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Introduction

In this paper I am going to give an honest assessment of my Learning skills and also be working with another student in the class to go over her learning skills. I will be using an array of simple techniques and models to help me throughout this paper. Once the breakdown of the skills has been completed, I will then be writing a reflection on the entire process.
[bookmark: _Toc500943471][bookmark: _Toc53314823]Section 1: Know how to identify development needs

[bookmark: _Toc500943472][bookmark: _Toc53314824]1.1 Identify learning styles for self and another 

To identify the learning styles for both myself and my colleague we have undertaken two questionnaires. First questionnaire coming from Mumford and Honey, the second questionnaire being the VARK questionnaire. The results from the questionnaires are in the appendices.
After Completing the Mumford and honey questionnaire I found that the style of learning from this questionnaire was THEORIST. 
[bookmark: _Toc456901517]
(Honey and Mumford — University of Leicester, 2020) The theorist 
Means that I would like to understand the theory behind the actions and uses Model, Statistics, background information in order to better understand the process. I have read the other learning styles in order to make sure that I have given the correct data and that the result given is the most reflective one. Upon reading this I have to say I do agree with this result. I do prefer a hands-on approach and it is more about seeing the information in forms of charts. The visual aspects help me retain information. 
The other Learning styles according to the Honey and Mumford questionnaire are: -
· Activist – People who Learn by doing
· Pragmatist – People who need to be able to see how to put the learning into practice in the real world.
· Reflector – People who learn by observing.
The one learning style I believe that I lean more to is the activist. I do like learning through practicality. I would say that I can see a little bit of myself within all the learning styles. I believe this to be a good thing and a bad thing. As I might tend to lose confidence in myself if I have failed at one point and try reverting to different methods.

Onto the Second questionnaire (VARK). The results are in the Appendices.
This Questionnaire is broken down into the following learning styles: -
· Visual Learning 
· Auditory Learning 
· Reading and writing
· Kinaesthetic
My scores were as followed: -
· Visual – 7
· Auditory – 4
· Reading and writing – 2
· Kinaesthetic – 3
Analysing these numbers, you can tell that the two learning styles do not match up. Whilst I believe these are two very good tools to use. They do lack the specificity. I believe that the VARK results line up more with the Pragmatist learning style of the Honey and Mumford questionnaire. I had previously stated that I believe that I hold skills in each learning style. I do Believe that putting students into labelled boxes in a bad thing because they focus more on the forcing themselves to learn a certain way other than doing what comes naturally and makes you most comfortable.

The third and final method used was Dantec. The results are in the Appendix A. After completing the Dantec questionnaire the results are as follows.

CE – 21
RO – 29
AC – 16
AE – 24

On analysing the results from the questionnaire, you can see that my least effective learning style is AC (Abstract Conceptualization) and my most effective learning style is RO (Reflective Observation) I agree with this outcome as I do tend to prefer to sit back observe and break issues down in my own mind before having a go at it myself. 

I do believe that once I have a level of understanding I do move towards the other two learning styles of CE (Concrete Experience) and AE (Active Experimentation).
[bookmark: _Toc500943473][bookmark: _Toc53314825]
1.2 Use a simple technique for identifying development needs for self & another

There are many Techniques to choose from in order to identify people’s strengths and weaknesses.
(Lannon and Lannon, 2020) 
VMOST / SWOT / PEST are a few of the stated techniques.
The simple technique that I have chosen to use to identify the skills that would need development. I have also partnered up with Louise and we will be working together throughout this assignment. SWOT 1 in the appendix is my SWOT analysis and SWOT person 2 is Louise’s SWOT analysis. 
Using the SWOT analysis allows us to look at the strengths and weaknesses and see if there are opportunities to use our strengths to help build up the weaknesses, then assess the threats.
SWOT analyse in the appendix. SWOT person is related tro My SWOT analyse. SWOT Person relates to Louise analyse.
Upon comparing the two SWOT analysis you can see that Louise has been way more in depth and as I have already passed on my information to her I am unable to change it. So this could be added to my SWOT under weakness and opportunity, I could be more critical of myself and break it down further.

From these SWOT analyses I will construct an action plan. See Section 2.


[bookmark: _Toc500943474][bookmark: _Toc53314826]1.3 Identify potential barriers to learning for self and another.

