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1.1 [bookmark: _Toc500943472][bookmark: _Toc53314824]Identify learning styles for self and another 
 
The author of this assignment has considered Kolb learning cycle, Honey and Mumford Questionnaire and VARK Questionnaire to understand his self and another learning style; he asked a work colleague to be the “other” for the case. However, before going through it, it is interesting to get to know why we should know about our learning styles. 
Peter Honey recommends growing smarter and get better between studying opportunities and the best way to learn. This would make learning more comfortable, efficient, and enjoyable. It will tackle the learning opportunity straight, and with the right learning tools or skills, we would be more able to hit and not miss. (Peter Honey) 
We would be able to enlarge the opportunities and experiences to gain benefit by developing ourselves as all-round learners. It enhances the versatility and improves the way we learn from a wide variety of different experiences.  
By improving our learning skills, we would increase the level of awareness of how we learn. Learning to learn is an excellent capability since it provides the gateway to everything we want to create, work and develop. 
However, the author advice “to be an effective learner, we should also develop the ability to learn in other styles too”. 
When we develop the desire to learn, we must be able to work on the self-evaluation tools available, to understand the way we learn, that is self-awareness, and try to be successful by knowing how to learn.  
The tools we must consider for developing the skills for learning are Kolb’s experiential learning cycle, VARK Analysis and Honey and Mumford. 
One of the most influential psychologists and educational theorist is David Kolb. He published his learning style and experiential learning cycle model, where he proposed that reflective practice is required to facilitate genuine learning and development.  







Fig. 1 Kolb’s Experiential Learning Cycle
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To comprehend the model of reflection of Kolb, we must understand the way that he observed the process of learning and development. Kolb understood that learning is experiential and mainly self-driven. According to himself, "Learners, if they are to be effective, need four different kinds of abilities—concrete experience abilities (CE), reflective observation abilities (RO), abstract conceptualization abilities (AC), and active experimentation (AE) abilities". He continues, "Learning is the process whereby knowledge is created through the transformation of experience" (Kolb, 1984, p.38) 
Kolb suggests that learners should get involved openly to new experiences, and reflect on what they observe from the experiences from different perspectives. They should be able to create concepts that incorporate observations into logical theories, and they must be able to make use of these theories to make decisions and solve obstacles. 
The author of this assignment is reflecting on his work. He teaches the English language to international students. The substantial experience for this case is that he is teaching in a classroom. He must review/reflect on the teaching experience. In the reflecting example, the tutor pays attention to the students so that he would be more connected to them. In a particular occasion, one of the students asked the tutor not to use joined-up writing on the whiteboard. It was challenging for the students, who had an Arabic background to understand it because they use a different kind of symbolic alphabet. The tutor understood that he must write, very clearly every single letter, using print writing, in capitals and lower case. The abstract conceptualization was that the tutor knows, that when teaching English, especially to Arabic learners, he would print style write very clearly on the whiteboard. Furthermore, that would complete the cycle, because the act of writing in the right way, would be the active experimentation.

Fig. 2 Vark 
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VARK is a guide to learning preferences created by educator Neil Fleming in 1987; it is a questionnaire with 16 questions where people try to find how they learn. The questionnaire is not a full learning style inventory; it is a set of preferences, rather than a full learning style. It targets one aspect. VARK stand for Visual, Aural, Read/write and Kinaesthetic way of learning.  
Having done the VARK test, the learning preference of the researcher of this assignment is Visual. Moreover, as a result, he can understand that the best way for him to learn is by using his eyes and observe, enjoy different formats, space, graphs, charts, diagrams, maps, and plans.  
The learning preference of the other person is mainly Kinaesthetic, is a hands-on person, who enjoys the adventure of experiential without having to think as much, enjoy senses, practical drills, examples, cases, trial and error. 
The description for the other kind of learners, according to VARK would be the Aural, for those who prefer strong aural preference for learning such as discussions, stories, guest speakers, chat. 
Read/write for people with a substantial read/write, prefer learning through lists, notes and text in all its formats. 
Honey and Mumford Learning Style Questionnaire (LSQ) 
Honey and Mumford indicate four separate learning styles or preferences: Activist, Theorist; Pragmatist and Reflector. These are the educational approaches that individuals naturally select and they recommend that in order to maximise our learning.






