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[bookmark: _Toc500943471][bookmark: _Toc53314823]Section 1: Know how to identify development needs

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

	STRENGTHS

	WEAKNESSES


	OPPORTUNITIES

	THREATS



I have identified that the main techniques for development used by Howard and Llinos have been the SWOT Analysis for start, the SWOT is an exceptionally good way of identifying learning styles for yourself and others. Also, I have seen Howard has used the VARK learning style questionnaire and has a strong Kinesthetics learning style, which means he is definitely more of a physical learner rather than sitting and listening to a lecture or watching demonstrations. 
A cited quote I came across reminds me of Howards learning style that has been defined by Dunn and Dunn that states ‘’A Kinesthetics learner is a student who mostly requires whole body movement to process new difficult information”. Honey and Mumford was also a learning style I noticed the both of them have used and had two different results. Howard had a pragmatist result that defines him as a somebody who can get different meanings from the same words depending on the circumstances that are around at the time and has a different understanding and reaction to symbols. Whereas Llinos had a result of being a Reflector. This means Llinos likes to obtain all the information and prefers to think through situations using her previous experiences and observations before deciding on what needs to be done to ensure she gets the best solution in the quickest but most effective way.

1.2 Use a simple technique for identifying development needs for self & another
	SWOT Analysis – Howard Lewis

	STRENGTHS

· resourcefulness
· critical thinking
· presentation
	WEAKNESSES

· Time management
Essay writing 
· I.T skills

	OPPORTUNITIES

· The right people to help with day to day skills challenging
· Networking
· Courses for further learning
· Research places i.e library’s, internet and uni facilities
	THREATS

· Work 
· Parental responsibilities 
· Technology and i.t skills
· Minor dyslexia 
· Easily distracted
· Covid




	[bookmark: _Toc500943473][bookmark: _Toc53314825]SWOT Analysis - Llinos Griffith

	STRENGTHS

· Microsoft expert
· Customer Service skills
· Will always give things ago
· Love learning new skills
· Will give my all to projects im given

	WEAKNESSES

· My surroundings 
· Concentration in office environments (Noisy)
· Easily Stressed
· Put myself down all the time (feel like a failure)

	OPPORTUNITIES

· Opportunities within my workplace to further my skills (NVQ’s etc) 
· Supportive friends and family around 
me willing to help me
	THREATS

· Covid
· My Depression


[bookmark: _Toc500943474][bookmark: _Toc53314826]1.3 Identify potential barriers to learning for self and another.
Overlooking the learning styles taken up by Howard and Llinos, I have come across some potential barriers for both individually and which will affect both, there are also some barriers I have identified that may not be in any of their control such as global pandemics like one we are living through (Covid-19). It is clear to see that Covid-19 has influenced both individuals in different ways. 
I see that Howard has had a business effected but has not lost faith that he will get another chance in the future, with bettering himself throughout his studies and self-monitoring. He will be where he wants to be hopefully within his allotted personal development (PDP) time scale. 
Llinos on the other hand seems to have been affected emotionally and mentally due to the current pandemic that is happening but is getting as much help as she needs. I can tell by speaking to her that she can possibly work on her emotional state during and after this pandemic is over. She can benefit from socialising more, which hopefully she will be able to do soon. As we all know it can take its toll on us all and cause more mental/emotional issues, especially those who suffer mentioned issues already. 
I am noticing that Howard has a repetitive thing going on with his time management, he can make this a lot easier by keeping a daily/weekly planner or simply try to prioritise what needs or must be completed first. This will then allow him to work out how to manage the importance of what else he takes on. 
Llinos has stated she is easily distracted and that is an issue that has many ways of trying to help but many can be the wrong one for certain individuals, in her case I would suggest something like: try not to face someone directly as sometimes you can get engrossed in other people’s conversations just by watching them, try to block out the tones of voices that can pull her away from completing her work. Llinos also listed that she puts herself down a lot and that can impact your daily goings on massively and from completing her own workload to her preferred standards. Self-confidence is important as it is a big way of progressing. In Llinos case I would suggest motivational speeches and vain comments maybe to herself in front of a mirror that get longer every time. Hopefully, she can be confident enough to do it aloud and in front of others in no time. 
Howard has also mentioned on several occasions throughout that he has little to none I.T skills but with this all I can suggest is, He can get lots of help through completing the higher education course he is currently doing, He could also join an online I.T Skills course alongside the current one he is sitting.