UKEssays. November 2018. Barriers to Adult Learners. [online].
Looking at this online article I believe it gives a great breakdown of barriers to learning. There are 6 categories of barriers.
· Situational Barriers
· Institutional Barriers
· Dispositional Barriers
· Academic Barriers
· Employment training Barriers
· Cultural Barriers.
Looking at these categories of barrier you can quickly begin to build up a picture of what the potential barriers to learning are in every situation. As an adult learner there are a lot of barriers to learning. 
· Situational Barriers – Busy work schedule / Family and children
· Institutional Barriers – Location / lack of necessary qualifications
· Dispositional Barriers – Negative attitude towards learning (thinking they are too old) / health issues.
· Academic Barriers – Lack of language skills / lack of numerical skills
· Employment training barriers – no support from employer
· Cultural barriers – Difference in cultural beliefs between peers
I believe that the barriers I associate most with are the situational and dispositional barriers. Having children and a busy work schedule is hard for me to find the time and motivation. I believe the dispositional barrier applies to me because I did think that I was too old to start again and it was a big hurdle to adjust my mindset.
I do not believe that the other barriers apply to me as the course is currently over Microsoft teams, so the location is not a barrier. I do not believe that I lack in Language or numerical skills. Cultural barrier I do not see as an issue either as I have served in the armed forces and dealing with people of all races and backgrounds was not an issue.
I have attached Louise’s barrier in the appendix and as you can see, she has very similar barriers to myself. I believe that due to our age we are likely to encounter many of the same barrier regarding work and family commitment. Although there are going to be similarities in the barriers there is also going to be distinct differences, I think this is down to people’s backgrounds and experiences.

[bookmark: _Toc500943475][bookmark: _Toc53314827]1.4 Explain how these barriers to learning can be overcome.

These barriers that I have explained in the previous section are easily avoided. They are easily avoided as long as there is prior planning, now I understand that there are going to be times that are unexpected and unavoidable but that is human nature, and these occurrences should be very few and far between.
With regards to the other barriers to learning such as lack of knowledge you could lean on your peers and tutors for added help. As long as you have a positive mental attitude and willing towards the subject matter you should be able to find help and succeed in your endeavours.
With regards to having a negative attitude towards learning once you make the first step and commit to learning then its up to you to put the effort in. If you believe that you lack in a specific area, then when it comes to doing that specific task you need to put in twice the effort and get feedback to know what you are doing right and what you are doing wrong. Once you have done this numerous times you will become more confident in your abilities.
Once you have made the adjustments to overcome these barriers you can then give better focus to learning and accomplishing your goal.

[bookmark: _Toc500943476][bookmark: _Toc53314828]Section 2: Know how to develop self & others to achieve organisational objectives


[bookmark: _Toc500943477][bookmark: _Toc53314829]2.1 Analyse learning/development options to meet needs of self & another.

Regarding development in a work capacity myself and Louise could ask for appraisal meetings whether that be monthly or yearly. This way you would be able to sit down with your superiors and discuss where you are lacking in knowledge and then begin to build a clear plan to make sure you are developing in the way that helps both ourselves and the company. We can have our own opinions about where we are in work but having a feedback session would benefit us because we could be potentially developing on an area, we thought we were strong in.
Regarding Development in a learning capacity, we could also take the same approach as above with the tutor but also, we could also be critical of ourselves using SWOT analysis like we did above. Ultimately though it is a case of getting out what you put in and being completely honest with yourself and what you want to achieve no matter how small.
In order to analyse the learning/development of someone you must first understand what it is that person is trying to accomplish, once you have that information you are then able to point them in the right direction. (Career and Personal Developmental Needs: Developing Employees to Maximize Performance, 2020)

[bookmark: _Toc500943478][bookmark: _Toc53314830]2.2 Identify support mechanisms for the development of self & another

[bookmark: _Toc456901523]One support mechanism for myself and Lou is our tutor. Whilst studying this module we would be able to lean on our academic tutor for help and would be able to guide through what is needed in each module. In the article found online at the Glasgow university it outlines the support mechanisms of the student – tutor (Support Mechanisms for Students and Mentors | Health and Life Sciences, 2020)
Another support mechanism is that we would be able to use each other and other people in the course to bounce ideas off of. As we are on the same journey and would like to be encountering the same sort of barrier to learning and the same type of issues with the assignment. We would be able to advise how we are each overcoming those issue that would then enable us to form our own decisions and methods to help with our own development.
The last mechanism I would suggest is that we would ask students in the year above, students that have been in our position and see what avenues and paths they undertook to help inspire our own ideas and perspectives of the task in hand.