Fig. 3 Honey and Mumford LSQ
	Learning Style
	Type of Learner
	Learning preference

	Activists
	Hands on
	Trial and error

	Reflectors
	Tell me
	Briefed before proceeding

	Theorists
	Convince me
	Clarity – Does this make sense?

	Pragmatists
	Show me
	Likes an expert to demonstrate



Based on Kolb’s studies, Peter Honey and Alan Mumford created the Learning Styles Questionnaire, to measure learning preferences for individuals over 16 years old. It focuses on understanding how people learn rather than tendencies.  
Is understood that we can use the questionnaire to help ourselves as students, workers and business-people because it is known for being a cost-effective and self-development instrument. The questionnaire is accessible in 40 or 80 elements and is intended to stimulate individuals and groups into thinking around how they process information and learn from experiences. 
Soon after the individual or group preference for learning style has been identified, they would maximise the skill to choose learning experiences that suit their principal style. Learning quickly and more effective, from a selection of diverse learning opportunities 
The higher score of the LSQ received by the author of this assignment is 19 points for Reflector. To describe Reflectors, they learn by observing and thinking regarding what occurred. They may avoid jumping in and prefer to see. Standing back and check experiences from another perspective, collecting data ready to work towards a suitable decision. 
Theorist was the second-highest score achieved by the researcher, with 16 points; these apprentices like to understand the theory before the actions. They need models, ideas, and facts to take part in the learning process. They choose to analyse and synthesise, getting new information into a logical and rational way. 
The author scored 14 points on Pragmatist, who are people who desire to be able to find out how to put the learning into action in the real world. Theoretical concepts are of restricted use, except if they can see a way to put ideas into the act.  
The other participant for this assignment obtained 18 points for being mainly an Activist. The author scored 11 points, and it was the lowest of the scores. Activists are people who learn by doing. They need to get hands-on. They are usually open-minded, and they get involved fully into experiences.  

1.2 Use a simple technique for identifying development needs for self & another 
Once we identify our learning analysis, we can start working on how to develop our needs. SWOT analysis is a simple but powerful technique to find out what is working correctly, and what is not so satisfactory. We ask ourselves where do we want to go, and how to get there, we can also find out what could get on our way. 
If we apply a SWOT analysis, we are reviewing our Strengths, Weaknesses, Opportunities and Threats; we would be able to develop a strategy for success.  
With the SWOT analysis, we become capable of creating a strategy that distinguishes us from our competitors, and of competing successfully in the market, we are in.  
[bookmark: _Toc456901517]
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SWOT Person 1


	
STRENGTHS

Bilingual skills, English/Spanish.
Experience in business.
Able to sell international education packages. 
Successfully run an academy being in charge of all the students.
Great reviews from the students' parents and students.
Learn visually.
Reflective learner
Practice sports.
Learning at university studies

	
WEAKNESSES

Not being very kinaesthetic.
Pay more attention to questions.
Trying to do too many things at the same time.
Time management.
Get on with admin work.
Separate work from personal life and vice versa.
Writing a good assignment.


	
OPPORTUNITIES

I can create business related to languages.
I can work with many people and understand their culture.
Promotion in my work
To become more kinaesthetic, activist and theorist.
Succeed at university. 

	
THREATS

Competitors who are kinaesthetic, Aural, Write/read or understand better than me with their skills.
Competitors in the language business sector.
Fail at University.



	
SWOT Person 2


	
STRENGTHS

Speaks English and Spanish.
Is a well-known tutor.
Very active in her lectures.
Well respected.
Well prepared.
Practice sports.
Aural learner and activist learner

	
WEAKNESSES

Gets too nervous.
Sometimes lack of sleep.





	
OPPORTUNITIES

Promotion at work.
More hours at work.
Create own language course.
To become theorist and reflective learner.
	
THREATS

Other tutor could get her position.
Other tutor could have her students.





[bookmark: _Toc456901523]

1.3 Identify potential barriers to learning for self and another. 
The following bullet points are an example of potential barriers to learning identified by the researcher. The barriers would apply for self and another.   
1. Activities for the children's student while having lessons with the university tutor at the same time.  
2. Maybe the student will have to travel somewhere and will not be able to attend a lesson or have time to write the assignment.  
3. Poor quality time management would lead to a low-quality assignment.  
4. We are living during an unprecedented time of Pandemic. If we have to spend time in hospital or if we get sick, we would have to put our studies on hold.  
5. If we have a big business coming along and we have to take a break from formal learning.  
6. If we do not have students finance available, some of the students would not be able to afford university fees.  
7. Going to a complicated, stressful period, a separation or a loss.  
8. If we lose our job.  
9. If we have a cyberattack and have no access to Moodle or Teams. 
 