[bookmark: _Toc500943475][bookmark: _Toc53314827]1.4 Explain how these barriers to learning can be overcome.
I have been asked to analyse the evidence brought to me on behalf of Howard and Llinos Griffith to identify any learning barriers they may be struggling with. Upon my evidence gathering I can see a few learning barriers that may stand in their way and identified some potential solutions and/or guidance that can help overcome, by following a few techniques that could help. For example:
  Howard has a limited I.T skill set which can become more efficient with something as simple as an online course alternatively, local libraries or the university facilities are there for his assistance. 
Howards time management or lack of on his behalf, can always become better by planning what is more important or has more relevance at the time, nearest task or appointment due. Alternatively, Howard can become more organised by completing a daily or weekly planner ahead of schedule. 
Llinos on the other hand seems to be a little more on the external barriers side due to more personal and emotional things such as depression and anxiety that is tending to stop or slow her down in her work environment. After conversations with Llinos, she has advised me that she is starting to overcome her depression and anxiety with medical advice which should start to help her, but for the time being I would personally suggest the following that could help:
	Llinos could use stress balls in the workplace if she is feeling stressed due to work telephone calls so she would not feel so agitated or feel the need to terminate the call if too stressed out. I would also recommend regular breaks away from her desk and computer to ensure it does not get too much for her. Llinos could also benefit from more frequent breaks of fresh air away from her workspace whilst doing something as simple as taking deep breaths.
[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.
According to the ukessay.com website it states that the SWOT analysis is the most useful of them all, as it shows all aspects of someone from their strengths to their weaknesses. The website says:
 ‘’your own success is more likely if you use your talents (strengths) to their full extent to exploit the opportunities that present themselves to you. Also, it is important to understand your weaknesses so that you can manage them out of your daily work activities and thereby also eliminate any threats which may affect your potential to progress”.
From my opinion, I believe SWOT is a brilliant way of analysing a person and/or myself as it is a pro-active way of tackling all four of the key areas: Strengths, Weaknesses, Opportunities and Threats (Stanford Research Institute 1960-1970). There are earlier works of these learning cycles by a gentleman called David Kolb. The ukessay.com website states, these two versions are interesting from a perspective point of view, because they show different ways it identifies experimental learning.

[bookmark: _Toc500943478][bookmark: _Toc53314830]2.2 Identify support mechanisms for the development of self & another
After carefully looking over the learning barriers that Howard and Llinos have put forward, I can see, they can both benefit from a few of the following suggestions:							Howard for instance, can help his time management by having a daily or weekly planner where he can prioritise his appointments or workload, to help assist in his everyday life, by writing down and keeping a close eye on said planner, should help him towards achieving his personally set goals. 
Llinos has emotional issues that are tougher to simply say it is going to be fine, but a few simple things can help her towards controlling her emotions a bit more i.e., again simple time away from the workspace to have a breather can help, or stress balls on the desktop to be a go can relieve her stress and anxiety to a certain level. 
Howard has one of his learning barriers down as I.T skills, this can be a good one for him to overcome as there is online courses such as: The Open University, Learndirect.com, distance-learning-centre.co.uk including many more. 
Another of Howards barriers I see is essay writing and that he should also be able to overcome due to how many online courses there are to help these days, such as: edx.org, futurelearn.com, coursera.org, oxford-royale.com and quite a few others. Howard should also be able to get some further assistance with this learning barrier on the CertHE higher skills for the workplace course he is currently sitting. This should then allow him access to the university libraries and computers.
[bookmark: _Toc456901523]Llinos has stated that she is easily distracted by noise in the workplace, that can be a trick one if someone works in an office environment like she does in the administration world, such as calls, chatting and within an open plan office, where every little noise will catch her attention, but as for the general office noises that cannot be helped such as other people on the phones, I would personally suggest if that is a distraction, it might be worth having a headset if not already. If that is already a factor, then a possible desk assessment and change of desk placement would be ideal. Now if she is distracted by movement of others then I would say to just turn your workspace or desk if able to do so, so you are facing away from any distractions. Understandably this cannot always be accomplishable, and she might not to alienate herself away from others that could make her anxiety worse. But I would suggest trying these simple steps and monitor the reactions and self-progress just to see how it initially goes.














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

Part 1: Personal Analysis 
	SWOT Analysis – Howard Lewis

	STRENGTHS

· resourcefulness
· critical thinking
· presentation
	WEAKNESSES

· Time management
Essay writing 
· I.T skills

	OPPORTUNITIES

· The right people to help with day-to-day skills challenging
· Networking
· Courses for further learning
· Research places i.e. library’s, internet and uni facilities
	THREATS

· Work 
· Parental responsibilities 
· Technology and i.t skills
· Minor dyslexia 
· Easily distracted
· COVID-19


	SWOT Analysis - Llinos Griffith

	STRENGTHS

· Microsoft expert
· Customer Service skills
· Will always give things ago
· Love learning new skills
· Will give my all to projects I’m given

	WEAKNESSES

· My surroundings 
· Concentration in office environments (Noisy)
· Easily Stressed
· Put myself down all the time (feel like a failure)

	OPPORTUNITIES

· Opportunities within my workplace to further my skills (NVQ’s etc) 
· Supportive friends and family around 
me willing to help me
	THREATS

· COVID-19
· My Depression











Part 2: Setting Goals
	My Personal Recommended Goals: Howard Lewis

	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

	Better my I.T skills


	I will need to practice more often, but this course should help me with that.
	I will need to concentrate and take notice of the tutoring I am given but also, I can do online help courses.
	I can measure this by the amount I can accomplish over time, including documenting my results  
	
2021

	Better my time management


	I will have to work out importance of duties/jobs and tackle them quickly but efficiently.
	I will have to seek as much help towards this as I have to accept support if to accomplish this i.e., friends, family and co-workers
	I will be able to see the difference hopefully in this category as it is my downfall at the moment, but measuring it will be upon the more I can fit in and achieve
	
2021
 

	Better my essay writing / literacy


	I have to practice more and read more to be able to achieve this 
	I will have to take a few online courses towards helping me achieve this target
	I will be able to monitor this throughout this course and hopefully it will show very soon
	