[bookmark: _Toc500943479][bookmark: _Toc53314831]2.3 Prepare development plans for yourself and another person

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals
Goals for Gareth.
	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

	
Learn how to overcome barriers to learning


	
Research methods to better understand barriers
	
Feedback from peers and research through the internet
	
Creating a plan and ways to counteract these barrier
	
End of each module using reflection models

	
Learn how to create a development plan


	
Understand the end goal and create a plan to achieve that goal
	
Feedback from peers / tutor on how to achieve this

Appraisals within work capacity
	
Use reflection models at the end of each model

Feedback meetings with management

Gantt charts
	
Monthly reviews

	
Having a more positive attitude towards learning


	If topic is unknown do not cower into the background.
If lack of knowledge, do more research
	Research of the topic.
Be open with tutor
	Hold feedback meetings with peers and tutor.
	Monthly reviews



Goals for Louise.
	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

	How to structure / present an assignment
	Use the template given on Moodle.

Follow the guide of the assignment also on Moodle.
	Moodle

Ask peers for assistance

Ask Tutor for assistance
	Hold feedback meetings with tutor.
	End of the assignment

	
Having a more positive attitude towards learning


	If topic is unknown do not cower into the background.
If lack of knowledge, do more research
	Research of the topic.
Be open with tutor
	Hold feedback meetings with peers and tutor.
	Monthly reviews

	Workload management
	Need to structure days and weeks better.
Use charts to help me with deadlines.
	Planning tools 

Charts

Notice of deadlines
	Hitting deadlines without a mad rush to get them finished
	Weekly reviews 

Feedback meetings with work

	
	
	
	
	



Above I have created two goal setting tables for both myself and Louise. I have based these tables on the SWOT analysis completed by us in section 1.
As you can see there are similarities in the tables, this is due to myself and Louise having relatively similar SWOT analysis. We also have similar barriers to overcome when it comes to learning and development.
I believe this is down to having similar lifestyles. We both have children and work full time jobs as well as trying to complete this Outreach course in our free time. It might seem a lot of juggle but with the right planning and the right attitude it is manageable. By setting these targets and actually doing what is needed to hit those targets we would only be making our lives easier in the long run.
With these tables we are able to create a clear path for development and by failing to adhere to the path that we have created for the development we would only be doing ourselves an injustice; they are for our own benefit nobody else’s.


Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	Complete Level 4 and move onto Level 5.
Continue to monitor my own progression with the new tools and techniques learned in Level 4.
Progress in work in the way of promotion into the management team if possible.

	Medium Term Goals (2-3 years)

	Complete the degree in leadership and management
Look to start up own business (Side hustle)


	Long Term Goals (3-5 years)

	Turn side hustle into actual primary job.
Look for the next logical step in my education path.




Above I have indicated what my Short / Medium- and Long-term goals are. These are going to change the goals could be moved forward or back depending on situations. They might be achieved sooner, or they might be achieved later but the main focus is to achieve them.
[bookmark: _Toc500943480][bookmark: _Toc53314832]2.4 Method used to monitor the development of self & another.

After researching ways to monitor developments I came across Gantt Charts. This would be a great tool for both myself and Lou to use to make sure we are hitting targets on our way to the end goal.
By creating a Gantt chart, we are able to break down what small tasks we can undertake, the resources we need to help us with these tasks, give each task a scheduled time on the way the to completing the development process. (5 Advantages of Using Gantt Charts in Project Management, 2020) 
Using this comprehensive breakdown, we would be able to monitor our development very closely and to see if we are hitting deadlines and targets. This level of information would allow us to see if what we are doing is working for us and if it is not, we would be able to change the chart to help give us the best opportunity of completing our development.

[bookmark: _Toc500943481][bookmark: _Toc53314833]Section 3: Know how to prepare for the recruitment process 

(Morgan, 2017) After reading through the chapter “Understanding employee selection” I have a better understanding of how the recruitment process works both from an employers and potential employee standpoint. Once you understand what the employer is looking for you can then have a better idea of how to structure the documentation you need for the recruitment process.
In order for me to prepare for the recruitment process I had written up a CV and cover letter for the specified job that I was looking to apply for (Job Advert in Appendix D). The job I had chosen was within the current company I work for. I was looking to apply for the role of Assistant Lab Manager. I had chosen to apply for this role as it would be the next logical step in my progression within the company. 
By this I mean that I have been in all the department within the company and the managerial role would be the next step for me to take.
After composing my CV and covering letter I sent them over to my tutor in order to receive some feedback on the documents. I have attached the first drafts of both the CV and covering letter in the appendices (Appendix D). In the coming days I received the feedback from my tutor. 