1.4 Explain how these barriers to learning can be overcome
Turning the threats and weaknesses into strengths and opportunities.   
To explain how the barriers can be overcome, we will answer down the barriers identified and numbered in 1.3, we numbered the solution as the following: 
1. We could either choose not to take the children to sports activity or ask a family member to take them or another parent. It also can be depending on finance; we might have to pay to a registered childminder to take them. With the current Pandemic situation, the availability of others is limited.   

2. Lessons are changing, and instead of being face to face, are becoming online or/and recorded. We would be able to listen to the lesson anywhere in the world where network available, and we must use our time management to research and write the assignment.  
 
3. Developing skills of self-awareness must lead us to succeed in what we do. Time management and know-how to learn and time and effort to write are he exercises needed to invest for succeeding in or duties.   


4. We have to look after our health first. If we have to ask for extenuating circumstances, then we must. It would only mean to postponed our studies for a necessary period while recovering.   

5.  If we have an ample business opportunity, we would have to put our formal learning on pause. Great opportunities require time and effort, but both experiential and financial benefits could be more significant. Life-long learners must come back to study; it is the primary way to generate and understand business and to develop ourselves.   
6. We can apply for student finance.   

7. Negative, stressful time can be harmful if not treated. Take time to clear the mind and spirit and come back to learning.  


8. Losing our job can put tremendous stress in the family and mind. Asking Students Finance Wales if the situation changes, maybe there is extra help. Job seeking could bring other opportunities. Being prepared for a job and interviews will be paid off.   
9. If we have a cyberattack and have no access to Moodle or Teams.  Get in touch with our tutor and find PDF forms of the modules. There is always a backup. 

Section 2: Know how to develop self & others to achieve organisational objective 
To know how to develop ourselves and others to achieve an organisational objective, we will consider the Johari Window model and Personal Development Plan. 

Fig. 3 The Johari Window model
[image: ]
The Johari Window is a psychological skill, created by Joseph Luft and Harry Ingham in 1955. It is a great model because of its simplicity; it is mainly about communication, where two of panes symbolise the self, and the other two represent the element unknown to self but to others. The information moves from one pane to the other as the consequence of reciprocal trust, which can be achieved via socialising, and the response received from other members of the group.  
According to communicationtheory.org, the more communication provided to the team, the better for the team to understand us. The idea, for the Johari Window, is that the Open Area grows, and the Blind Spots, the Hidden Area and the Unknown become smaller and become known.   
The author of this assignment applies the Johari Window, by sharing and communicate professionally to his colleagues, giving as much information as he can to develop the communication. For this case, the colleagues are feeding with information back. The feedback allows understanding the unknown and hidden areas and blind spots, so the author is extending and opening pane and minimising the unknown, hidden, and blind-spot areas. 
In selfawareness.org.uk, we find that the Johari window is developed to improve: 
Self-awareness 
Personal development 
Improving communications 
Interpersonal relationships 
Group dynamics 
Team development; and 
Intergroup relationships 

Mind map  
One of the efficient ways to achieve organisational skills is by creating a Mind Map.  
Tony Buzan is a British researcher who took Mind Map and put it on the spotlight. He popularised the concept that so many people use today. Agreeing with Brassey, J. et al., mind mapping is close and related to the researcher of this assignment because it values the visual thinking technique, which is the primary learning style of him.  
A mind map is an instrument for the brain that captures the thinking, gather knowledge, remember and create ideas, to make us a better thinker. 
We can create Mind Maps in many different ways, but they share the same fundamentals. Where in the centre of a blank page we put the central theme, and we surround it with ideas about it.  
Please refer to the researcher of this assignment mind map about Life-long learning, in Appendix E. 
 