2021

	My Personal Recommended Goals: Llinos Griffith

	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

	General self- confidence
	Stop putting herself down at every point or at any mistake
	I believe Llinos will need to except help from family members and health professionals. Also, she can do motivational speeches in the mirror each day to gain confidence to stand in front of an audience
	She can measure this by documenting her daily speeches with how confident she is now relaying and feeling each day.
	2021

	To manage her stress levels
	Update a work colleague she trusts and can confide in maybe just so if she needs to take air or a breather somebody at least understands why if it is a sudden thing 
	Gain an understanding with senior members or line managers so if breaks are needed it is taken into consideration, also stress balls on her desk may help just as a go to because leaving the work area is not always allowed.
	Regular catchups with her chosen office seniors, a daily log of her ups and downs and what has caused them.
	2021

	To live life happier and succeed more of what she would like to accomplish
	Stop overthinking everything and sometimes things might seem like not so much of a challenge 
	“This one is on her” (her words)

she feels that this can be overcome but must gain self-confidence before she feels she can
	She will measure her success by the amount of self-confidence she has gained and how her day-to-day life differs.
	2021



Part 3: Personal Objectives 
	Howard Lewis’s Goals

	[bookmark: _Hlk58678457]Short Term Goals (next 12 months)

	To be better at time management
To brush up and be more competent on my I.T skills
To pass this course

	Medium Term Goals (2-3 years)

	Stay on and higher achieve in my education
Be able to see about maybe re-opening my plumbing business
To hopefully become a better me, and more focused in work ethics 

	Long Term Goals (3-5 years)

	To have achieved my highest grading and be academically better 
To be able to choose what direction I’m going in next
To have my business open and successfully running

	Llinos Griffith’s Goals

	Short Term Goals (next 12 months)

	To better manage her stress levels and not let it affect my day-to-day routines.
Ensure she keeps on top of any medication provided that will help her along the way.
Learn to be more open with regards to distractions within the workplace/ environment, rather than believing she has to deal with it alone.

	Medium Term Goals (2-3 years)

	She will investigate any self-help courses to aid in the progress of her wellbeing. 
She is looking to further her own education and is looking into courses in her preferred subjects.
She has advised she is currently living with her parents, so she is hoping to be buying her own house. 

	Long Term Goals (3-5 years)

	To be settled into her own home.
Gained further self confidence 
She would like to work with animals, so would be looking to achieve any education required to do so.




[bookmark: _Toc500943480][bookmark: _Toc53314832]2.4 Method used to monitor the development of self & another.
After some research of the most commonly used development methods, I believe I have chosen the best suited ones to use, that will also allow me to gain enough knowledge on both parties to be able to gather my information for further development. Upon overseeing all the evidence obtained, I believe the best method to use would be the PDP and SWOT methods. I believe this will assist both Howard and Llinos in developing and progressing further with their goals, as they both can gain a lot from writing down activities or work routines daily, either for mental health reasons or quite simple time management. By doing so they can both start to see what triggers are pressed or how they can reduce the time spent on something of non-importance. I would also like to say that both Howard and Llinos will benefit from the goals table they have filled out if they both regularly keep updating them and seeing their progress.

[bookmark: _Toc500943481][bookmark: _Toc53314833]Section 3: Know how to prepare for the recruitment process 
[bookmark: _Toc53314834]Reflection on the recruitment process 
Upon researching reflection models, I have chosen to use the ‘’Gibbs Reflective Cycle (1988)’’ process for my interview write up on the points below. I have chosen this model as I believe this is a flow chart, I am able to follow confidently. I am a strong believer in saying as long as I am able to understand or visually see something, I will be able to overcome any potential learning or recruitment barriers ahead of me. If I am able to do so personally, then I hope I can help others to overcome too, as well as bettering my skills.
[image: Reflective Practice: Models and Process – BusinessBalls.com]
[bookmark: _Toc53314835]3.1 Description
During Covid-19 my business suffered financially, and I had to seek alternative employment due to the closure of my business. I have not thought I would have to go back to being employed rather than an employer. I have had a search of sites such as www.indeed.co.uk. But I have had a hard time trying to find something I believed suited me. While a close friend of mine advised me that a position became available on her department. I then requested a copy of the job description and a general background of the role. After receiving the job description, I decided I would apply for the role. So, I applied for the position of an Internal Account Executive within phs group. My application only involved sending in my C.V and C.V covering letter into the company’s recruitment department. To this current date I have not received an Invitation for interview or any feedback with regards to why if I was not chosen for an interview.
(for assignment purposes only).  

[bookmark: _Toc53314836]3.2 Feelings
I have honestly been feeling a little low due to having suffered the loss of a business, but I am feeling more positive and gaining back the confidence to take the next steps towards a new career path. I am also feeling optimistic at this point in time, as I can see certain aspects of my life changing for the right reasons, and with the educational course I am undertaking I can already feel myself gain positivity and courage to face new things. Although I am feeling a bit gutted, as have not heard anything back yet regarding my job application, but I am not going to lose faith and carry on looking for the right job for me, alongside concentrating on my studies.

