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INTRODUCTION
To improve my employability skills and to be able to advance my profession, it is extremely important to find out how I absorb information and how I apply it in external fields. Therefore, I will have to identify the areas of weakness with respect to gaining knowledge and whether or not I have any barriers which I may encounter when I am in the learning process. I will also try to discover and try new and alternative learning methods that may be suitable for my learning requirement.
Upon establishing this, I will make my own personal development plan in such a manner that it will establish the important skills that I will have to get in which method I will obtain it in order to achieve what I desire. I will set out a particular goalb that are possible to get so that I can measure and keep track of my progression utilising this plan.
The result of my plan will ultimately help me in becoming an advanced and proficient learner that will help me become a confident on applying for a job, better handle interviews and be a better learner. It will also enable me to identify any weakness that I many have in any areas of my learning and help me find solutiond for such. It will help me improve my existing skills and also help me gain new ones. I will also enable me to be able to improve on how to make a better development plan for the future.

2. A reconnised method to identify the learning style of myself and a member of the team
My Learning Style
In order to identify my learning style I have utilised the VARK learning style questionnaires together with Honey and Mumford’s learning styles questionnaires. By completing the questionnaires I have been able to identify that I am a “Reflector” according to Honey and Mumford’s method. My strength. My strength lies on the fact that I am good at listening and observing. I listen carefully and “write” that in my mind instead of being busy taking too many notes I find this is the best method for to learn and remember things, I like to see practical demonstration of something this gives me added strength and confidencce about something that I will be able to excell on. A also like to explore alternative method or design about something that I am interested to learn, operate or design. I like to use my skills to demodstrate to others about what I have created.
I like to use technology where possible in order to develop something that will be user friendly, viable, practical and functional. I like to get feedback form multiple sources and methods on what I am doing in order to improve on what I am doing. I am a “realistic” perfectionist I always like to come up with the best possible result of whatever I do, my motto is “only the best will do” where possible. I am a person of positive thinking with a plan, goals and targets who aims for succes via “whatever it takes” principle. My preferred workspace is alone but of course I am okay woking in groups or a team (just not as good as working alone). I like to read as much as possible I find gaining knowledge by reading books, journals and online is easy for me - it builds my confidence and the ability of making an informed decision on what I am doing or learning.
According to the VARK learning method my learning style identified as “Visual” I prefer to have a visual demonstration of something that I am learning and also prefer to give a practical demonstratio an audience – by this method I can absorb information quicker and remember them better.

Another member’s learning style
In order to identify another team member’s learning style I used Honey and Mumford’s learning style and identified the team member as a “Reflector”. Based on the result, that person’s strengths would be that he or she likes to gather information from various methods and sources and likes to look at a situation from variuos point of view in order to come to a conclution. His or her choices are that they are interested in someone’s feelings and behaviours. They prefer to get involved in a situation practically in order to reflect on the experience, essentially concerned on the process of it than the final outcome. They like to explore, listen and share ideas with other people. They like to think before doing. However, they can get easily distracted and easily get frustrated therefore find it difficult to make an informed decision.
According to the VARK style of learning, They are identified as Kinaesthetic type learner. They like hands-on real-life experience, for example the experince of touchiong and feeling something to be able to learn. Not first interested to look at an instruction manual of something but dive straight in and have a go first.

3 Development needs ananlysis on myself and a member of my team
My S.W.O.T Analysis


	Strength 
	Weakness

	
· Proficient I.T. Expertise
· Critical thinking
· Fast learner
· Excellent communicator
· Good at solving problems
· Creative thinking
· Analyse information properly
· Adaptable to situations
· Working alone
· Self- awareness
· Helping others

	
· Public speech
· Fear of height
· At times too easy going
· Shyness
· Can get emotional

	Opportunities
	Threats

	
· Attaining better skills
· Having a supporting family and friends to enhance on the skillset that I already have
· Enhance my skill and education level.
	· Competition
· Reaching targets
· Transport
· Logistics




S.W.O.T Analysis of another member

	Strength
	Weakness

	· Good technological knowledge
· Fast learner
· Good communication skills
· Good listening skills
· Good communicator
	· Presentatyion skills
· Public speech
· Forgetful
· Overdoing things
· Poor leader

	Opportunities
	Threats

	· There is room for improvement on critical thinking skills
· Further training
· Getting further qualifications

	· More experienced competitor
· Logistics
· Transport
· Automation




4. My barriers to learning identification
External and Internal are the two types of barriers that exist according to my knowledge.
One of the external barriers for me would be managing my extended family as I need to keep track of the day to day activities and manage and support them financially on top of managing my own family is a good external barrier for me. 
My internal barriers can be logistics, I tend to take on tasks more than I can manage I find its difficult to say no easily, so I try to multitask over my capacity at times.
In my opinion, in order to eliminate my barriers I need to be more pro-active and be more practical and try not to multitask the multitask. I need to improve on time management skills and enhance my experience on working in groups and teams. I also feel that I could improve on my academic qualifications.