2.1 Analyse learning/development options to meet the needs of self & another. 
To analyse learning/development options to meet the needs of self and another, we need to be conscious of our skills and focus on what we would like to achieve and how to do it. By creating a personal development plan, we would be reflecting more accurately on these aspects. Personal Development Plan (PDP) can be useful for a person and organisations. In this case, for the researcher and the other applies the same principle. 
"We must never become too busy sawing to take time to sharpen the saw", Covey proposed.  
Protect, maintain, care, look after and also increase and enhance the greatest asset we have, that is ourselves. Covey explained that we should cover all areas to find a great balance programme for self-renewal, such as physical, social/emotional, mental and spiritual.   
The American educator, set steps for us to get involved in lifelong learning, which is part of a PDP. 
We find that Institutions like to Open University and others, have their PDP, and to understand what they mean by it, they have created some bullet points with ideas to develop. 
· Become conscious of our skills. 
· Recognise and develop the skills needed. 
· Work out what we need to achieve and how to do it. 
· Focus on potential learning, career and individual development choices and goals. 
· Expand our source of information. 
· Developed in our CVs, job applications and interviews. 
· To support evaluations at work. 
· To demonstrate that we are ready for a promotion or other opportunities. 
"PDP supports the idea that learning is a lifelong and life-wide activity. The process of PDP can strengthen the capacity of learners to reflect upon their learning and achievement and to plan for their own personal, educational and career development. This is a core learning process, required throughout the education system and in many employments and continuing professional development contexts." The Quality Assurance Agency for Higher Education (QAA), February 2009. 
According to the Open University, the fields of career and employability, study and personal development are strongly connected to the time and effort invested. Moreover, as a consequence, it will help to continue developing effectively during life. It involves the following five stages:

Fig. 5, Personal Development Plan
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Identify: We must be able to develop our strengths and skills and set realistic goals for the areas we are focusing on, such as career and employability, study or personal development. 
Plan: to achieve the goals, we must be realistic. Then we will know how much effort we must put on daily to achieve the goals. 
Action: to carry out the tasks we set for the goals, making sure we develop new skills along the way. 
Record: record how the process is moving forward. The progress made and skills gained. It will help when we write our CV’s, job applications and developmental reviews. 
Review: Giving steps back and review what has been learned. It will help us to comprehend our skills. 
 
2.2 Identify support mechanisms for the development of self & another 
The support mechanism for the PDP would be everyone involved; every stakeholder of the person. 
Every human need someone to rely on, and in every project, we are getting on, we get involved with people. Furthermore, it will be certain times where we will depend on their support, maybe for investment or for resources. 
The support mechanism of the researcher is mainly his family and close friends. Also, colleagues at work, tutors, other student colleagues. The local tennis club and the clubhouse for socialising. 
For the other, it will be very similar characteristics as the researcher, because they are colleagues and live in the same community. However, she would rely closely upon her husband and two sons. Then her close family and friends. Colleagues and sport partners for exercises.  
 
2.3 Prepare development plans for yourself and another person 
 
Part 1: Personal Analysis  
To prepare a personal analysis for a development plan, we have to look at our self-awareness. To set goals and plan the way to reach success. For instance, the results of the researcher’s learning style and the other person must observe their strengths and weaknesses.  
Rolfe, A. describe that in order to reach our goals, we must be specific in the areas we want to reach. These are normally built around learning and development, such as taking lessons or courses or professional qualifications. However, it can also include things such as workshops, online studies, independent study, networking, on-the-job training, joining a club as a support group, or anything related to our current job. 
For example, if I want to become a manager of my workplace, then I have to check the input made in my SWOT analysis and work in and around it. Decide the key areas of development, research the skills needed to achieve the goal, put in place action on the weakness area, and give ourselves a time frame and tracking progression.  
My PDP is to become a life-long learner and I have created a mind map to achieve it. It can be found in Appendix E. 
 





Part 2: Setting Goals

	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

	
To write a good assignment


	Write more, and because I’m a reflective learner I must start study at early stage 
	I need network and links of interests available in Moodle. University online library.
	When receiving scores and reviews by tutors.
	March 2021

	
Time management


	Organisation would be the challenge. For example, starting early to write an essay to reflect on it.
	Write a daily diary the To Do activities, in more detail. With this I will be able to control time achievements 
	When I get jobs on the To Do list done on time. 
	March 2021

	
Develop Harvard referencing skills 


	Write appropriate Harvard referencing skills
	Harvard referencing handbook
	It will be measured when receiving the scores and reviews by tutors.
	March 2021




Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	
For the next 12 months my personal objectives are, succeeding with my university studies. If the Pandemic goes under control, prepare my academy for international students during June, July and August. Develop relationships and over achieve in workplace in the council.