[bookmark: _Toc53314837]3.3 Evaluation
The good I am taking from this particular experience is, I have found out a lot about myself, that I did not realise back a few months ago. I am confident enough to still have the ‘’oomph’’ to still want to better myself, even after such a knock down due to the loss of my business. But I have had the courage to look into new chapters and bettering myself, which will hopefully give me further experience to reopen my old business or create a completely new one.
The bad I am taking from this particular experience is, how horrible it is to have to be judged by a company to see if I am worthy enough to join the workforce, I also believe companies should inform an applicant if they are not successful, just out of curtesy to avoid people like me waiting to hear back which, from previous experience I have noticed quite a few places do.

[bookmark: _Toc53314838]3.4 Analysis
At this precise time, I really do not know what to make of it all as I am still coming to terms with the loss of my business and having to start from scratch again, as I am starting a whole new chapter in my life at what I believe is a late age to start learning new things. But I am always willing to give new things ago, such as going back to a student, and now having to look into a new form of employment. I am enjoying the prospect of learning new things and experiences from job applications to experiencing a new job opportunity, also most of all I am looking forward to being taught and doing new things completely out of my comfort zones.
[bookmark: _Toc53314839]3.5 Conclusion
After reviewing this process over in my head, I have come up with a couple of conclusions that could assist me in the future whilst applying for work. These include the following: I could maybe chase up the application and see whether or not I have been successful with the job application, or if the closing date for application has been extended. I will also ask any future potential employers for feedback on my application to see if I am able to better myself. In doing this it will allow me to identify any barriers I have not come across or noticed myself, to enable me to work on these areas if needed.
I will also consider if I need to personalise my CV and CV covering letter to suit the needs of the employer in future. This would include me personally writing to the employer, providing further background on myself if needed.
[bookmark: _Toc53314840]
3.6 Action Plan
Following this process, if there is anything I would like to do differently is, seek feedback from phs Group to see how my CV was rated, and if there was anything I could better myself on, and I would like to ask if there was anything in particular that they did not see in myself as an employee for their company, so I could try and work on any areas if needed too. On further research I have completed and located, I would like to review and update my CV and Cover letter by using the following the 6 simple rules of writing I have located by a Mr George Orwell (obtained by Google engine searches):

‘’One can often be in doubt about the effect of a word or a phrase, and one needs rules that one can rely on when instinct fails. I think the following rules will cover most cases:
1. Never use a metaphor, simile, or other figure of speech which you are used to seeing in print.
2. Never use a long word where a short one will do.
3. If it is possible to cut a word out, always cut it out.
4. Never use the passive where you can use the active.
5. Never use a foreign phrase, a scientific word, or a jargon word if you can think of an everyday English equivalent.
6. Break any of these rules sooner than say anything outright barbarous.
From Orwell's essay "Politics and the English Language."

From these 6 rules that George Orwell came up with, I believe it will help me better my CV over time and make me understand that sometimes and in some situations, less is actually more. Do not over complicate things.
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[bookmark: _Toc53314842]Appendix A 

Vark – 
VARK Questionnaire version 8.01
Choose the answer which best explains your preference and click the box next to it. Please click more than one if a single answer does not match your perception. Leave blank any question that does not apply.
Top of Form
I want to find out about a house or an apartment. Before visiting it I would want:
a printed description of the rooms and features.
a discussion with the owner.
a plan showing the rooms and a map of the area.
to view a video of the property.
A website has a video showing how to make a special graph or chart. There is a person speaking, some lists and words describing what to do and some diagrams. I would learn most from:
listening.
seeing the diagrams.
reading the words.
watching the actions.
I want to learn about a new project. I would ask for:
an opportunity to discuss the project.
examples where the project has been used successfully.
diagrams to show the project stages with charts of benefits and costs.
a written report describing the main features of the project.
I want to learn to do something new on a computer. I would:
follow the diagrams in a book.
read the written instructions that came with the program.
start using it and learn by trial and error.
talk with people who know about the program.
I want to learn how to play a new board game or card game. I would:
read the instructions.
watch others play the game before joining in.
use the diagrams that explain the various stages, moves and strategies in the game.
listen to somebody explaining it and ask questions.
When learning from the Internet I like:
audio channels where I can listen to podcasts or interviews.
interesting written descriptions, lists and explanations.
interesting design and visual features.
videos showing how to do or make things.
I want to find out more about a tour that I am going on. I would:
read about the tour on the itinerary.
look at details about the highlights and activities on the tour.
talk with the person who planned the tour or others who are going on the tour.
use a map and see where the places are.
I prefer a presenter or a teacher who uses:
handouts, books, or readings.
demonstrations, models or practical sessions.
question and answer, talk, group discussion, or guest speakers.
diagrams, charts, maps or graphs.
I have a problem with my heart. I would prefer that the doctor:
described what was wrong.
gave me something to read to explain what was wrong.
used a plastic model to show me what was wrong.
showed me a diagram of what was wrong.
When choosing a career or area of study, these are important for me:
Using words well in written communications.
Communicating with others through discussion.
Applying my knowledge in real situations.
Working with designs, maps or charts.
I have finished a competition or test and I would like some feedback. I would like to have feedback:
from somebody who talks it through with me.
using a written description of my results.
using examples from what I have done.
using graphs showing what I achieved.
I need to find the way to a shop that a friend has recommended. I would:
write down the street directions I need to remember.
ask my friend to tell me the directions.
find out where the shop is in relation to somewhere I know.
use a map.
I want to save more money and to decide between a range of options. I would:
use graphs showing different options for different time periods.
read a print brochure that describes the options in detail.
consider examples of each option using my financial information.
talk with an expert about the options.
When I am learning I:
like to talk things through.
read books, articles and handouts.
use examples and applications.
see patterns in things.
I want to learn how to take better photos. I would:
use the written instructions about what to do.
ask questions and talk about the camera and its features.
use examples of good and poor photos showing how to improve them.
use diagrams showing the camera and what each part does.
I want to assemble a wooden table that came in parts (kitset). I would learn best from:
diagrams showing each stage of the assembly.
advice from someone who has done it before.
watching a video of a person assembling a similar table.
written instructions that came with the parts for the table.
Bottom of Form