5. Available development options for myself and a member of team
My development options
My development needs that I have identified are: I need to learn to manage time more efficiantly, improve on my ecademic qualifications and get further training on my professional skills in the field that I am interested. Try to learn how to do research online and offline and improve on the reading skills. I need to have further qualifications in order to be able to work in teams. I need to improve on planning and project management skills.

Other team member’s development options
They need improvent on time mamagenent skills. They need to improve on team work and communication skills. Need to learn to be more competitive and be able to meet targets efficiantly on time. They need to improve on presentation skils and need to eliminate the fear of public speech.


6. My Mechanism of Support for Development identification
My Own Support Mechanism
The support mechanism for myself would be to carry out extensive research online and offline for example Google and Google Scholar amongst vast amount of other resources available. For offline research there are public libraries, seminars meetings etc. Take more specific courses that are of interest and gain more ecademic qualifications. Try to get help from the friends and family when possible.

Other member’s Support Mechanism
Attain more specific qualifications and skills for future developments and employment prospects. Do more research online of offline. Try to get help from friends and family as much as possible.









7. My Johari Window
The Johari Window below have been used to prepare my development plan

	
	Known to self
	Not known to self

	Known to others
	· Appearance
· Personality
· Hobbies
· Qualifications
· Skills
	· Odour
· Body language
· Tone of voice


	Not Known to others
	· Fears
· Phobias
· Age
· Confidiantility
· Stress
· Hobbies
· Academic Qualifications
· Future ambitions
	· Instincts
· Limit of fight
· Implusive reactions
· Limit of strength
· Mortality



This above table demonstrate that, improvement is needed on the areas of communication, written and verbal skills. I need to eliminate my fears of public speech and be able to be in control in a stressful situation. With respect to enhance my career prospects I need ensure that the tasks in hand are well prepared for and the tasks I am taking are I am confident to be able to complete and I have the necessary skills to do so. I also need to be able to have the necessary skills to be able to measure my progression.

Johari Window of another member

	
	Known to self
	Not known to self

	Known to others
	· Outlook
· Personality
· Hobbies
· Skills
	· Odour
· Bad habbits
· Appearance

	Not known to others
	· Addictions
· Phobias
· Age
· Fear of height
	· Health issue
· Personal limits
· Mortality



The above table demonstrate that there is room for improvement on communication skills, eliminate any fears, bad habbits and addictions. They need to look after their health and outlook. They also need to attain further qualifications if order to get better job prospects.

8 My Personal Development Plan

	Skills to improve
	How to improve
	Tools needed
	Objective

	Reading skills
	Read more books
	Research extensively
	To improve my reading skill

	Writing skills
	Do more writing
	Write essays
	To improve my wring skills further

	Public speech
	Practice in front of a croud
	Practice with a written script in front of a tv
	To enhance and gain confidence to do presentations

	IT Skills
	Use computers more often
	Do more onlike research and write with computers
	To improve my IT skills further



Based on my personal development plan above, I eshtablished the areas of my development that needs further improvement so that I can take appropriate steps to achieve my objective better.


Personal development plan of another member.
	Skills to improve
	How to improve
	Tools needed
	Objective

	Written skills
	Write more essays
	Use computers
	To improve writing skills

	Public speaking
	Practice in front of family and friends
	Get a desk and mic and use a script
	To improve confidence on speaking in public

	IT Skills
	Use computer frequently
	Use computer library and do more online research
	To enhance computational skils



Based on the personal development plan of a team member, it demonstrate that the person need to take further academic qualification and courses to improve on IT, public speech and writing skills on order to have a better job prospects in the future.