(Maund, Schriek and Tinkler, 2017) I used this chapter of the book to help me with the recruitment process. Breaking the process down into six stages.
Stage 1 – Exploring
This involves self-exploration and career exploration. Identifying the skills, you have and matching them to the job you wish to have.
Stage 2 – Researching
Stage 3 – Applying
Stage 4 – Interviewing
Stage 5 – Following up 
Stage 6 – Negotiating

Disregarding stage 6 I used these stages to better understand the process and how to build a positive picture of myself through a CV and covering letter. Also helping me understand what is to come and how to prepare myself.


[bookmark: _Toc53314834]Reflection on the recruitment process 

To demonstrate the use of a reflection model I have chosen to use Gibbs. I have highlighted one specified moment in the recruitment process. That specific moment will be the interview that was done with my tutor then I will elaborate on the feedback given by my tutor.
(Gibbs' Reflective Cycle, 2020) By using this breakdown of the Gibb’s reflective model I am able to systematically breakdown the scenario into small chunks which will help me better understand the scenario what went well, what went not so well, how I was feeling and then an overall evaluation of the scenario. Whilst using Gibbs reflective model I have been brutally honest with myself otherwise there I’m not going to learn from this situation and be better for the next time I’m put in this situation.
The part of the recruitment process I am going to use is the interview stage of the process. 
After the Gibbs reflection model, I will do a brief reflection on all the stages of the process.

[bookmark: _Toc53314835]3.1 Description

An interview was undertaken with my tutor, this interview was a mock interview about a role I would be applying for. Job advert in the appendix.
The interview took place over Microsoft teams and there was only one other person in attendance. That other person in attendance was only an on looker and was not actually a part of the interview.
Once the interview was concluded feedback would be given about my performance.

[bookmark: _Toc53314836]3.2 Feelings

Before the interview started, I did have slight nerves as I knew there was other people in attendance. There were also nerves regarding my own apprehensions about the level of knowledge and research I had done and was it going to be enough.
I felt that once the interview had started the nerves were really getting to me, but I was able to compose myself, thinking about the answers I was given. Also, once the interview had begun, I had totally forgotten about the other person in attendance.
Once the interview had concluded I believed that the interview went well but was worried about the answers I had given, were they informative enough and were they delivered well.

[bookmark: _Toc53314837]3.3 Evaluation

Having the mock interview was a good experience as it will only help me for the next time, I’m in an interview situation.
I believe that there will still be nerves but I should have more confidence in the knowledge and research I have done prior.
I was apprehensive about the feedback that was going to receive but tutor said that the interview went well and would send feedback in the coming day or two.

[bookmark: _Toc53314838]3.4 Analysis

I think the answers that I gave were good informative answers this was down to the knowledge I had of the company and the role.
I think the delivery did not come of well due to the nerves.
Overall, I believe that the interview went well as I did not have to hesitate when asked questions.
Feedback given by the tutor will confirm on deny the feelings I have about how the interview went.

[bookmark: _Toc53314839]3.5 Conclusion

What I learned from this situation was that I should have more confidence in myself and that I should not second guess myself as I have put in the work to put myself in a good light before the interview.
I believe that if I had asked questions at the end of the interview the process would have been more including for everyone involved and it was not just one sided. One person asking questions and one person answering.
I need to develop on my public speaking skills.

[bookmark: _Toc53314840]3.6 Action Plan

	Objective
	Current Position
	Deficiency
	Action

	What do I want to do?
	What can I already do?
	What am I lacking?
	How do I fix this?

	Work on public speaking skills
	I can talk in front of other people.
	Lack confidence in the delivery.
	Practice 
Research

	Work on assignment planning 
	Whenever I get time, I get on with university assignments.

Attend module lessons each week.
	Planning and organisation
	Creating planning charts and making sure I give adequate time to completing each assignment.

	Work on research skills
	I am fine with using the internet for research purposes
	I lack in using literature such as books and journals.
	Allocate time for reading and not rely on the internet.



