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INTRODUCTION
For the purpose of this assignment I have identified my own learning style and the learning style of my colleague. Learning style is a unique collection of individual skills and preferences that affect how a person perceives, gathers and processes information (Author: Cathy Dantec).We understand that everyone can have a particular learning style and there is no right and wrong. But being aware of your personal preferences will help you to adapt to others and react appropriately to environments and methods which are similar to yours. I also identified employability skills and how to prepare for recruitment process.  
Argyris Mumford argued that styles of learning were necessary because no one can develop anyone else except himself (Gower,1994).
IDENTIFYING DEVELOPMENT NEEDS

1.1  Identification of Own learning style(s) and the learning style(s) of another member of the team

I have done the psychometric testing by using the Honey and Mumford questionnaire (Honey & Mumford,1992)  to identify my learning style. My scores show that I am a reflector. This means I like to collect data from variety of sources. I like to look at situations from various perspectives and grasp the bigger picture. As a reflector my preference is being more interested in people than in structures. I learn by getting involved directly and then reflecting on the experience. I am more concerned with processes than outcomes. I am concerned about personal meaning, the feelings of others and maintaining wide ranging interests. I agree that my preferred way of learning as a reflector is learning by listening and sharing ideas with others. I like group work and discussions. I like to think before acting. I also prefer to stand back and observe what happens.

My colleague has also used Honey and Mumford questionnaire to identify her learning style. Her scores have identified her as an Activists learner. Her strength as a learner is by doing things, hand on. She learns by putting ideas into action. She enjoys change and variety. She also likes flexibility and learns from acting quickly. An Activists learns by new experience and taking the risks. They prefer to get involved in activities with people. They are concerned about doing what interests them.

I then used the Dantec learning style questionnaire as this will allow me and my colleague to create a profile of ourselves as a learner and would also provide us with the information which could help us create the suitable ways of learning particularly to suit our needs and personality. On this questionnaire I scored 18 on two parts. Abstract conceptualization and Active experimentation. When I evaluated using the Kolb learning cycle (Kolb, 1976). This shows that I learn best from sensing and thinking. I am logical and like new ideas. I prefer to think a situation through rather than rely on instinct.

 I then did the VAK learning style assessment for myself which identified that I am a visual learner. A visual learner learns best by visual aids such as diagrams, pictures. I agree that I am a visual learner and I learn best by pictures and diagrams. I like to work with written instructions. Because I am a visual learner, I also prefer to use diagrams in my reports in work.
On the Dantec learning style questionnaire my colleague scored high on active experimentation which means she likes to influence people and change situations. She prefers to learn things through practical application and will take risks to achieve her goal. She likes to influence people and see results. By identifying my colleagues learning style I am now able to understand that I can delegate her the tasks that require practical application, as the task will be completed effectively and efficiently because she has the skills to do this task.
By reflecting on the 2 questionnaires and identifying our learning styles and having a better understanding of how we prefer to learn, we will now be able to apply these in our career development. These learning style can also be used on a day to day basis. By identifying my colleagues learning preference I can now delegate tasks that are hands on for her to do as I know that she would be able to do it efficiently and effectively because this is what she is good at. When you delegate task to a person who is not good at then they will be less motivated to do it and will also take longer to complete it. When you understand the strengths and weaknesses of your colleagues you will be able to understand their capabilities and will then keep them motivated by setting them tasks, they enjoy or even things they like to take as a challenge. When you know your colleagues’ weaknesses you can help them develop by trainings and personal development plans to improve skills.
1.2   
A simple technique for identifying own development needs and the development needs of another member of the team 

Harvard Business Review 2015 has identified ways of increasing Self Awareness. 
5 ways to increase Self Awareness have been listed below-

· Mediate-I will think about what I am trying to achieve and what I am doing that is working. Use my strength to develop myself.
· Key plans and priorities- I will keep a diary of what I want to do and track my progress.
· Undertake psychometric tests and profiling-Myers-Biggs test was completed by myself previously and the results was very  accurate and it helped me understand my character better.
· Asked trusted friends- I will ask my good friends for feedback on how they perceive you and if they notice any of my bad habits to tell me so I can change them. 
· Feedback at work-Appraisals at work is good  and it motivates you to do better so I will do my appraisal with my Manager.
For the purpose of this assignment me and my colleague have used the SWOT analysis to identify our development needs.
	STRENGTHS
	WEAKNESSES