9 Description of how a PDP can be implemented in order to monitor one’s development
Personal Deveopment Plan (PDP) can assist in monitoring my development process it will show the areas in which need looking in to. The table will keep everything in order so that I undestand it more effectively. It will show in  steps and in what order I need to do something to achieve my objectives more effectively. The other member of the team can also use a similar Personal Development Plan or alternatively he or she can ask a family member or a friend to minotor their progress towards their objectives.
10 The process of preparing for recruitment

Cover Letter:

Dear Mr Jones,
Ref: V01307 Sales Manager
I am Sayed Shalim applying for the above referred job as Sales Manager. I believe that this is the ideal job I am looking for as I have appropriate qualifications and experience for this position and I would very much love to work for your company. Please find attached my CV.
If you require any further information please do not hesitate to contact me.
Yours faithfully,
Sayed Shalim



Appendix 1: CV

Sayed Shalim – Curriculum Vitae
	Personal Information       
Name
Address



Telephone
Email
	


Mr. Sayed Shalim

Based in Cardiff
United Kingdom



+44 77 0404 0505
shalimdigital@gmail.com




	Profile







	Upon reflection of my personal, academic and work experiences, I have learnt that I have a competitive, tenacious nature and thus thrive on challenges which may come my way. I am able to easily adapt and learn new ways of efficient working with an open mind and inquisitive nature.
I have developed strong, mature work ethics which in turn is helping me strive hard towards my own personal goals. I seek attainable perfection in my work.
I would like to think that my areas of strength are my communicational and technological skills and feel that I can also be very resourceful and perceptive.
I am assertive, open-minded and goal-oriented person, excellent in social communication, trust worthy, very sociable, easily approachable caring and friendly. I am a quick learner, eager to learn, develop and advance.
 


	Personal Skills and Competence

Language



	Multi Lingual	


· English
· Bengali
· Hindi
· Urdu
· Welsh (novice)



	Technical Skills and Competence 

	· UK Retail Sales Skill-Smart Qualification Certificate Holder
· Microsoft and Google Trained
· Web Design and Development
· Graphic Design
· Professional Photography (Google Trusted Photographer)
· Virtual Reality and 360 Degree Photography
· Hardware and Software Engineering



	Driving Licence
	United Kingdom Full Driving Licence held since 1983



	Work Experience


















	2017 – Present	VRDX.co.uk
Google VR Indoor Street View Photographer
Sales Executive

2016 – 2017	Maya Cuisine
Hospitality
Customer Relations Manager

2005 – 2016	Digital City.com, Penarth Road, Cardiff, U.K.
Internet Service Provider
Sales Director


2004 – 2005	                 Remax International, North Road, Cardiff, U.K.
Real Estate Agency
Sales Associate

2002 – 2004	TouchMi, VRDX Court, P.O. Box 1000, Cardiff, U.K.
Real Estate Interactive Advertising System
Sales Development Manager


1994 – 1997                        Smartmobile, Cardiff, U.K.
Mobile phone direct sales
Tele Sales Supervisor.

1990 – 1993	Imperial Sound, 182a Richmond Road, Cardiff, U.K.
Hi-Fi Electrical Retailer
Business Partner




	Education & Training























	
2001 – 2002
· Web Technology Development
· Passed Grade A


1997 – 2000
Cardiff University, United Kingdom.
· Business Administration.
· Graduated.
1989 – 1990
UK Department of Trade and Industry (DTI)
· Advance Business Management
· Passed Grade A


A Level Results:
· Computer Science – A
· Media – A
· Communication – A
· Information Technology – A
· Gained Scholarship Grade A.

GCSE Results:
· English Language - A
· Science - A
· Math – A
· Geography – A
· Business Studies - A
· History - B
· Art & Design - A





	Personal Interest
  
	Information technology, web development, graphic design, electronics,
computer hardware and software engineering, travel, art, fashion and photography.


 
References available upon request



Appendix 2: Application Form

Application for employment 

General guidance notes for filling in this form
· Fill in the application form in black ink and use CAPITAL letters. 
· Answer all the questions with information that is relevant to the job you’re applying for. Avoid using ‘Not applicable’ (n/a). 
· Keep a photocopy of your form as a useful reminder of what you wrote if you get an interview. 
· If you have difficulty filling in the form, ask someone to help you. 
· For overseas vacancies only you must have a valid passport or EEA ID card. You can send a CV with the form instead of filling in section 6 and 7. If the employer asks for copies of documents, do not send the originals. The employer may ask to see the original documents if you get an interview. Remember to take the documents with you. 
· Sign and date the form to confirm that the information you have given is correct.