Through this Gibbs reflection I have gone through my experiences through the interview process then to finish off I have created an action plan based on the entire process not just the interview situation. 
After receiving feedback from my tutor on the documentation I had written up to go through the recruitment process I then set about rectifying those issues raised.
I believed that I had to over sell myself therefore making long winded paragraphs which was pointed out by my tutor as the wrong thing to do. The paragraphs needed to be more direct and purposeful. 
One feedback I had was to mention the course that I am currently enrolled in which I did not mention. I did not do this is I thought that until I had completed year 1 of my degree, I did not see much benefit. I thought that if I mentioned it after completing year 1 and then putting progressing to year to would have more impact.
Interview Feedback in the appendices. 
Moving on to the feedback received from the tutor after the interview phase was complete, I can say that I agree with what the tutor has written for the various subject matters in the interview.
The only part I would disagree with is the part where the tutor mentions about when asked about my weaknesses, I stated it would be my relationships. The tutor had stated that I should have said I was working on that. 
I believe that relationships are ever evolving from one day to the next and they are worked on every day. Every relationship has its highs and lows good times and conflicts. This could be a difference in perspectives between the two of us. 
I do take the feedback into consideration and will be better going forward.

Synopsis

Throughout this assignment I have look at my learning style through a range questionnaire. Then gone onto look at the learning barriers for me and Louise. Done critical breakdowns for both of us and creating plans for development. 
Finally moving on to a reflection of the whole process of the module. This was eye opening as it gives you a chance to be very critical of yourself and figure out a way forward for my own development.
[bookmark: _Toc53314841]References
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GARETH GRIFFIN’s RESULTS
Honey & Mumford Questionnaire Results – Theorist

VARK questionnaire Results – V = 7, A=4, R=2, K=3

Dantec Results
CE = 21
RO = 29
AC=16
AE=24
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Covering Letter

Feedback from Tutor
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Covering Letter after feedback 
[image: Text, letter

Description automatically generated]



Feedback from Interview
[image: Text

Description automatically generated]

Bibliography


Www2.le.ac.uk. 2020. Honey And Mumford — University Of Leicester. [online] Available at: <https://www2.le.ac.uk/departments/doctoralcollege/training/eresources/teaching/theories/honey-mumford> [Accessed 16 November 2020].
VARK - A Guide to Learning Styles. 2020. VARK Learning Style Questionnaire. [online] Available at: <https://vark-learn.com/the-vark-questionnaire/> [Accessed 16 November 2020].
Medium. 2020. 5 Advantages Of Using Gantt Charts In Project Management. [online] Available at: <https://medium.com/hygger-io/5-advantages-of-using-gantt-charts-in-project-management-9ed5a6f21466> [Accessed 2 December 2020].
Lannon, R. and Lannon, R., 2020. Strategy Spotlight: 8 Tools & Techniques To Apply To Strategic Analysis & Planning. [online] BA Times. Available at: <https://www.batimes.com/articles/8-tools-and-techniques-to-apply-to-strategic-analysis-and-planning.html> [Accessed 16 November 2020].
Morgan, P., 2017. Business Student's Guide To Study And Employability. 2nd ed. Sage, pp.328-337.
Maund, A., Schriek, M. and Tinkler, P., 2017. Certificate In Higher Education: Skills For The Workplace Student Yearbook. Sage, pp.282-308.
UKEssays. November 2018. Barriers to Adult Learners. [online]. Available from: https://www.ukessays.com/essays/education/barriers-to-adult-learners.php?vref=1 [Accessed 1 December 2020].
Gcu.ac.uk. 2020. Support Mechanisms For Students And Mentors | Health And Life Sciences. [online] Available at: <https://www.gcu.ac.uk/hls/studentmentorzone/supportmechanismsforstudentsandmentors/> [Accessed 1 December 2020].
The University of Edinburgh. 2020. Gibbs' Reflective Cycle. [online] Available at: <https://www.ed.ac.uk/reflection/reflectors-toolkit/reflecting-on-experience/gibbs-reflective-cycle> [Accessed 2 December 2020].
Mindtools.com. 2020. Career And Personal Developmental Needs: Developing Employees To Maximize Performance. [online] Available at: <https://www.mindtools.com/pages/article/newLDR_06.htm> [Accessed 21 November 2020].



image1.jpeg
PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David





image2.PNG
SWOT Person 1

STRENGTHS

Using information to build theories
Integrating different types of
information

Honest evaluations

Learn better through practical
demonstration

WEAKNESSES

If emotional do not think logically
Lots of external distractions

If not accustom to the topic will
fade into the background

OPPORTUNITIES

Create A Continual Progression
Development (CPD)

Use A monitoring tool to help this
process.