	Time management

Communication skills

Approachable

Good at delegating duties

Strict but fair
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Like to learn new things

Enjoy studying
	Take things personally

Need to be more authoritive

Not very patient like things done when I want it to be done

Direct-honest

Not good with public speaking/ presentations


	OPPORTUNITIES
	THREATS

	Move jobs/ career progression

Self-employment

Open own business
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Dear Sir or Madam,

I am interested in the position for the Area Manager’s post which was

advertised on Reeds.com

With years of experience, | can confidently tell you that | am an expert
in what | do. I would like to bring my knowledge and experiences to

your Company to ensure it is running efficiently and effectively.

| have coached and guided new starters. Identified Health and Safety
issues and addressed them professionally. | used my excellent
interpersonal communication skills for my current leadership role. |
can prioritise and organise my own work load and work under

pressure when necessary.
1 hold a full UK driving licence
Please find my enclosed CV.
Yours Faithfully,

Yasminara Begum|




	Skill level/ lack of qualifications

BREXIT

Change of industry trends

Colleagues with more experience




The above arrow shows the conversion strategies, weaknesses converting to strength and Threats being converted to Opportunities.The SWOT strategy is used to help identify owns strengths and weaknesses and your threats and opportunities. Once we identify our strength and weaknesses, our approach will be to convert our weaknesses to strength and the threats to opportunities. 
By using the SWOT analysis, I have identified that one of my weakness is lack of confidence when doing presentations. I can now work on how I can build my confidence to do a presentation and keep my audience engaged. I will look for resources that can help me. I need to be more aware of how people perceive me and although being direct and honest could be a strength but sometimes as a leader and managing people you need to think how to approach staff as people can get offended and can report you for bullying. I also need to stop taking things personally as there will be people who are threats in your workplace looking for opportunities to bring you done to progress in their career. The SWOT analysis was a good way of analysing my Threats. I can now work on converting my Threats to opportunities by coming up with action plans on how I can gain the qualifications and skills that are Threats to my job.
 SWOT analysis to identify the strength and weaknesses for my colleague.

This is shown in the table below.The arrows show the conversion strategy-

	STRENGTHS
	WEAKNESSES

	Friendly

Good communication skills
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Time keeping


	Not good with public speaking

Lack in confidence

too organised



	OPPORTUNITIES
	THREATS

	better job 

set up own business
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	lack of qualifications

BREXIT




My colleague has looked at her SWOT analysis, which has identified her strengths and weaknesses. She can now work on converting her weaknesses into her strength and her Threats to opportunities. My colleague will also be looking to build her confidence to do public speaking. Watch YouTube videos of people public speaking and learn to engage audience. She has started this course to get qualification as she fears that her lack of qualification can be a Threat to her job.
1.3 Barriers to learning and how these can be overcome 

 A barrier to learning is anything that stands in the way of people being able to learn effectively. We can have barriers to learning and we have identified our own barriers and ways to overcome them. By gaining a basic understanding of common barriers to learning we can adapt ourselves and look for ways to overcome them. All barriers can be remedied.
	INTERNAL BARRIERS
	EXTERNAL BARRIERS

	Skill levels-lack of skills
Levels of knowledge-lack of knowledge on the subject

Behaviour-procastination or no self discipline

Psychological=lack of interest, slow, difficult to study

Personal commitments-lack of time
	Family-having young children
Travelling is difficult, no driving licence

Work-no time for study

Money- financial problems

Private life=too busy and no time for study


I have identified several barriers to my learning which are internal and external. I will now be able to look for remedies to overcome these barriers to help me with my studies. I then looked at barriers to learning for my colleague and ways she can overcome them.
	My Barriers-
	How to overcome these-

	INTERNAL
Skill levels

Lack of confidence in public speaking


	I will overcome these by researching online and going to the library.

Practice presentations in front of family and friends. Watch YouTube videos

	EXTERNAL
Children/dependents

Work
	I will have to look for a child minder to look after my children when I go for my lectures.

Change work shift to attend lectures.