Data Protection Act 1988 
We may put the information you give on this form onto a computer system to help your application.


	APPLICATION FOR EMPLOYMENT


	Title of Job Applied For:  Sales Executive

	Personal Details:
First Name: Sayed
Middle name (If applicable)
Last Name: Shalim


Address:
House/Unit Number and Street Name: Canton Court
Town or City: Cardiff
Post Code: CF11 9BH
Home Telephone Number:
Mobile Telephone Number: 07704040505
Email Address: shalimdigital@gmail.com

	

	History of Previous Employment, Qualifications and Skills:
Please provide brief details of previous employment including the name of your employer, job position, duty description, dates employed, salary, holiday period or any breaks and the reason for leaving. Please give as much information as possible that you think would be beneficial for the job position you are applying for.



	2017 – Present	VRDX.co.uk
Google VR Indoor Street View Photographer
Sales Executive

2016 – 2017	Maya Cuisine
Hospitality
Customer Relations Manager

2005 – 2016	Digital City.com, Penarth Road, Cardiff, U.K.
Internet Service Provider
Sales Director


2004 – 2005	               Remax International, North Road, Cardiff, U.K.
Real Estate Agency
Sales Associate

2002 – 2004	 TouchMi, VRDX Court, P.O. Box 1000, Cardiff, U.K.
Real Estate Interactive Advertising System
Sales Development Manager

1994 – 1997              Smartmobile, Cardiff, U.K.
Mobile phone direct sales
Tele Sales Supervisor.


	
Training and Qualification
Please provide details of any qualification and training you have achieved

2001 – 2002
· Web Technology Development
· Passed Grade A


1997 – 2000
Cardiff University, United Kingdom.
· Business Administration.
· Graduated.
1989 – 1990
UK Department of Trade and Industry (DTI)
· Advance Business Management
· Passed Grade A


A Level Results:
· Computer Science – A
· Media – A
· Communication – A
· Information Technology – A
· Gained Scholarship Grade A.

GCSE Results:
· English Language - A
· Science - A
· Math – A
· Geography – A
· Business Studies - A
· History – B
· Art & Design - A


	Your Personal Statement for the job you are applying for:
I am applying for this job because I think this is the best match for me based on my qualifications, skills and previous experience that I have. I feel that I will be a great asset to your company and believe that I have the necessary skills and experiences to drive forward your company towards even greater success.
I am eagerly looking forward to the great opportunity of joining your company to make it an even more profitable one.

Criminal History and Convictions:
If your application is successful we will ask for an enhanced disclosure authority from you which will enable us to request a report about you from the Disclosure and Barring Service (DBS). Please be advised that, a criminal conviction will not necessarily be a bar to obtaining a position in our company.

Data Protection Act.
We will process your data contained in this application in accordance with the Data Protection Act 1998. Your data will be used for the purpose of processing your application only. Your data will not be shared with any external sources.

Declaration:
I certify that the information provided by me in this form is to be of my best of knowledge, true and complete. Furthermore, I also confirm that I have fully understood and I was in a good state of my mind while providing the data contained in this Job Application form. I hereby understand and agree that any false information or omission may result in my application been rejected.

Signature of the applicant:

Date Signed:




11 Recruitment interview process discussion
The interview for the recruitment is to asses an applicant for suitability for the job position applied for. Preparation is essential on order to avoid any blankness and nervousness be prepared for the unexpected question. At times I have not been confident enough when speaking in front of unknown people. Therefore, I need to practice more in front of friends, family and unknown people to improve my confidence and especially in an interview. Showing nervousness in an interview is not a good practice. KOLB Cycle can be utilised to identify my areas of weakness.
This application form was easy for me because of my careful application of information. I believe that my CV was very concise, up to date and relevant for the job I applied for.
In nan interview an employer look for the body language, appearance and outlook amongst many other things. It is very important to dress appropriately for the ocassion. I believe that “you never get a second chance for the first impression”. It vital that I arrive on-time look confident, alert and normally approachable and friendly but courteous.

12 Conclution
I have been able to identify my learning style, areas of strengths and weakness, I have found alternative ways I can learn things to improve my skills. I have used various recognised tools to develop and understand my needs in skills and qualiufications. I have been able to analyse another member of the team to compare the differences from mine. I have identified in which areas I need to improve my academic knowledge and what particular qualifications I need to attain in order to advance my future career prospects.
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