Create better relationships with
peers whilst getting their feedback

THREATS

External Distractions (Kids/Work)
Loss of motivation

Lack of confidence





image3.PNG
SWOT Person 2

STRENGTHS

1am very focused when
working

o

oo

WEAKNESSES

Poor motivation on times
I can lack positivity

o Ilearn new skills very quickly 1 do not believe that | can

© lam an excellent team player always ‘do the job, I need to

= Ihave a wide catalogue of be able to give myself more
administration skills. praise

o lam reliable Work presentation could be a

I have excellent timekeeping little more focussed, such as.
records. handwriting

© lam always willing to better © Ineed to be able to enjoy what
myself 1am doing, sometimes | can

lose focus
OPPORTUNITIES THREATS

© The opportunity of university © Deadlines that have to be met,
learning. A degree can open such as coursework for my.
s0 many doors for me degree course.

 Ican look for jobs that once © Workplace changes, such as
before were out of my reach department changes,

o Financial stability redeployment or job lo:

o Seek to continue learning by o Increases in workioad can

attending courses, inside and

outside of the workplace

My colleagues and peers can
that | can be an asset to

team, and therefore a

valued member of the team

impact greatly on avs
time.

Personal commitments can
take a toll, such as family and
personal life

ble.





image4.PNG
Potential barriers for most in todays world would be;
Academic

Employment

Cultural

Situational

For me, | would identify mostly to Situational and Academic.

Situational - | have an extremely busy work schedule, and | often find that | am
working long hours, and then | have very little time at home to be able to concentrate
on making time for assignment work. However, this is something that | would work
to overcome, and be able to focus a lot more time on the second year of my
coursework.

Even though | have an adult son, | find that | do have to make time to spend with
him. But by asking him to carry out jobs around the house, such as cooking food or
ironing, this can make more time for me to be able to work on my assignment.

Academic - | have just celebrated my 50th birthday. At this age, | didn't see myself
starting to learn new things, especially taking on a university degree.

In my first year, | have found that there are tremendous new learning skills, skills that
I hadn’t been aware of. | have found new ways of learning, developing my
knowledge, and therefore look to develop further and hopefully use these skills
towards a future in expanding my working career.
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b Advert

Fields
DATARECOVERY

Excellent opportunity o become Assstant Lab Manager at iekds Data Recovery.

This i 2 permanent opportunity. The slary i negotiable and will come with bonuses.

Fields Data Recovery is  market leding Data Recovery company across the Urited Kingdom,
Europe, and America The company's Primary offic is based in ridgend, South Wales.

Responsibiities

 Responsiviefor managing the Enginsering Teams i the Lab.
 Responsiviefor weskly and monthly lanring.

* Ensurathat engineerng teams are maintaining targered goals
* Implament trainng forsach department (aise wth & & D Dept)

© Work losey it the Lab Manager to ensure the dall routnes o the Lab ar being caried
ot 10 the ighest tandrs.

s Partoftis Role, we would require th sucsessful candidate o work lasly vith the Lab mansger
0 ensure that ALLISO Quaifications are being implemented and ensuring that the eficiency of the
teams ac2 o the Higheststandard.
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urriculum Vitae

Garetn Grfin
8 ighiand Plsce Bridgend CF31 115
o73asasa152
arethverifin @emsitcom

Personal statement

| have mast racenty worked fo Fields data racovery s 3 highly sl data recovery
technician. Throughout my continued caresr davelopment, | have gsined confidence in my.
‘own sbilty. | aparasch the taskin hand with enthsiasm and decicatin, and take pice n
dlivering an excaptionalsenice t both customers and clients. | am able to roublashoot
diagnose and resolve 2 wide rang of issues. | am an excelent commuricator — both in
writtan form and verbal, and | am comfortatle and experienced in 3 working enviranment
that raguires delivery sgainsttght desdings. | am keen to develop my professionalsils,
abilties and gain further experience within the [T industry. | am currenty sasking  position
that has 3 clear and structured progression path

Whistcarrying ot my dutes | have 2 grest attention to deail which alows me o work
effciently withaut making avoidsble mistekes. Furthermore, within my rol | was expactad
tointeractwith 3 number of sefor managament verball, via amailand fae to face
interaction by answering questins and providing nformtion upon request. | have 3 good
Knowledga of Microsoft programs, primarily ith Microsoft Word and Mirosoft Excel and
Outlook.1 ave siso been required 1o travel on occasions, which included traveling o
America forlong periocsof time.

1 oined the RoyaI Navy when leaving school wher | worked s an enginesring
technician/weapons engineer. | had 2 deployments whist inthe Royal Navy. The irst being
UsACanada for § months to attend rining exercses and incernationsl raations. The
second being Mediterranean Sea/Gulf of Aden or § months. This nad been counter piracy
nd international rlations. Confict of Libys.