	My Colleagues barriers-
	How to overcome these-

	INTERNAL

Skill levels

Levels of knowledge

Psychological


	Research on how to improve skills

Study books to improve knowledge/ ask for help
Increase motivation to learning. Self-discipline

	EXTERNAL
Travel to university

Money

Private life
	Get the bus

Get student loan to help financially

Need to make time to study


1.4 Analysing the learning and development options for myself and Colleague
There are different ways we can analyse learning and development needs for ourselves. I will use Joharis Window (Luft and Ingham, 1955). This window is a psychological tool created by Joseph Luft and Harry Ingham. It is a simple and useful tool for understanding and training self Awareness and personal development.
Johari Window simply helps people to understand the most effective way to optimise the value to people. When we really understand ourselves and others, we can develop our learning and development needs efficiently. It explores the qualities that make them who they are.
The model works using four quadrants. I have analysed learning and development options for myself and for my colleague. The Arena is the open area, and, in this area, we put anything we know about ourselves which are also known to others.
Blind spot is what is not known to us but known to others about ourselves. To complete this window, we had to ask others for feedback we become aware of some of the positive and negative traits as perceived by others. This way we can overcome and issues inhibiting our personal life.

There are also aspects about us that we are aware of, but we do not want others to know. This area is the hidden area known as Façade. These can include anything from our dreams and ambitions to fears.

The last window is the Unknown. These are things which we are not aware of. These include things like our future, job or health. Our limits to pain. How we will react in a difficult situation. Me and my Colleague can use Johari window as a reflection tool and we can assess what we know about our self and what we don’t know about our self. Getting feedback from others will help us develop our skills and give us better opportunities in career progression. We are aware of our strength and weaknesses and having them in writing can visually help us make positive changes to our learning and development.
	
	KNOWN TO SELF

	NOT KNOWN TO SELF

	KNOWN TO OTHERS


	-These can be our behaviour
-our Personality

- our appearance

-our skill levels
                          ARENA


	-these can be our bad habits
-how others perceive us

-our body language

-our body odour

BLIND SPOT

	NOT KNOWN TO OTHERS


	-These can be our dreams / ambitions

-our confidence levels

-fears

-true capabilities

-medical conditions-addictions               
FAÇADE
	-our instinct reactions in a situation
-our limits

-our future potentials

UNKNOWN


Ways we can improve and develop ourselves is by asking for feedbacks. We need to ask family, friends or colleagues to give us feedbacks on our blind spots. This should be positive and negative feedback.
Luft and Ingham is a self-awareness tool. So, this will benefit me by getting feedback off others about how they see me as a person. They can tell me what they think of my attitude and behaviour. If they are honest and tell me something, I am doing which is annoying people then I can change myself.
For example, in work once I was told that I do not approach staff when I speak to them about something they are doing wrong in front of others. I took that criticism as a positive feedback and I spoke to other colleagues who are close to me and I asked them what they really thought. I was told that I am fair but strict. Now when I need to tell someone off for not doing their job or when I need to address an issue, I need to speak to them about, I take them to a side and speak to them alone and not in front of others. Sometimes when I am busy, and my colleagues are speaking to me I do not make eye contact. This was a negative feedback off a colleague. I realise that as a Manager I need to make eye contact for them to feel reassured that I have been listening. Although I know I have been listening but multi-tasking. I take constructive criticism positively to change myself. Understanding how someone works can mean that you can implement the working style around their work life to help meet their development needs.
1.5
Support mechanisms for developing myself and my Colleague
Personal development plan (PDP) can be used to bridge the gap between where we are and where we want to be. We need to make SMART (Specific, Measurable, Achievable, Realistic, Time bound) Objectives. A PDP is used to encourage us to learn, develop and plan by becoming more aware of capabilities and opportunities around us. A PDP can help plan for own personal and academic development. You can use it to make short term and long-term goals. I find a PDP a good mechanism to develop myself and my colleague.
My support mechanisms are my family for having my children to attend lectures, other students from the group for sharing ideas, our Tutor for going through the Module with us thoroughly and my husband for supporting me with my studies. My work Colleagues for giving me feedback on myself.
Below is a table with my PDP for the next year-
1.6 Personal Development Plan (PDP)
	DESCRIPTION-WHAT DO I WANT TO ACHIEVE
	HOW WILL I DO THIS
	WHEN WILL I ACHIEVE THIS
	WHAT RESOURCES WILL I USE
	HOW WILL I MEASURE SUCCESS

	Complete first Assignment for CertHE Skills for workplace
	Attending lectures, time management
	End of November 2018
	Lectures, class room notes, internet, Time
	Get Pass mark

