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This assignment will be looking into professional career development. The first part of the assignment the student will be discussing learning styles, she will be talking about her own learning styles along with another person learning styles. Next the author will be completing a SWOT analysis for herself and the same person. The student will be identifying what potential barriers to learning are and how they may be overcome. The author will then analyse learning/development needs for herself and another person along with identifying supposed mechanisms to develop these learning/development needs. In the third section the student will create a development plan for herself where she will list her goals, what she will need to complete these goals, what support and resources that are needed to complete these goals, how they will be measured and a date in which these are to be reviewed. In the last part of the assignment the student will reflect on the preparation of the recruitment process, to do this the student will be using the Graham Gibbs model of reflection which will allow the student to reflect on 6 stages which will include: Description, feelings, evaluation, analysis, conclusion and action plan.

[bookmark: _Toc58184475]Section 1: Know how to identify development needs

In this first section the student is going to be identifying the learning styles of both herself and a peer.  To do this, the student will be completing three learning style questionnaires to identify her own learning style. Next the student will be completing a SWOT analysis for herself and another to acknowledge both their strengths, weaknesses, threats and opportunities. Finally, the first section of the report will discuss potential learning barriers and how these can be overcome.

[bookmark: _Toc500943472][bookmark: _Toc58184476]1.1 Identify learning styles for self and another 

A learning style is referred to as the preferred way in which an individual takes in, comprehends and retains information. Some individuals understand processes through following verbal instructions whereas others have to take on a hands-on approach. Individual learning styles can depend on cognitive, emotional and environmental factors as well as past experiences (Author unknown, 2020). There are multiple questionnaires for which an individual can identify their own learning styles such as: VARK and Honey and Mumford.

The first questionnaire completed was the VARK. VARK is an acronym which is used to describe four different learning styles that were described by Neil D. Fleming and Coleen E. Mills in 1992. The learning styles are: 
V – Visual
A – Auditory
R – Reading/Writing
K – Kinaesthetic

Visual
Visual learners learn best from information being presented to them in the form of graphs, pictures and symbols.

Auditory
Auditory learners learn best by having information presented to them vocally. They may benefit from reading their written work out loud to themselves to help them think it through.

Reading/Writing
Students who learn best by having information presented to them in the form of written information such as handouts or PowerPoint slide presentations. 

Kinaesthetic 
Kinaesthetic learners learn best by participating in hands on activities as they are known for needing to take a physically active role in the learning process in order to achieve the best outcome.

Neil D. Fleming and Coleen E. Mills went on to create the learning styles questionnaire to help students identify and understand their own learning preference (University of Kansas, 2020).

The last questionnaire to be completed by the student and her colleague was the Honey and Mumford Learning Styles questionnaire. This questionnaire was developed by Peter Honey and Alan Mumford. It is referred to as a highly cost-effective self-development instrument which is designed to measure learning preferences in individuals 16 and above (Stevens, M., 2020). 

 Activist
Activist learn best when they engage in new experiences, problems and opportunities, they tend to think before they act. They tend to understand better by being thrown in the deep end, working with others with problem solving and role-playing exercises. They tend to learn least when reading long pieces of work, listening to lectures and following precise instructions. 

Reflectors
Reflectors learn by watching and studying about what happened. They consider all ways and how this can affect them before deciding on a resolution. A lot of time is taken to listen and take in the information, as they are cautious and give thought to what they are being taught. They tend to learn best when they stand back and watch first which gives them time to think and workout before commenting and acting. When they are given an opportunity to go over what has happened, they excel by partaking in the tasks which does not include any deadlines. They tend to learn least when they are put forward to take the lead in a group as they like to prepare first and do not like to be rushed by given deadlines. 

Theorists
Before acting Theorists like to think things through step by step.  They need models, concepts and facts before they can learn as they like to analyse and synthesise because they feel uncomfortable with personal judgements. They are usually found to be perfectionists who are unable to rest until things are tidy and fit into place. Their approach to problems is almost always logical. 