Education and Qualifications

Bryntiron Comprehensive School

idgend -2000 20005
acs:

+ Double SciancaC,C

+ Engiish Langusge —C

o Engish Lierawre -

+ Msthematics—C

.

+ wesn-c

MoD Royal Navy - HM Forces
+ SEMTA Apprenticeshipin Enginsering
+ ity & Guilds Leve! 2 Key skils n CT
+ City  Guilds Lovel 2 Ky skills in mproving own learning
* City & GuilsLeve! 2 Key skils in vorking with athers
+ City & GuildsLavel 2 Key skils n communicaton
+ City  Guilds Lovel 2 Keyskills n application of number
+ City & Guilds Engineering Comperences —Industrial Stues
* City & Guilds Engineering Competences ~ Basic nginering processes.
+ City & Guilds Engineering Competences ~ Materal Removal
+ City & Guilds Engineering Competences — eining
* City & Guilds nginsering Compatances ~ Assembly & Dismaning

+ City & Guilds Enginsering Compatances - the industrial context was genaral
Engineering

Career History

HM Forces (Royal Navy) - Enginering techrician / weapons engneer
November 2007 to Aprl 2012

A competent Msintenance Engineer with 3 posiive approach to pre-
unscheduled maintenance. Accustom o working in high tempo environments where.
breakdown time must be kept to 3 minimum. A good understanding of electrcal sfety rules
nd rgultions.Capable o working independenty o in s tesm providing ey informatin to
the chain o command

Fields Data Recovery - Computer Technician
November 2012 - Present

Working a5 3 data recovery technician. The ob s fast paced and target aiven which s
incentivsad by the bonus structure. Thi has developed my computer skl and software.
knowledge. | am also required to have good communication skils. With enthusiasm | was
2ble o learn thejob quicky and take advantage ofthe bonusschame. | enjoy earning new
skills wherever possole.

Additionalinformation

1hold 3 lean and fll UK drving cense and | aiso have my own transport.

Outsid of work | anjoy 3 range of sctites. | am passionate about kesping it and healhy.
nd rgularly sttend thelocalgym fo workout sessions. | m 2 proud suppartar of Cardft
CityFootallClub and nternationsl Welsh ugby. | njoy socialsing with friends and
spending time wich my 2 sons.
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overing Letter

Gareth Griffin — Continued Assessment Team Engincer

To. Arron Evans - Director — Fields Data Recovery.

Dear Mr. A, Evans

The Role of Assistant Lab Manager has sparked my interest and would lie to apply for this role and

become your next Assistant Lab Manager.

1 have werked for the company or just over 8 years, | have been a part of every departmentin my
auest to progress throughout the company and this role would be my logicl next step. As | have
worked in every department, | have good relationships with the people n those department and
also my knowledge of the runnin of each indvidual department | feel gives me an edge over the

other possible candidates.

1 started my fourney within the company as 2 Backup technician and has been through the
restructure of the company and then the hard rimes of the company i the last two years. | believe
that the fact that | have sarted ot the bottom 8 years ago and now | am one of the top engincers
within the company. Tnis was dane by chasing the knowledge | needed tosucceed in each role
building reltionship with peers to gt that wealth of knowedge and the results have seen me

exceed my targets within in each department

I believe that my Armed Forces background would stand me in good stead as my time serving has
instilled good values and ethics that | continue to work towards and improve. Values such as

Integrity, Loyalty, Respect, and excellence.

1will be in contact with yourself next week in order to follow up on my application and any feedback

would be welcomed.

Sincerely,

Gareth Griffin
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Feedback to CV, etc inbox

Bob Wilson

to me, Bob ~

Hi Gareth,
I have just assessed your CV, etc and | have the following comments.
The letter is good but put your contact details on it and the subject as the role appying for.

Your CV is OK, the profile is too large (30/40 words max), it needs to read like the job advert only.
You havent mention working on your degree in Leadership & Management

When sorted out, put them in the appendices and write about them in the text

Keep safe
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Curriculum Vitae

Gareth Griffin
& Highland Place Bridgend CF31 15
07388443192

garethvgriffin@gmail.com

Personal statement

1 have most recently worked for Fields data recovery s a hghly skilied data recovery
technician. Throughout my continued career development, | have gained confidence in my
own abilty. | approach the task in hand with. 1am an excellent communicator — both in
written form and verbal, and | am comfortable and experienced in 3 working environment
that requires delivery against tight deadines. 1 am keen to develop my professional skills,
abilties and gain further experience within the T industry.