	Public Speaking/ increase Self Confidence and do Presentations
	Build confidence in speaking out in front of class
	End of January 2018
	Tutor, other students,
Watch YouTube videos
	When I can do presentations in front of people

	 Improve leadership and management skills
	Complete PDP in work with Manager
	End of February 2018
	Trainings, attend courses
	Promotion to a Managers Role

	Conflict Management
	Attend training course
	Feb 2019
	Read books on how to be a good leader
	When i get certificate from training course


Personal Objectives-
Short Term

I will focus on the course I have started and use the skills and learning styles to help me develop in the Management role. Attend all lectures and complete all assignments.
Medium Term
I will try to pass my assignment with good marks and make sure everything we are learning in lectures are used in workplace to develop myself. I will do different trainings to improve my leadership skills so that when I am given a Practice Managers role, I know how to lead a Team.

Long Term

I want to have the confidence to manage People and become a good leader. Complete the CertHE Skills for Workplace and use this course to help me develop in my career.
PDP-FOR MY COLLEAGUE-
	DESCRIPTION-What do I want to achieve
	How will I do this
	When will I achieve this
	What resources will I use
	How will I measure success

	IT Skills
	Attend IT course 
	Dec 2018
	Hub, Friends
	Complete IT course get certificate

	Problem solving
	Trainings
	Jan 2019
	Watch YouTube videos, books
	Solve Problems in workplace

	Presentation skills

	Watch YouTube videos
	Feb 2019
	Library, books
	When I can give presentations and engage audience


1.7 Methods I used to monitor development of myself and my Colleague

Kolb’s learning cycle (Kolb,1984) has 4 elements.
These are
Experience-doing it

Observations and Reflections-reviewing and reflecting on the experience

Development of ideas-this means learning from ideas

Testing ideas-planning and trying out what you have learnt

I think Kolb learning cycle is a very effective way to develop and learn things. Kolb learning cycle argues we learn from our experiences of life, even on an everyday basis. This is very true. When we have an experience we then need to start reflecting on the experience. We then conclude by learning from the experience and trying out what we have learnt.
I have the experience of Managing a dental Practice on a secondment position. Reflecting on my experience I think I did well, but I would be better now because I am more Self Aware. As a Practice Co-ordinator I am now doing a lot more training and leading a team, delegating duties. I am improving managerial skills. I have already started developing new ideas to improve skills. I have already started testing what I have learnt about my self from self awareness session on how I learn best and now using it to help me learn. I am more aware of how people perceive me. Reflecting on how you have completed a task and learning from it is important.
Performance Appraisal is also another good way to develop myself and colleague. This is done every 6 months and gives us the opportunity to give feedback on how people are doing in work and then come up with plans to improve skills, develop and look for opportunities to career progressions.
Monthly informal meeting can also help employees develop and improve skills and they will be given feedback on how they are doing. Positive and negative feedback will encourage people to develop.
Reading books on Management or  watching YouTube videos can help learn things from different people and boost confidence.
2.1 RECRUITMENT PROCESS

Recruitment is when you employ the best and most suitable candidate for a job opening in an efficient and effective way (Martin, 2016).
WAYS WE PREPARE FOR RECRUITMENT PROCESS
I have completed a job application form for Area Manager (please refer Appendix 1)

The application form was 4 pages long and took some time to complete. But I have seen longer application forms, so I would say it was ok. Some questions I thought was irrelevant as it was asking for Job Centre details. I don’t think people go to Job centres to look for jobs as they can be seen Online, and you can do this from home.

I find every job application ask about any criminal convictions and want people to declare it on the application.

The application also asked for character reference and not reference from previous employer which was different to other applications.

Cover letter is an essential part of every job application. On here you can sell your USP. You can sell your skills and abilities to recruiters. It needs to be clear and concise. The cover letter is what persuades the recruiter to meet you in person (Bright, et al,2015) (Appendix 2).
Cover letter is an introduction letter which is sent with a CV or an application form.

Benisti.J (2012) argues that a cover letter should be word processed or the writing should be legible so that the reader can read it. You should apply good grammar and spelling, so they feel like they are dealing with a professional and it should be formal.