Pragmatist 
Pragmatist apply knowledge to practical situations. They learn by linking new information with real life problems (Neugebauer, J & Evans-Brain, J., 2016, p337).  They tend to like trying new things out and also like techniques which can be applied immediately. 
  
The results of the questionnaire  (See appendix A) show that the students learning style is that of a reflector, however the results followed closely with pragmatist and theorist. The student scored a 19 for reflector, 14 for pragmatist and a 13 for theorist. The student does agree with the result of being a reflector, this is because in everyday life the student likes to ponder over decisions before taking action, however she believes she is more of a theorist. The colleagues result of the questionnaire had shown that she is an Activist and a Theorist. The colleague agreed with the results that she was an Activist although she believes she is not a Theorist. On the other hand, the student believes that her colleague is Theorist.
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SWOT Person 1


	
STRENGTHS
Conscientious
Delegating
Hard Working
Patience
Team Player
Independent Worker
Organised 
	
WEAKNESSES
Balance Time Management
Money
Doubting myself
Assertiveness 


	
OPPORTUNITIES
Career Progression
Recommended
Degree
Social Media
Need in the marketplace, improve
	
THREATS
Bankrupt
Out of Time
Redundancy
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SWOT Person 2


	
STRENGTHS
Enthusiastic
Organised
Independent Worker
Team Player
Knowledgeable 
Hard Working
Reliable
Conscientious   
	
WEAKNESSES
No Common Sense
People Skills
No Self Belief
Favouritism
Non-Expression


	
OPPORTUNITIES
Progression
Skill Development
Good Contacts
Improvement
Give Compensation for Complaints

	
THREATS
Redundancy
Outperform Others with similar roles
Taken advantage of
Disliked
Not approachable
Colleagues not doing their jobs and going behind them to do it


























[bookmark: _Toc58184478]1.3 Identify potential barriers to learning for self and another.

A barrier to learning can be anything that stops learners fully engaging in learning. When learners are not fully engaging or participating in any learning activities it becomes impossible for them to be fully engaged. There are multiple barriers to learning some of these may be motivational, emotional or related to learning difficulties. Some examples of motivational barrier may include lack of goals, procrastination, lack of prioritisation or learning environments. Examples of emotional barriers can include fear, such as fear of criticism and fear of failure. Adjusting to change may also be a barrier as well as shame; some individuals may feel their work will never be as good as others resulting in them not even trying to succeed. 
There are also multiple external and internal barriers, some examples of external barriers may be family, work, private life, money and friends. Internal barriers can be religious beliefs. Finally, there are a number of learning difficulties which may become a barrier to learning, examples of these may be Depression and Dyslexia (ACCIPIO, 2020).  
Some examples of learning barriers in the workplace could be:
Lack of a sense of community 
A lack of sense of community may lead to the employees not feeling a sense of connection, meaning that social engagement in learning is impossible to achieve. Having a sense of community can lead to a stronger sense of connection to the organisation and its goals, which may motivate the employees to share experiences, learnings and observations with others.
Lack of purpose
A lack of purpose can be the most harmful challenge of all, without having a reason to learn new things and develop some individuals cannot engage in the learning experience. This may be addressed by making the goals of any learning clear at the beginning.    

[bookmark: _Toc500943475]
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Learning barriers in the workplace stem from social working environment. Challenges can be counterproductive and also have a negative impact on employees. There are multiple ways these learning barriers can be overcome, some of these may be:

· Participating in learning tasks.
· Further training.
· Continuous assessing and debriefing.
· Appraisals.
· Motivation from peers.
· Setting goals.
· Learning timetables.

[bookmark: _Toc500943476]
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[bookmark: _Toc500943477][bookmark: _Toc58184481]2.1 Analyse learning/development options to meet needs of self & another.

There are various learning and development options to assist the needs of self & other, these are:
· Self-assessment.
· Personal Development Plans (PDP).
· 360 Appraisals.
· Observations.
· Training.
· Monitor performance.