	Medium Term Goals (2-3 years)

	
Finish university BA Studies. Reflect if I can study a master.  Develop my skills to grow my academy and explore other business opportunities. 


	Long Term Goals (3-5 years)

	
Be successful with studies, continue in the life-long learning curve. Continue to grow the academy and develop more business. 





2.4 Method used to monitor the development of self & another. 
When achieving a milestone, we will be able to check and monitor our development. On the sites Mindtools.com and professionalacademy.com, we found similar information and definition about SMART objective. Using this method, we would be able to monitor our To-Do list. 
The feelings of ticking something off the list is not only a rewarding experience, but it can assist us to become more organised and would help us sort out priorities. The smart method is motivating and can give us a sense of focus.  

SMART stands for:  
Specific 
Measurable 
Achievable 
Relevant 
Time-bound 













Section 3: Know how to prepare for the recruitment process  
Reflection on the recruitment process  
 
Fig. 6, Gibbs reflective cycle  
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According to the University of Edinburgh, the Gibbs reflecting cycle gives structure to learning from experience. 
The researcher of this assignment will describe the following reflecting cycle using first-person writing style because he is reflecting about his own experience. 

3.1 Description 
During my professional life, I have had many job interviews. Some of them went well; other ones did not. This particular job interview that I applied was when I was 26 years old, in 2004. It was for a government job as the head of communications, for the north of Chile. Six hours away from my home. I felt that I had the capabilities and experience. They were offering a fair wage and a house. That was a great incentive because I was single and ready to take the challenge. The first interview took place in Santiago, where several journalists were invited. From that first interview, only three journalists were selected to the next interview, that was with the Major, away at the north. On the first interview, I felt really comfortable with the questions, and the panel was satisfied with my answers. 
For the second interview, I travelled by bus to the north. Usually, the north of Chile is warm, so I took a suit that was not for cold weather. I arrived the day before the interview and morning after I realised that it was freezing and I have not dressed appropriately. I arrived at the house of the Major and, to make things worse, they made me wait outside for at least 15 minutes. I was freezing, and I could see through the window that the Major had the chimney on and he was laughing with a lady, whom he was interviewing. By the time he invited me in, I felt that he had chosen the journalist already. He was not very interested anymore and did not wanted to waste his time.  
 
3.2 Feelings 
I felt frustrated. I should have taken my car, and I should have had a coat on me. It was naïve from me not to be ready in that way. I thought that It was going to be warm. I I didn’t have much experience in the area’s weather.  
 
3.3 Evaluation 
The first round of interviews was fantastic, and it took me 20 minutes to arrive at the place from my home. The second interview was uncomfortable. I was not happy that I had to wait outside for nearly 15 minutes. I missed my car and my coat.   
 
3.4 Analysis 
The importance of feeling comfortable in every sense is fundamental when we attend an interview. In my case, I should have checked the weather forecast of the area, and not take anything for granted. I was going prepared for the interview, but since then, I expect the unexpected.  
 
3.5 Conclusion 
In conclusion, I can say that the situation was uncomfortable and I felt frustrated. I learned that wearing appropriate clothes is very important. Also, I could have asked at the beginning to wait somewhere warm, or perhaps come back 15 minutes after and warm my body up exercising somewhere.  
 
3.6 Action Plan 
An action plan for an interview, as well as going prepared with a computer presentation and handouts, referring to my experience, is to wear appropriate clothes according to the occasion and weather. Check the weather forecast and if we experience a 15 minutes window while waiting in the cold, try to find a comfortable place and get warm, and if possible, exercise.  
[bookmark: _Toc53314841]
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A VARK Learning Profile for Example
 
	Visual Score
	Aural Score
	Read/Write Score
	Kinesthetic Score

	9
	3
	2
	0


You have a very strong Visual learning preference.
 
You have a very strong Visual, single preference for learning. The gap between your Visual score of 9 and your next highest score of 3 for Aural is large enough to indicate that, while you are quite capable of learning using each of these four VARK modes, the Visual mode is your first preference. This means that you usually begin with the Visual representations of learning and that you use those
Visual strategies more often, as this profile will explain.
 