Your VARK Results
Your scores were:
· Visual 5
· Aural 0
· Read/Write 0
· Kinesthetic 11
Your learning preference: Very Strong Kinesthetic
People with your preference like:
practical exercises, experiences, examples, case studies, trial and error, things that are real.


Honey and Munford – Howard Lewis
[bookmark: _Toc503452307]Honey & Mumford’s Learning Styles Questionnaire
	No.
	Statements
	Put Y or N

	1
	I have strong beliefs about what is right and wrong, good and bad.

	Y

	2
	I often ‘throw caution to the wind’.

	Y

	3
	I tend to solve problems using a step-by-step approach, avoiding any ‘flights of fancy’.

	N

	4
	I believe that formal procedures and policies cramp people’s style.

	N

	5
	I have a reputation for having a no-nonsense, ‘call a spade a spade’ style.

	Y

	6
	I often find that actions based on ‘gut feeling’ are as sound as those based on careful thought and analysis.
	Y

	7
	I like to do the sort of work where I have time to ‘leave no stone unturned’.

	N

	8
	I regularly question people about their basic assumptions.

	Y

	9
	What matters most is whether something works in practice.

	N

	10
	I actively seek out new experiences.

	Y

	11
	When I hear about a new idea or approach I immediately start working out how to apply it in practice.
	N

	12
	I am keen on self-discipline such as watching my diet, taking  regular exercise, sticking to a fixed routine etc.
	N

	13
	I take pride in doing a thorough job.

	Y

	14
	I get on best with logical, analytical people and less well with spontaneous, ‘irrational’ people.
	N

	15
	I take care over the interpretation of data available to me and avoid jumping to conclusions.
	N

	16
	I like to reach a decision carefully after weighing up many alternatives.

	Y

	17
	I’m attracted to novel, unusual ideas than to practical ones.

	Y

	18
	I don’t like ‘loose-ends’ and prefer to fit things into a coherent pattern.

	Y

	19
	I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done.
	Y

	20
	I like to relate my actions to a general principle.

	Y

	21
	In discussions, I like to get straight to the point.

	Y

	22
	I tend to have distant, rather formal relationships with people at work.

	Y

	23
	I thrive on the challenge of tackling something new and different.

	Y

	24
	I enjoy fun-loving spontaneous people.

	Y

	25
	I pay meticulous attention to detail before coming to a conclusion.

	N

	26
	I find it difficult to come up with wild, ‘off-the-top-of-the-head’ ideas.

	N

	27
	I don’t believe in wasting time by ‘beating about the bush’.

	Y

	28
	I am careful not to jump to conclusions too quickly.

	Y

	29
	 I prefer to have as many sources of information as possible, the more data to mull over the better.
	Y

	30
	Flippant people who don’t take things seriously enough usually irritate me.

	Y

	31
	I listen to other people’s point of view before putting my own forward.

	N

	32
	I tend to be open about how I’m feeling.

	N

	33
	In discussions, I enjoy watching the manoeuverings of the other participants.

	Y

	34
		I prefer to respond to events on a spontaneous, flexible basis rather than plan things out in advance.
	N

	35
	I tend to be attracted to techniques such as network analysis, flow charts, branching programmes, contingency planning etc.
	N

	36
	It worries me if I have to rush out a piece of work to meet a tight deadline.

	Y

	37
	I tend to judge people’s ideas on their practical merits.

	N

	38
	Quiet, thoughtful people tend to make me feel uneasy.

	N

	39
	I often get irritated by people who want to rush headlong into things.

	Y

	40
	It is more important to enjoy the present moment than to think about the past or the future.
	Y

	41
	I think that decisions based on a thorough analysis of all information are sounder than those based on intuition.
	N

	42
	I tend to be a perfectionist.

	Y

	43
	In discussions, I usually pitch in with lots of ‘off the top of the head’ ideas.

	N

	44
	In meetings, I put forward practical realistic ideas.

	Y

	45
	More often than not, rules are there to be broken.

	N

	46
	I prefer to stand back from a situation and consider all the perspectives.

	N

	47
	I can often see inconsistencies and weaknesses in other people’s arguments.

	Y

	48
	On balance, I talk more than I listen.

	N

	49
	I can often see better, more practical ways to get things done.

	Y

	50
	I think written reports should be short, punchy and to the point.

	Y

	51
	I believe that rational, logical thinking should win the day.

	Y

	52
	I tend to discuss specific things with people rather than engaging in ‘small talk’.

	N

	53
	I like people who have both feet firmly on the ground.

	Y

	54
	In discussions, I get impatient with irrelevancies and ‘red herrings’.

	Y

	55
		If I have a report to write I tend to produce lots of drafts before settling on the final version.
	Y

	56
	I am keen to try things out to see if they work in practice.

	Y

	57
	I am keen to reach answers via a logical approach.

	Y

	58
	I enjoy being the one that talks a lot.

	N

	59
	In discussions, I often find I am the realist, keeping people to the point and avoiding ‘cloud nine’ speculations.
	Y