[bookmark: _Toc500943478][bookmark: _Toc58184482]2.2 Identify support mechanisms for the development of self & another

The support mechanisms that are there to improve others and personal development are:
· [bookmark: _Toc456901523]Workshops.
· Appraisals. 
· Mentoring.
· Group Support.
Building relationships with colleagues, will enable individuals to establish good working relationships and resolve any issues that could potentially escalate into far serious matters. Having group support allows team members to gain feedback from peers along with sharing new ideas and experiences which will in turn help build confidence.

[bookmark: _Toc500943479]
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Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

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

	
Balance work/life
Money

	
Plan ahead
Budget
	
Family
Work
	
Be prepared and not worry about money
	
31/03/21

	
Self-belief
People skills


	
Read books
More friendly
	
Colleagues/work
Family help
	
Progression
Happiness
	
31/03/21

	
Progressing to the next level of employment


	
Undertake training
Take on extra responsibilities within the workplace
	
Support from company, colleagues and family
	
Feedback from employer 
Receive promotion

	
31/07/21





Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	Within the next 12 months the student aims to simplify her life and limit her time on social media, to do this the student will have to learn to have more self-control and not be distracted so easily. To simplify her life the student will have to not impulse buy and only buy what is needed also to be more focused on her time spent on social media.

	Medium Term Goals (2-3 years)

	Within the next 2-3 years the student hopes to progress to the next level of her career.
This may be achieved by developing the skills needed in order to progress. The student will also need to complete any necessary training required to fulfil the role. 


	Long Term Goals (3-5 years)

	Within the next 3-5 years the student will gain her BA Degree and obtain her preferred job role with the qualifications she has gained. This will be achieved by completing the Certificate in Higher Education – Skills for The Workplace course and then completing level 5 and 6 in order to gain her degree.





[bookmark: _Toc500943480][bookmark: _Toc58184484]2.4 Method used to monitor the development of self & another.

To monitor the development of self and other there are various methods that are available to use. 
· Appraisals.
· Up-to-date PDP’s
· Self-assessment Questionnaires
· SWOT Analysis
With regular appraisals this helps self and other to keep up to date with performance and any issues that arise within the workplace. Keeping the communication channels open with discussions within the working environment will benefit all within the workplace. Appraisals will help the employees improve on various tasks if unsure or not confident in their role.
Keeping up to date with PDP’s will enable self and other to monitor their progress and make sure they are on track with development plans.
By completing self-assessment questionnaires self and other can look to see if their learning style has changed since last completion.
By completing a new SWOT Analysis this will enable self and other to look at the strengths, threats, weaknesses and opportunities to see if their development needs addressing. 
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[bookmark: _Toc58184486]Reflection on the recruitment process 

In order to reflect on the recruitment process the student will be using the Graham Gibbs’ Model of Reflection which was created by Graham Gibbs in 1988 to give structure to learning from past experiences. It allows the individual to learn and plan from anything that either went well or did not go well. It covers six stages: Description, feelings, evaluation, analysis, conclusion and action plan (The University of Edinburgh, 2020). Below is a diagram which shows the cycle of the six stages.
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Before I could apply for this vacancy, first of all I had to create a CV (See appendix B) which needed to include my details, education and work experience. I researched CV’s to give me a wider idea on what layout it should have as well as what information I should include or not include. Then I had to search for suitable job vacancies that I was qualified for and then prepare a cover letter (See appendix C) to go with the application. After I found the job that I wished to apply for I then did some research on that job so I would have a greater understanding of what the role required of me, also to ensure that I had knowledge on the company should I be asked some questions if I was selected for an interview. 

[bookmark: _Toc58184488]3.2 Feelings

On finding this job vacancy I felt very excited to apply for this position even though I was unsure if I was qualified enough for this role. I was feeling a bit nervous filling out the application because I wanted to fit this job spec perfectly but I was fully aware that I had to tell the truth on my application as this could be detrimental to me if I was asked any questions in an interview and I was not able to answer fully. I was aware not to make my cv to long as employers do not like them to  be more than two pages long as they may dismiss my CV due to the volume of applications they receive.   