	Preference
	Percentage of Total Database

	mild Visual
	1.3%

	strong Visual
	0.5%

	very strong Visual
	0.2%



[image: ]DATA TABLE FOR THOSE WITH A VISUAL PREFERENCE
There are not many of you!
Some general points about those who have a single Visual preference like you. They have a number of ways to use their preference to learn.
They need to use only their preferred mode for major decisions and for learning. They say they are decisive and they are confident that their learning decisions using that mode are the "right" ones for them. They may resist using other modes.
1 This does not mean that they use only their single mode. Communication is always multimodal. They will be using their other preferred modes but they will play a lesser part in their learning.
2 They may have some flexibility to switch from mode to mode, based, not only on the circumstances, but also on other factors mode, time of day, need for a decision, empathy for others involved... But their single mode will be their main preference. It will be used first and it will be the one that is at the centre of their learning decisions and behaviours.
I suggest that at this point in your reading, you go to the end of this profile and look at the Helpsheets for V, A, R and K. Start with the Visual list. You should underline or check those that you use regularly. Return here when you have finished. You will probably have checked most strategies in your main list and a few strategies in some of the other lists. 
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Appendix E
Mind map
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If the image is difficult to read, the input is the following one
Based on Life-long learner 
Build personal brand
Communicate personal values
Admin
University enrolments
Other courses enrolments
Paperwork
Focus on a growth mind set.
Try to take new challenges
Own developments
Create and execute learning goals
Measure progress
Work with mentors and seek feedback
Make personal investments
Do what you love
What the world need
Get paid
Stretch
Go out of comfort zone
Time management
Attend lessons
Study
Research
Support
Friends
Family
Finance
University fees
Food
Leaving
Child care
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Job title: Office Assistant

Organisation: The CAE Location: Swansea Start: January 2021

Contract: 12 months (intially)  Salary: £9.20/hour Hours: 25hours / week

The CAE s a South-Wales based organisation that aims to inspire, support and promote BAME
‘employment and entrepreneurship and is the only organisation of its kind in the UK that has.
developed solutions to support members of the BAME community who wish to find jobs or set up
‘and grow their businesses.

We are looking to recruit an experienced and energetic indvidual who is passionate and self-
motivated to serve as an Office Assistant. The ideal candidate wil have 2 marketing and customer
service background or experience in a similar stting.

The role i a fixed term contract with the potential of being extended subject to performance and
the availailty of additional funding.

Key Areas of Responsibilty

Handing incoming calls and other communication
Recording, updating and flig information

= Serving visitors by grecting, welcoming, regisering and directing them as needed
 Supporting al teams to provide seamless services 10l participants and other stakeholders
= Maintaining and coordinating schedules

= Maintaining the CAE premises clean and well organised atal imes.

= Assisting with event planning and organisation

= Partiipation at exhibtions and events to represent and promote the CAE as needed

= Updating publicty and marketing materials and important notices and assisting with distribution
where needed

= Running actvities under assigned projects and meeting all associated deliverables.

= Monitoring assigned project activites on the organisation's webpages and reporting on them.

= Always acting in ine with The CAE's poicies and procedures and serving in the best nterests of
The CAE.

« Assisting with other reasonably assigned tasks






  


Vacancy 


  Job title: Office Assistant  
 


Organisation: The CAE                    Location: Swansea Start: January 2021 


 
Contract:  12 months (initially) Salary:      £9.20/hour                     Hours: 25hours / week 


 


The CAE is a South-Wales based organisation that aims to inspire, support and promote BAME 
employment and entrepreneurship and is the only organisation of its kind in the UK that has 
developed solutions to support members of the BAME community who wish to find jobs or set up 
and grow their businesses.  


We are looking to recruit an experienced and energetic individual who is passionate and self-
motivated to serve as an Office Assistant. The ideal candidate will have a marketing and customer 
service background or experience in a similar setting. 


The role is a fixed term contract with the potential of being extended subject to performance and 
the availability of additional funding. 


 
Key Areas of Responsibility 
 


• Handling incoming calls and other communication 


• Recording, updating and filing information 


• Serving visitors by greeting, welcoming, registering and directing them as needed 


• Supporting all teams to provide seamless services to all participants and other stakeholders 


• Maintaining and coordinating schedules 


• Maintaining the CAE premises clean and well organised at all times 


• Assisting with event planning and organisation 


• Participation at exhibitions and events to represent and promote the CAE as needed 


• Updating publicity and marketing materials and important notices and assisting with distribution 


where needed 


• Running activities under assigned projects and meeting all associated deliverables. 


• Monitoring assigned project activities on the organisation’s webpages and reporting on them. 


• Always acting in line with The CAE’s policies and procedures and serving in the best interests of 
The CAE.  