	60
	I like to ponder many alternatives before making up my mind.

	N

	61
	In discussions with people I often find I am the most dispassionate and objective.

	Y

	62
	In discussions I’m more likely to adopt a ‘low profile’ than to take the lead and do most of the talking.
	Y

	63
	I like to be able to relate current actions to a longer-term bigger picture.

	Y

	64
	When things go wrong I am happy to shrug it off and ‘put it down to experience’.

	Y

	65
	I tend to reject wild, ‘off-the-top-of-the-head’ ideas as being impractical.

	N

	66
	It’s best to ‘look before you leap’.

	Y

	67
	On balance, I do the listening rather than the talking.

	Y

	68
	I tend to be tough on people who find it difficult to adopt a logical approach.

	N

	69
	Most times I believe the end justifies the means.

	Y

	70
	I don’t mind hurting people’s feelings so long as the job gets done.

	Y

	71
	I find the formality of having specific objectives and plans stifling.

	Y

	72
	I’m usually the ‘life and soul’ of the party.

	Y

	73
	I do whatever is expected to get the job done.

	Y

	74
	I quickly get bored with methodical, detailed work.

	Y

	75
	I am keen on exploring the basic assumptions, principles and theories underpinning things and events.
	Y

	76
	I’m always interested to find out what other people think.

	N

	77
	I like meetings to be run methodically, sticking to the agenda etc.

	Y

	78
	I steer clear of subjective or ambiguous topics.

	N

	79
	I enjoy the drama and excitement of a crisis situation.

	Y

	80
	People often find me insensitive to their feelings.

	Y



[bookmark: _Toc503452308]Scoring and Plotting Results
You score one point for each item that you put Y next to. There are no points for items that you put N next to. Simply indicate on the grid below which items had Y next to them by putting a Y next to the relevant statement number here as well.
The column with the highest total of numbers with Y next to it indicates your preferred learning style.
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Honey and Munford – Llinos Griffith (partner outside of class – non-student)
Honey & Mumford’s Learning Styles Questionnaire: Llinos Griffith
	No.
	Statements
	Put Y or N

	1
	I have strong beliefs about what is right and wrong, good and bad.

	Y

	2
	I often ‘throw caution to the wind’.

	Y

	3
	I tend to solve problems using a step-by-step approach, avoiding any ‘flights of fancy’.

	Y

	4
	I believe that formal procedures and policies cramp people’s style.

	N

	5
	I have a reputation for having a no-nonsense, ‘call a spade a spade’ style.

	N

	6
	I often find that actions based on ‘gut feeling’ are as sound as those based on careful thought and analysis.
	N

	7
	I like to do the sort of work where I have time to ‘leave no stone unturned’.

	Y

	8
	I regularly question people about their basic assumptions.

	Y

	9
	What matters most is whether something works in practice.

	Y

	10
	I actively seek out new experiences.

	Y

	11
	When I hear about a new idea or approach I immediately start working out how to apply it in practice.
	Y

	12
	I am keen on self-discipline such as watching my diet, taking  regular exercise, sticking to a fixed routine etc.
	N

	13
	I take pride in doing a thorough job.

	Y

	14
	I get on best with logical, analytical people and less well with spontaneous, ‘irrational’ people.
	Y

	15
	I take care over the interpretation of data available to me and avoid jumping to conclusions.
	Y

	16
	I like to reach a decision carefully after weighing up many alternatives.

	Y

	17
	I’m attracted to novel, unusual ideas than to practical ones.

	N

	18
	I don’t like ‘loose-ends’ and prefer to fit things into a coherent pattern.

	Y

	19
	I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done.
	Y

	20
	I like to relate my actions to a general principle.

	Y

	21
	In discussions, I like to get straight to the point.

	Y

	22
	I tend to have distant, rather formal relationships with people at work.

	Y

	23
	I thrive on the challenge of tackling something new and different.

	Y

	24
	I enjoy fun-loving spontaneous people.

	Y

	25
	I pay meticulous attention to detail before coming to a conclusion.

	Y

	26
	I find it difficult to come up with wild, ‘off-the-top-of-the-head’ ideas.

	Y

	27
	I don’t believe in wasting time by ‘beating about the bush’.

	Y

	28
	I am careful not to jump to conclusions too quickly.

	Y

	29
	 I prefer to have as many sources of information as possible, the more data to mull over the better.
	Y

	30
	Flippant people who don’t take things seriously enough usually irritate me.

	Y

	31
	I listen to other people’s point of view before putting my own forward.

	Y

	32
	I tend to be open about how I’m feeling.

	Y

	33
	In discussions, I enjoy watching the manoeuverings of the other participants.

	Y

	34
		I prefer to respond to events on a spontaneous, flexible basis rather than plan things out in advance.
	Y

	35
	I tend to be attracted to techniques such as network analysis, flow charts, branching programmes, contingency planning etc.
	N