Education and Qualifications
Bryntision Comprehensive School Bridgend - 2000 20005
GesE:

« DoubleScience—C, €

o English Language —C
o English Literature —C
o Mathematics—C

. PE-B

o Welsh—c

MoD Royal Navy ~HM Forces
+ SEMTA Apprenticeship in Engineering
+ City & Guilds Level 2 Key sils n ICT
o City & Guilds Level 2 Key skils in improving own learning
+ City & Guilds Level 2 Ky skils in working ith others
+ City & Guilds Level 2 Key skilsin communication
+ City & Guilds Level 2 Key kil in application of number
+ City & Guilds Engineering Competences - ndustria Studies
« City & Guilds Engincering Competences — Basic enginering processes

+ Gty & GuidsEngineering Competences — Materil emova]

[e}

o City & Guilds Engineering Competences — Joining
o City & Guilds Engineering Competences — Assembly & Dismantiing

o City & Guilds Engincering Competences — the industrial context was general
Engineering

career

istory

HM Forces [Royal Navy) - Engineering technician / weapons engineer
November 2007 to April 2012

A competent Maintenance Engineer with 3 positive approach to pre-planned and
unscheduled maintenance. Accustom to working in high tempo environments where
breakdown time must be kept to a minimum. A good understanding of electrical safety rules
and regulations. Capable of working independently or in a team providing key information to
the chain of command.

Fields Data Recovery — Computer Techr
November 2012 — Present

Working a5 a data recovery technician. The job s fast paced and target driven which is
incentivised by the bonus structure. This has developed my computer skills and software
knowledge. | am also required to have good communication skills. With enthusiasm | was
able to learn the job quickly and take advantage of the bonus scheme. | enjoy learning new
skill wherever possible.

‘Additional information
1hold a clean and full UK driving license and 1 also have my own transport

Outside of work | enjoy 2 range of activities. | am passionate about keeping fit and healthy
and regularly attend the local gym for workout sessions. 1am a proud supporter of Cardiff
ity Football Club and international Welsh rugby. | enjoy socialsing with friends and
spending time with my 2 sons.
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Covering Letter

Gareth Griffin — Continued Assessment Team Engincer

Garethvriffin@gmail.com / 07388443192
“To. Arron Evans - Director — ields Data Recovery.

Dear Mr. A, Evans

The Role of Assistant Lab Manager has sparked my interest and would lie to apply for this role and

become your next Assistant Lab Manager.

1 have werked for the company or just over 8 years, | have been a part of every departmentin my
auest to progress throughout the company and this role would be my logicl next step. As | have
worked in every department, | have good relationships with the people n those department and
also my knowledge of the runnin of each indvidual department | feel gives me an edge over the

other possible candidates.

1 started my fourney within the company as 2 Backup technician and has been through the
restructure of the company and then the hard rimes of the company i the last two years. | believe
that the fact that | have sarted ot the bottom 8 years ago and now | am one of the top engincers
within the company. Tnis was dane by chasing the knowledge | needed tosucceed in each role
building reltionship with peers to gt that wealth of knowedge and the results have seen me

exceed my targets within in each department

I believe that my Armed Forces background would stand me in good stead as my time serving has
instilled good values and ethics that | continue to work towards and improve. Values such as

Integrity, Loyalty, Respect, and excellence.

1will be in contact with yourself next week in order to follow up on my application and any feedback

would be welcomed.

Sincerely,

Gareth Griffin
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Hi Gareth,

Here is your feedback:
Feedback for BMISKA005 2020
Name:  Gareth Griffin
Answering difficult questions

He spoke well throughout, in fact he looked and sounded quite professional and he seemed confident
and quite relaxed, despite the interviewer interrupting him on a few occasions.

Knowledge of lob
He has a very good, in-depth knowledge of the role being interviewed for.
Knowledge of organisation

He demonstrated a very good knowledge, good understanding, including historical.
Research

He demonstrated research.

Relaxed

He was relaxed and though he stated before the interview that he was a little nervous, he did not
demonstrate nerves.

Communications
‘Spoke well, listened well throughout the interview.

He added important facts about himself that added to his value.

Good:

He s a good candidate with his background knowledge and experiences.

A good interview. He had obviously undertaken some research and applied it to benefit his
interview.

Issues:

Did not mention his BA studies and when questioned about his weakness he stated “relationships”
and being accepted. He should have said that he was working on that,