• Assisting with other reasonably assigned tasks 


 







  


Vacancy 


 


 
 
 
 
 


Person Specification 


Description Essential Desirable How Evaluated 


Education  - 5 GCSEs, grade C and above or 


equivalent, including English and 


Maths 


 


-Advanced academic or relevant 


qualification 


 


CV, Application letter 


and evidence of 


qualifications 


IT -Proficiency in use of Microsoft 


Office packages and email 


-Proficiency in using the internet to 


access quick and accurate 


information 


 Application Letter and 


interview 


Language  -Excellent written and spoken 


English 


- Ability to speak other languages e.g. 


Arabic, French or Welsh  


Application Letter and 


interview 


 


Flexibility and 


travel 


-Able and prepared to respond to 


changes in business demands and 


to accommodate a contract 


extension or added working hours, 


without other conflicting 


commitments 


 


 


 


 


 


Application letter and 


interview 


Work 


Experience 


- Experience in any one or more of 


the following roles: 


marketing, customer service, client 
relationship management, sales, 
advice agency or similar setting 


- Previous work /volunteering 
experience in a similar role. 


- Experience working with 
vulnerable people 


 


CV, Application letter 


and interview 







  


Vacancy 


 
 
 
 
Skills and Abilities  
 


• Ability to work effectively under pressure and to meet tight deadlines 


• Excellent communication skills (both written and verbal English) 


• Good interpersonal skills 


• Great organisation, multitasking and planning skills 


• Ability to exercise discretion and confidentiality 


• Advanced experience and ability with MS Office software 


• Able to work well within a team as well as on your own 


• Pro-active and self-motivated 


• High level of numeracy 


• Good customer service skills 


• Ability to work with and serve people of diverse ethnic backgrounds and circumstances while 
remaining respectful and non-judgmental. 


• Great Interpersonal skills with a passionate and positive personality 


 


How to apply? 


To apply, please submit a CV and application letter to info@caentr.org . It is in your own interest that 
you are clear in your application about how you meet the essential criteria with clear examples where 
possible.  


 


Deadline: 4th December 2020 


 



