulfilling the expectation?"
 It also answers the question "Can it be done giving the time frame, opportunity and resources?" These items should be included in the SMART objective if they will be a factor in the achievement.
Relevant
Relevant answers to the questions, "should it be done?",  "why?" and "what will be the impact?
Time-oriented
Time-oriented answers the question, "when will it be done?"  It refers to the fact that an objective has endpoints and checkpoints built into it.  Sometimes a task may only have an endpoint or due date. Sometimes that endpoint or due date is the actual end of the task, or sometimes the endpoint of one task is the start point of another. Sometimes a task has several milestones or checkpoints to help you or others assess how well something is going before it is finished so that corrections or modifications can be made as needed to make sure the end result meets expectations.  Other times, an employee's style is such that the due dates or milestones are there to create a sense of urgency that helps them to get something finished.
You could also use the johari window 
The Johari window is a technique that helps people better understand their relationship with themselves and others. It was created by psychologists Joseph Luft and Harrington Ingham in 1955, and is used primarily in self-help groups and corporate settings as a heuristic exercise.[ Wikipedia]  johari window model is used to help individuals better understand themselves and how they are seen by others.
The way we use the Johari window with individuals, in business and in teams is to start with the list of adjective descriptions suggested by Luft and Ingham.
Step 1: Each individual considers the list and chooses the words to describe themselves
Step 2: Other people choose words to describe the first individual
Step 3: Compare the lists and discuss
There are four quadrants – and this is true for pretty much everyone. We see ourselves in a particular way and this technique is a good way to understand how others see us.
The four quadrants are
Open, known to ourselves and known to others
Hidden, this would-be descriptor that the individual chooses about themselves and are unknown to others. We can think of this as our private space we hide from others or choose not to show.
Blind Spot, these are the aspects of ourselves that others see, and we do not. We all have aspects that we are not aware of.
Unknown, both parties are unaware of the aspects here. This can be the opportunity for discovery.
The Johari Window is a terrific way to find out more about ourselves and to hear how others see us.  
One of the most important parts of recruitment is updating your cv and cover letter you should make sure you update your cv regularly. By regally updating your cv it saves you time later down the line, it also means you won’t miss out on any great opportunities. It's easy to forget about key tasks you’ve completed at work, but if you regularly update your cv,this doesn’t need to be the case. It is likely that you will develop new skills and improve on existing ones during your time in employment. That’s why I think it's important to keep track of these and ensure you update your cv with your abilities, I have applied my cv and cover letter in appendix. Your cv is the first thing an employer sees. 
What to include in your cv? 
Personal summary / Career objective
Career history
Academic qualifications
References
Areas of expertise
Having the perfect cv wont guaranty you get the job, but it does help you get the interview.

Apart from applying for jobs, a CV is also useful for:
Reminding you of what you have done in your career.
Helping you to identify any weakness in your skills, work experience of qualifications.
Allowing you to reflect on your career to date.
Refreshing your mind before a job interview.
Setting the bar for any future interviews.
Presentation is everything but if your CV is rambling and does not highlight your key abilities then you will probably be overlooked. Keep your cv sort and sweet. You should also do your homework on the company so your prepared for any questions they ask you, make sure your dressed smart.
Conclusion 
    I have come to the conclusion I have learned the importance of understanding learning styles is to learn how myself and others understand information. I was surprised by my findings; I never knew how many learning models were out there. It also helped me understand the recruitment process a lot better, we continue to move forward with continuous improvements and add new resources to assist in getting a job on a daily basis.



Appendix 1 
My valk results
Muilmodel  
Visual 5            Read/write 3
Aural 9             Kinaesthetic 9
My Honey and Mumford results
Activist 9          Reflector 10
Theorist 7         Pragmatist 13
Colleague's valk results
Multimodal
Visual 8              Read/Write 14
Aural 14             Kinaesthetic 15
Colleagues Honey and Mumford results
Activist 5            Reflector 10
Theorist 6           Pragmatist 9 

Appendix 2
Cover letter
Jade hackman
7th November 2020
Re. Assistant housekeeping manager
Please accept this letter as an expression of my interest in the assistant housekeeping position. I am a highly motivated and results focused housekeeping cleaner with established background in the industry.
Are you looking for a proven professional who can add immediate vale to your organisation? If so, I'm your pick.
Please take a moment to review my cv which outlines my suitability of housekeeping cleaner. I would greatly appreciate the opportunity to speak with you regarding my application.    
            Thank you for your consideration 
                          Jade hackman 

Application form 
	
	
	