	36
	It worries me if I have to rush out a piece of work to meet a tight deadline.

	Y

	37
	I tend to judge people’s ideas on their practical merits.

	N

	38
	Quiet, thoughtful people tend to make me feel uneasy.

	N

	39
	I often get irritated by people who want to rush headlong into things.

	Y

	40
	It is more important to enjoy the present moment than to think about the past or the future.
	N

	41
	I think that decisions based on a thorough analysis of all information are sounder than those based on intuition.
	Y

	42
	I tend to be a perfectionist.

	Y

	43
	In discussions, I usually pitch in with lots of ‘off the top of the head’ ideas.

	Y

	44
	In meetings, I put forward practical realistic ideas.

	Y

	45
	More often than not, rules are there to be broken.

	N

	46
	I prefer to stand back from a situation and consider all the perspectives.

	Y

	47
	I can often see inconsistencies and weaknesses in other people’s arguments.

	Y

	48
	On balance, I talk more than I listen.

	N

	49
	I can often see better, more practical ways to get things done.

	Y

	50
	I think written reports should be short, punchy and to the point.

	Y

	51
	I believe that rational, logical thinking should win the day.

	N

	52
	I tend to discuss specific things with people rather than engaging in ‘small talk’.

	Y

	53
	I like people who have both feet firmly on the ground.

	Y

	54
	In discussions, I get impatient with irrelevancies and ‘red herrings’.

	Y

	55
		If I have a report to write I tend to produce lots of drafts before settling on the final version.
	Y

	56
	I am keen to try things out to see if they work in practice.

	Y

	57
	I am keen to reach answers via a logical approach.

	N

	58
	I enjoy being the one that talks a lot.

	N

	59
	In discussions, I often find I am the realist, keeping people to the point and avoiding ‘cloud nine’ speculations.
	N

	60
	I like to ponder many alternatives before making up my mind.

	Y

	61
	In discussions with people I often find I am the most dispassionate and objective.

	Y

	62
	In discussions I’m more likely to adopt a ‘low profile’ than to take the lead and do most of the talking.
	Y

	63
	I like to be able to relate current actions to a longer-term bigger picture.

	Y

	64
	When things go wrong I am happy to shrug it off and ‘put it down to experience’.

	N

	65
	I tend to reject wild, ‘off-the-top-of-the-head’ ideas as being impractical.

	N

	66
	It’s best to ‘look before you leap’.

	Y

	67
	On balance, I do the listening rather than the talking.

	Y

	68
	I tend to be tough on people who find it difficult to adopt a logical approach.

	N

	69
	Most times I believe the end justifies the means.

	Y

	70
	I don’t mind hurting people’s feelings so long as the job gets done.

	Y

	71
	I find the formality of having specific objectives and plans stifling.

	N

	72
	I’m usually the ‘life and soul’ of the party.

	N

	73
	I do whatever is expected to get the job done.

	Y

	74
	I quickly get bored with methodical, detailed work.

	N

	75
	I am keen on exploring the basic assumptions, principles and theories underpinning things and events.
	Y

	76
	I’m always interested to find out what other people think.

	Y

	77
	I like meetings to be run methodically, sticking to the agenda etc.

	Y

	78
	I steer clear of subjective or ambiguous topics.

	N

	79
	I enjoy the drama and excitement of a crisis situation.

	N

	80
	People often find me insensitive to their feelings.

	Y



Scoring and Plotting Results
You score one point for each item that you put Y next to. There are no points for items that you put N next to. Simply indicate on the grid below which items had Y next to them by putting a Y next to the relevant statement number here as well.
The column with the highest total of numbers with Y next to it indicates your preferred learning style.
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Job Application was an email to my partners work manager, as a position became available within her company therefore, I only needed to send off my CV and Cover Letter. 
Cover Letter attached to email:
12 Irving Place
Barry
CF62 8EW
Wednesday 11th November 2020
Iestyn Morgan
C/o PHS Group Plc
Western Industrial Estate
Caerphilly
CF83 1XH

Dear Iestyn,
Re: Full Time Internal Account Executive 

I would like to apply for the position of Internal account executive,
I have been employed by big leading energy suppliers, beginning as a simple labourer/plumber and progressing to the previous role contracted to head heating engineer in north wales. During this time, I have become experienced and knowledge within the plumbing trade. I have previously used manufacturing manuals on a daily basis, working to better my skills, Values and have full knowledge of working systems within the heating industry. I had daily contact with customers including liaising with other businesses, sales representatives, external customer accounts and purchasing departments and my interpersonal skills are excellent. 
I have worked under extreme pressures [pun intended] but still kept my head and managed to struggle through, I currently hold a few qualifications that do not seem to apply here to this job title but if this cv and cover letter says anything about me Mr Morgan is that I have succeeded to everything I have set my mind to and am keen to try even when it’s a struggle. I currently do not drive and rely on public transport, but I will not let that stop me if I am awarded the job as I have made it to west/north wales on jobs successfully thus far.  That will not be an issue for myself and I would enjoy the opportunity to do so if and when required. 
If you require any further information, please do not hesitate to contact me.
Kind Regards,
Howard Lewis

[bookmark: _Toc53314844]

Appendix C

HOWARD LEWIS
12 Irving Place
Barry
CF62 8EW
Tel: 07577673859

Profile:
I am currently undertaking studies as a level 4 certHE skills for the workplace as COVID-19 has had a massive impact on my plumbing business, I like to try new things and challenge myself to do better on all opportunities I’m given. 