[bookmark: _Toc58184489]3.3 Evaluation

There were two sides to this application which was good and bad regarding this whole experience. The good part was being able to apply for this job and emailing it back in time before the deadline expired. I was happy that I was able to complete all the areas on the CV which gave me a sense of achievement. The bad side to this process was that I did not know if I was going to be asked to attend for an interview and the wait to receive a reply back seemed like an eternity. 

[bookmark: _Toc58184490]3.4 Analysis

I believe the whole process from start to finish was a success because I was determined to complete this application as I really wanted this job so I could progress within my career development. It has been a while since I last applied for a job and I felt very pleased with myself on doing all I could in order to get this position within the company. 

[bookmark: _Toc58184491]3.5 Conclusion

I have realised that when applying for this vacancy I have to make sure that I bought out the time in order to complete this application fully. Some areas on the application took a little more thought which in turn took a bit more time to complete. 


[bookmark: _Toc58184492]3.6 Action Plan

If I was to apply for this job again, I would make sure that I applied for it straight away and not leave it close to the deadline date, as I am sure the employer would have received so many applications towards the end of the deadline submission.
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Yasmin Khalid

Address: 42, Oakley Place, Grangetown, Cardiff, CF11 7EU Tel No: 07727663370 Email: yasminkhalid@hotmail.co.uk 

Personal Statement
I am a healthy, hardworking, enthusiastic person who enjoys hands-on work, both physical and mentally stimulating. I am a punctual and reliable person who works well under pressure. I am honest reliable and work well as part of a team as well as my own initiative. I am a good listener who is able to communicate with people at all levels. I am comfortable taking direction and enjoy a job well done. 

I have a friendly disposition and have a good sense of humour. I have been in a position of trust, handling money for others. I am comfortable with Health & Safety procedures. I am looking for the opportunity to apply and expand my skills old and new. 

I have a range of experience in customer service. I am solution focused and have always taken pride in handling challenging solutions quickly and skilfully. In all my service roles, I have work to tight deadlines.     

Key Work based skills

•	Strong communication skills 
•	Excellent team player
•	Effective in self time-management
•	Good at meeting deadlines
•	Good experience using Word, Excel and PowerPoint
•	Money handling experience
•	Good organisational time keeping skills
•	Experience of customer service

Key Personal skills

•	Friendly and approachable
•	Organised and hard working
•	Good timekeeper
•	Take pride in my work
•	Highly practical

EDUCATION:

Coleg Glan Hafren 
September 1992 – June 1993
Rumney College 
September 1982 – June 1983		

	
QUALIFICATIONS & CERTIFICATES
October 2020 - Currently studying towards gaining my Level 4 ILM, Certificate in Higher Education Skills for the Workplace Programme in leadership and management.

NVQ Level 1 & 2 - Communication Information Reprographics Health & Safety 
Royal Society of Arts Stage 1 & 2 - Word Processing (Distinction) Typing and Audio Typing

Business & Technology Education Council General Diploma - Business Studies 


Employment history 

Ground Floor Team Member, Premier Inn 
September 2019 – Present 

Achievements and responsibilities: 

With a warm welcoming smile and a hand on approach, I greet all our guests in the reception. I make sure every service our guests use outside of their rooms is turned into a great experience. I deliver a service with a smile responding to customer queries and questions about our products or services and ensuring I resolve any queries and issues. 

I bring a strong warm and enthusiastic approach to every shift I work, and I am a strong team player with energy and commitment towards my role. I conduct other duties alongside my team playing a huge part in ensuring every shift is as smooth as it can be, with our guests being delighted with their experience.