mailto:info@caentr.org
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Curriculum Vitae     Enrique Quevedo Diaz     Experienced Managing Director with a demonstrated history of working in the international  education sector.    Owner at British Lessons, student exchange and My Learning, digital platforms.    Strong business development,  Sales and  professional skilled in customer service,  teamwork   and modern tech. Spanish and English spoken.     Director      British Lessons Ltd.      International education academy , selling programmes to international students.      May 2015  –   Present (5 yrs 7 mos)     Director      My Learning, Chile      Nov 2018 –   Present (2 yrs)   My Learning is a consolidated team of highly qualified professionals, of fering technological  solutions since 2018, with skills and work experience that includes successful educational  projects.       ESOL Tutor      Carmarthenshire County Council      Sep 2018  –   Present (2 yrs 3 mos)      Help students that speak other languages to learn Englis h language. I'm responsible  for teaching reading, writing, listening, and speaking skills. We use various platforms,  face to face and online tools, for activities and teaching methods to help the learners  with English language exams.       Volunteer at Llanelli Tennis and Squash Club      Llanelli Tennis and Squash Club      Jul 2020  –   Present (5 mos)      Part of the committee team members. In charge of the organisation of the event of the  club. Direct contact with customers who book the facilities for th eir parties.     Volunteer ESOL Tutor      Carmarthenshire County Council      Apr 2016  –   Jul 2018 (2 yrs 4 mos)      During my role as an assistant to the principal ESOL tutor, I was in charge to check  students progress, help students during the class.       Student and Family S upervisor      MyEducation (UK) Ltd      Sep 2015  –   Jul 2017 (1 yr 11 mos)      I was supervising International Students and their host families and writing reports to  the primary office. I was available for any concerns that families or the students could  have. I was th ere to support them.         
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Managing Director      QP Wines Ltd      Sep 2008  –   Sep 2014 (6 yrs 1 mo)        Deputy Manager      Machynys Peninsula Golf & Country Club      Mar 2013  –   May   2014 (1 yrs 3 mos)      Set in the beautiful coast of Llanelli, as part of the management team I was on a rota  basis reporting direct to the Food & Beverage and the General Manager and ensure a  high standard of guest care as well as managing the finances of th e department to  achieve budget as well as controlling food, liquor and wage costs.          Restaurant Manager      Stradey Park Hotel      May 2007  –   Sep 2008 (1 yr 5 mos)      In charge of the whole operation of the restaurant, promoting local fresh products on  our menus. Also in charge of recruiting, training and supervising staff, hygiene and  health and safety legislation/guidelines, advertising and marketing the business,  ove rseeing stock levels, ordering supplies, producing staff rotas, handling customer  enquiries and complaints, taking reservations, greeting and advising customers.          Dining Room Staff      Royal Caribbean International      Dec 2004  –   Dec 2006 (2 yrs 1 mo)      Travelled th e world and working with people from many different cultures. Leading  teams to set up a bustling restaurant, The King & I, on board the Splendour of the  Seas, for two thousand people, day in and day out, providing first - class services and  working under pre ssure for six months, without a day off. One of the best experiences  of my life, working with a team of great people. During my time onboard, I was  promoted to work at the Food & Beverage manager's office, where I had direct  communication with the executiv e chef, to create and translate the menus in English  and Spanish and populate labels outside the restaurants and in front of the food for the  customers to read.          College Tutor of Culture and Society      Instituto Profesional La Araucana, Santiago, Chile      Mar 20 04  –   Dec 2004 (10 mos)   I thought culture as the set of all forms of life and expressions of a given society, including  customs, practices, codes, norms and rules of the way of being, dressing, religion, standards  of behaviour and systems. We visit museums,   exhibitions and analyse movies with a social  sense.     Journalist      Postgrado de la Escuela de Ingeniería  -   Pontificia Universidad Católica de Chile      Mar 2003  –   Nov 2004 (1 yr 9 mos)   Journalist in charge of developing the web page of the School of Engineering o f the  Pontificia Universidad Católica de Chile, interviewing more than a hundred professors,  mostly doctors with studies in the best universities in the world. To publicise their various  research and then publish articles with photographs. In charge of cov ering School events.  
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Periodista / Journalist      Holanda Comunicaciones S.A.      Jan 2001  –   Dec 2002 (2 yrs)   A journalist in practice, I started as part of a journalistic team. Writing and publishing articles  and interviews with public figures and travelling to  different parts of Chile with  photographers from the editorial group. Among my interviewees are models and television  hosts, footballers and singers.       Education     University of Wales Trinity Saint David      Leadership and Management, Business Administration and M anagement, General      2020  –   2023      First - year, Level 4. Learning, presenting and writing assignments for the following  modules Team Working Digital Skills and Research Methods Problem Solving and  Decision Making Business Plan Employability Skills       Universidad La República      Periodista / Journ alist, Communications, Economics, History, Politics, Law,  Philosophy, Sociology, Psychology, Arts.      1996  –   2002      His Thesis: "The treatment of the press for the case of Operation Albania", obtained  maximum distinction.     Licenses & certifications   Jisc disc overy tool  -   Student  -   Jisc      Issued Oct 2020     Alcohol li cense holder   Issued  April  2008     Skills   Spanish English International Education Exchange English as a Second Language (ESL)  Editorial       Contact details    Address :   Upon request   E mail :   Enriquecqd@gmail .com   Tele p hone number : + 447707225535  
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Centre for African  E ntrepreneurship     November 2020     Dear Hiring Manager,     It is a pleasure to be applying for the Office Assistant position at  the Centre for African  Entrepreneurship   ( CAE ) . As a highly observant person with a passion and understanding for the  needs of others, I am   excited at the idea of serving the team at  C AE , the leading name  inspiring a nd  support   BAME in  Wales,   is the proper setting in which to use my knowledge and work ethic toward a  valuable cause.   During my rol e as  business   owner and director , I regularly assisted the financial aid staff with  countless projects. I also played a major role in serving the students who came into the  academy   who needed guidance. I have a passion to serve others   and for selling.    My experience  as   a journalist and selling  wines and education packages , gives  me confident that I  can execute the Office Manager role at  CAE . I am accustomed to a fast - paced work environment,  and I am able to meet many   demands in a short period of time. The high volume of students coming  into the office with multiple needs trained me to handle situations quickly and effectively. I pride  myself on my communication skills and professionalism.     Thank you for considering my   application. I look forward to hearing more about the Office Assistant  position at  CAE   and hope to use my existing skills and learn new skills with the company.     Sincerely,     Enrique Quevedo Diaz  
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