2.2 Job Focused CV (Curriculum Vitae)
Bright, et al (2015) How to Write A Brilliant CV book suggest that “CV’s are the first time an employer gets to form an opinion about you and first impressions can make all the difference”. This further suggest that a successful CV is essential for the employer to get a good impression about you and want to meet you and take you further into the recruitment process. You must put as much effort into your CV as you would do in your interview.

I have created a job focus CV. My last CV was done 10 years ago, and a lot of things have changed on how it should look and ways to make the CV appealing to the employer. Feedback from other students in class was very beneficial and this encouraged me to make my CV appealing (Appendix 3).
I have also used the rules by George Orwell-University of Kent.

These are-

-Never use a long word where a short word will do

-Never use passive words

-Never use jargon

I have learnt to use USP (Unique selling point). This is what makes me better than others and how we make impact on others. This is a very useful tip. It is important that a CV is well written with skills and experiences.
I have done a personal profile which tells the employer a bit about me. Then I have listed all my skills and experiences. I then listed my Employment history and Qualifications.
2.3 Reflecting on recruitment interview process and techniques
I have used the Kolb Learning Cycle (Kolb, 1974) to reflect on my previous job interview.





My experience of an interview for a Managers job for Bupa Dental Care was very tough. I did not go prepared. I assumed because I was working for them already, they would not ask me much about my skills and experiences. I did not do enough research on the Company P&L. I was very nervous. I dressed smart. There was 3 people doing the interview. They asked questions one by one but because I wasn’t expecting a panel interview, I got nervous.  I tried to make eye contact to the person asking questions. I thought I was the only one they called for the interview but when I went there, I saw more candidates waiting for the interview which made me lose my confidence. They asked me questions like what I can bring to their Company. Why I thought I was a suitable candidate for the post. I answered every question which was good, and they can see I was competent. After a couple of minutes, I started talking and forgotten about my nerves.  I used my excellent communication skills to impress the Interviewer. I also impressed them by saying how long I have been working in one Practice so a very long time and always looking to progress in my career. I got the Job which was good, but this is because of the reputation I have made within the Company. People know who I am and how hard working I am. They know I have been there for 12 years working in the same Practice. No one else knows the Practice better than me. I am also familiar with the type of patients there. My performance and experiences also made me the successful candidate.
Reflecting on my interview I know that preparation is very important. The more you rehearse for an interview the more confident you will be when you attend for one. Practicing interview skills and questions with family and friends can be a helpful tool. Lack of planning and preparation can cause interviews to fail.
If I was the employer doing interviews, I would look for a candidate who is well dressed for the interview.  Their posture and gesture would also say something about them. I would not make my decisions on my instinct about them as I feel this would not be fair. I would look for skills and experiences. As an employer I would look for a candidate that is efficient and effective. I would also ensure the decisions are made on merit. Reference is also important, so I would contact referees. Reflecting on an interview where we employed a candidate for Trainee Dental Nurse who we had to dismiss in her probation period has opened my eyes to why we need to follow the correct protocols when making selection. Referees are important because this candidate told us she worked in 2 different places and later we found that she lied to us. On the interview she told us she was a great team player but, she was not a team player. We gave her the job without getting the References. I agree with (Jeanette Benisti 2012) that the job should be given on the based on how the interviewee present themselves, their experiences that are relevant for the job, their qualifications, and how motivated and interested they come across at the interview.
As an employer I would look for a good Fit. The best candidate would be the one that matches all the requirements of the position.
	The Candidate

	Knowledge


	Skills


	Abilities


	Attitudes



	The Job

	The experience required to do the job


	The skills required to do the job


	The ability to cope to learn new skills


	The attitude to be successful




(How to succeed at interviews the Easyway Jeanette Benisti 2012)
Conclusion
In this assignment we have covered the recruitment process and Self Awareness. I am more aware of my learning style and I will apply this when developing my skills. Also identifying colleagues learning style also helps to adjust working environment to meet their development needs. I have then looked at the recruitment process and how to do an appealing CV and ways to be successful in an interview. I looked at different skills and experiences to become a successful interviewee. I found this assignment very interesting and it will certainly be used in my career progression. I learnt how different reflection tools and self-awareness tools can be used to help with development. I believe research is important when trying to develop yourself.
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Experience-Job interview for a Manager





Reflective Observation- I should have researched about the Company








Active Experimentation- I will be more prepared for interviews





Abstract Conceptualisation- I need to have more confidence in myself
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