• Actively resolving guest complaints ensuring customer satisfaction. 
• Working across all floors and leaving a positive lasting impression on every guest. 
• Consistently maintaining and delivering Premier Inn standards. 
• Striving to exceed all guests’ expectations. 
• Using guest feedback tools effectively and efficiently to create a great guest experience. 
• Communicating and liaising with the team, demonstrating determination to deliver standards. 
• Sharing thoughts, ideas, knowledge and listening to others to develop. 
• Working as a team to deliver results. 
• Maximising every opportunity to up-sell during service. 
• Implementing processes and systems to deliver efficiencies across the business. 
• Being the eyes and the ears of the business to produce quality sales leads. 
• Supporting Whitbread’s chosen charity by actively participating in fundraising.

Sales Colleague, Asda, Cardiff Bay
September 2010 – September 2019

Achievements and responsibilities: 

Providing a warm friendly experience to all customers
A champion of best practice who is organised and customer focused
Ability to handle multiple tasks and priorities  
Able to provide excellent customer service, efficiently and effectively on products and offer the opportunity to purchase complimentary products
Treat customers fairly and with respect
Excellent communication skills and a peoples’ person
Process sales, help customers, and provide refunds and exchanges as required with great attention to detail
Good customer relations and manage all complaints effectively including queries 
Flexible approach in order to meet the demands of the business 

Sales Executive, V&A Marketing Limited, Cardiff
January 2002 – September 2010

Achievements and responsibilities: 

Achieved and exceeded target sales
Managed existing customer and sales targets
Provided lead generation of new accounts and introduced new sales outlets to existing customer
Participated in achieving in a £5m turnover distributing FMCG to leading UK retail increasing export sales by 35% 
Provided support and advise in the nursery and grocery wholesale distribution  
Provided and created promotional incentives for new and existing business
Communicated and liaised with internal and external stakeholders built and maintained business relations 

Delicious, Cardiff 
July 1998 – January 2002

Achievements and responsibilities: 

Managed the food and beverage provision for external stake holders 
Monitored the budget and financial forecasts
Monitored and purchased products to maintained stock and maximise profit
Raised invoices and payments created audit trail on Excel for all financial expenses 
Complied with Health & Safety including Food Hygiene standards
Good communication skills with suppliers and clients providing good customer service effectively and efficiently

PERSONAL INTERESTS
• Sight seeing 
• Reading history and autobiographies  
• Cycling 
• Keeping fit and studying 

References
References are available upon request.
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Cardiff Civil Justice Centre
Cardiff
CF10 1ET

Yasmin Khalid
42 Oakley Place
Cardiff
CF11 7EU
3rd November 2020

Re: Administration Officer

Dear Sir/Madam,
I would like to express my interest in the Administration Officer post, because I have substantial experience of working in support and advise role. Having been in front line of customer service role in all my jobs I have conducted, my knowledge has vastly increased making me confident and flexible in all areas that I have worked. 
I have developed excellent all-round knowledge of the systems currently utilised in HR such as Microsoft packages including Outlook, Word, Access and Excel spreadsheets. I use Microsoft extensively in my studies as well as in my working life. During my role at Premier Inn I have drafted responses to correspondence of complaints received including the use of emails. I work as part of a team in a fast-paced environment maintaining good working relationships with my colleagues. I have coordinated and handled administrative and clerical tasks with a strong multitasking and organisational skills. I communicate with my team, respond to public inquiries face to face, telephone calls and emails. I communicate professionally and in a clear effective manner with members of the public and my team. I treat all requests in a timely manner and take extra precaution confirming information received from my senior team before forwarding and explaining the process to customers and my team ensuring they understood. 
 Please find enclosed my CV for your consideration. This will further display my capabilities that will make me the perfect candidate for this role. 
I am interested in becoming part of HMCTS as I have strong communication skills along with excellent customer service skills which is vital to the effective operation of the Courts, Tribunals  and other offices within Her Majesty’s Courts and Tribunal Service. My education and experience are a very good match for the job duties and requirements listed. 
I am currently studying for my CertHE Skills for the Workplace which will give me a Level 4 ILM Certificate in Leadership and Management Skills.
I would appreciate the opportunity to interview for this position. I look forward to hearing from you.
Yours faithfully
Yasmin Khalid
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