Education:
Did not attend education full term I was placed in alternative curriculum.
Currently studying a level 4 certHE in skills for the workplace.

Qualifications Gained in work:
Water Jet Association [WJA] 2018 - 2023 Jetchem Qualified.
Licence was obtained through a training course provided by EDGE, a cleaning company I previously worked for which included working with high level industrial cleaning companies and equipment.

International Powered Access Federation [IPAF] 2018 - 2023.
Licence was obtained through a training course provided by EDGE, a cleaning company I previously worked for which included working with high level industrial cleaning companies and equipment.

Security Industry Authority [SIA]  2020 - 2023.
I obtained my certificates in August 2020 following an opportunity through a family member.

Previous Employment:
Feb 2004:
I started out as a trainee barman that included all bar duties and learnt the skills needed fairly quickly. I then progressed within the business and became a senior member of staff, where I was more involved in the management day to day duties such as: opeing and shutting the premises, taking booking plus overseeing the booked functions.

Zeus nightclub:
I managed my own VIP bar within Zeus nightclub, dealing with important high roller clients, which included serving champaigne and cocktails only. 

Llanishen Sports and Social:
I went straight into a managerial role which included staff training,  money handling, stocktaking and all other duties required to run and maintain the bar efficiantly and effectively. I was employed for this role due to my customer skills and knowledge of the industry.


2015
I opened my own plumbing firm to become self employed as barwork wasn’t for me anymore as ive reached as high as I could get being a bar manager,  and wasn’t feeling satisfied in not being able to better my position. I took on all aspects of the business, which included employement, administration and completing jobs myself until Covid-19 had a massive impact on me and my workload, meaning I have now had to close my business down.

2018 
I passed courses [WJA] and [IPAF] to be able to drive cherry pickers and scissor lifts to assist and help oher employees to be able to clean and a higher level. At the time I was akesd to help out a family member and he would provide me with all the courses needed to help me be able to do that. We was able to establish it wasn’t long term but we was able to help eachother in the long run.

Work Experience:
18 years of experience in the plumbing and heating trade, I have along the way made some good contacts and friends as the industry was a good one to be involved in, I have taken and successfully completed contracts and worked with a few of the big named energy suppliers out there. I had an opportunity to help a family member working for EDGE high level industrial cleaning that benefitted both our businesses, by helping him with the driving aspects on site to be able to help his staff/co-workers he helped me gain a WJA licence that allows me to work with extremely high water pressures that helped in my line of work.  

Skills:
I have a friendly and polite manner and am able to work equally well in a team or independently, I am a keen learner as I’m constantly trying to better myself and willing to assist in helping companies make money if possible. I have worked under extreme amounts of pressure before and managed to stay above board so that shows I am a good person to have on side when some situations can or do go sideways. I have been mentioned on big energy suppliers’ websites for good work and customer relations, which also shows I can be at the front of the room and be able to still work and bring a good name to the company if given the opportunity. I strived from my work presentation skills as my work in the plumbing trade was mainly on show so I made a point to go the extra mile and make it as neat as I could with all my capabilities.

Hobbies & Interests:
Baking and basic cake making with my children.
Spending time with family and friends.
I’m a very outdoorsy person, I like to go for walks with the children and/or the dog.
I’m a lover of art in the ink form I do undertake in this now and then be it on myself or just the drawing of the tattoo’s

Work References:	
Benjamin Marshall	
42 ty-glas-road
Llanishen 
Cardiff
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Appendix D
12 Irving Place
Barry
CF62 8EW
Date

Employer Company Name
Company Address
Town
Postcode

Dear Sir/Madam,
Re: (Insert Job Title)

I would like to apply for the position of (insert job role),
I have been employed by big leading energy suppliers, beginning as a simple labourer/plumber and progressing to the previous role contracted to head heating engineer in north wales. During this time, I have become experienced and knowledge within the plumbing trade. I have previously used manufacturing manuals on a daily basis, working to better my skills, Values and have full knowledge of working systems within the heating industry. I had daily contact with customers including liaising with other businesses, sales representatives, external customer accounts and purchasing departments and my interpersonal skills are excellent. 
I have worked under extreme pressures [pun intended] but still kept my head and managed to struggle through, I currently hold a few qualifications that don’t seem to apply here to this job title but if this cv and cover letter says anything about me Mr Morgan is that I have succeeded to everything I have set my mind to and am keen to try even when it’s a struggle. I currently don’t drive and rely on public transport but I will not let that stop me if I am awarded the job as I have made it to west/north wales on jobs successfully thus far.  That will not be an issue for myself and I would enjoy the opportunity to do so if and when required. 
If you require any further information please don’t hesitate to contact me.
Kind Regards,
Howard Lewis
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