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1. Introduction

As an Operations Scheduling Manager for a national air and water hygiene company, my role involves coordinating engineering resources across a wide range of sites, ensuring compliance with ACoP L8, HSG274, HTM04-01, and TR19.  I work closely with engineers, supervisors, regional service managers, and clients to plan tasks such as water sampling, flushing, temperature monitoring, TMV maintenance, AHU and ventilation cleaning, and remedial work.

My responsibilities require high levels of organisation, problem solving, communication, and decision-making. I must understand engineer capability, job requirements, skill levels, and site-specific risks to ensure efficient allocation of personnel.  I also liaise with clients regarding urgent requests, compliance needs, access issues, and scheduling conflicts, making the role both operationally demanding and strategically important.

To progress further, particularly toward my long-term goal of becoming a Regional Service Manager, I must continue developing my leadership skills, technical knowledge, strategic awareness, and confidence in higher-level decision-making.  Continuous Professional Development (CPD) is essential to this progression (Williams, 2020).

This report identifies my learning style and that of Stuart Beard (Engineer Supervisor), assesses our development needs using recognised techniques, analyses barriers to learning, evaluates development options, and outlines detailed Personal Development Plans.  It also includes my CPD record and reflections using an academic reflective model. The aim is to create a structured, evidence-based approach to achieving professional growth for both me and Stuart.























2. Identify Learning Styles 

Understanding learning styles enables more effective development planning.  It ensures that training, communication, and progression activities align with personal preferences, improving engagement and knowledge retention.  To identify the preferred learning styles for myself and for engineer supervisor, Stuart Beard, I used two recognised tools, VARK (Fleming, 2001) and the Honey & Mumford Learning Style Questionnaire (1986).

VARK (Fleming, 2001)
This model identifies four sensory learning preferences:
· Visual – diagrams, charts, system maps, workflow visuals.
· Aural – spoken instruction, discussion, meetings.
· Read/Write – documentation, manuals, written procedures.
· Kinaesthetic – hands-on practice, real-world experience, simulations.

In operational roles like scheduling and engineering supervision, VARK is particularly useful because work involves both theoretical and practical elements.

Honey & Mumford (1986)
Learning styles based on behavioural tendencies:
· Activists – learn by doing and engaging actively.
· Reflectors – observe, consider, review before acting.
· Theorists – prefer structured, logic-based, and evidence-driven learning.
· Pragmatists – focus on practical application and solutions.

Honey & Mumford is appropriate for leadership roles, as it reveals how individuals make decisions, process information, and respond to new challenges.

2a. Learning Style Results – Nicola Powell

After completing both assessments:
· Primary Learning Style: Kinaesthetic
· Secondary Learning Style: Visual
· Honey & Mumford Result: Pragmatist / Reflector

My kinaesthetic and pragmatic tendencies align with experiential learning theory, which emphasises learning through experience (Kolb, 2014).
This combination aligns well with my day-to-day role.  I learn best through hands on experience, shadowing engineers, watching system demonstrations, and physically interacting with scheduling software or operational processes.  I absorb information effectively through visual methods such as job flow diagrams, dashboards, process charts, and real examples.  As a Reflector-Pragmatist, I prefer to observe processes, analyse information, review performance data, and then apply learning in practical scenarios.  This helps me refine scheduling strategies, understand engineer capabilities, evaluate workloads, and troubleshoot operational issues.
My learning style also supports my long-term leadership ambitions, as both pragmatic and reflective characteristics are linked to strategic development, decision making, and continuous improvement.

2b. Learning Style Results – Stuart Beard

After discussing learning behaviours with Stuart and reviewing his questionnaire results:
· Primary Learning Style: Visual
· Secondary Learning Style: Read/Write
· Honey & Mumford Result: Theorist

Theorists prefer structured, logical information and evidence‑based learning, consistent with Honey & Mumford (1986).
Stuart prefers structured, logical, and well-sequenced information.  He responds best to written procedures, flow diagrams, technical documentation, and step-by-step instructions.  His theorist profile means he values accurate information, evidence-based practice, and clearly defined expectations.  This aligns well with his strengths in technical expertise, problem solving, decision making, and communication.
However, Theorists often struggle to delegate, adapt quickly to change, or ask for help.  All behaviours visible in Stuart’s performance, which helped inform his development needs.

2c. Why Learning Styles Matter in Our Roles

Learning styles influence communication, engagement, and development strategies. Experiential and reflective learning approaches improve professional capability (Eraut, 2004).

Both Stuarts and my role involve decision making, communication, and problem solving, but our learning styles differ significantly:
· I learn through doing; he learns through structure.
· I adapt through experience; he adapts through preparation.
Understanding this helps shape personalised development plans:
· My training must be practical, real-world, and scenario based.
· His training must be structured, written, process-driven, and logically sequenced.
This ensures maximised engagement, effectiveness, and professional growth for both of us.


















3. Development Needs for Self & Another
To identify development needs, I used SWOT analysis, supported by MindTools (2023), and gap analysis.  These reveal strengths, weaknesses, opportunities, and threats for both me and Stuart, helping align training and development pathways with real workplace expectations.

3a. SWOT – Nicola Powell 
	Strengths
	Weaknesses

	Highly organised and efficient scheduler
	Limited advanced IT skills (PowerBI, Excel)

	Strong communication and teamwork
	Limited exposure to high-level operational strategy

	Calm under pressure, strong problem solving
	Confidence issues in senior-level discussions

	Good understanding of engineer capabilities
	Inconsistent knowledge of technical compliance standards

	Good multitasking and coordination ability
	Difficulties stepping back from daily operational detail



	Opportunities
	Threats

	Progression to Regional Service Manager
	Sector becoming increasingly data-focused

	Leadership development programmes
	Rising client expectations and tighter SLAs

	Training in auditing, compliance, & data analysis
	Competitive internal promotions

	Shadowing Regional Managers
	Skills gaps could slow progression



My development needs focus heavily on:
· Building advanced IT and analytical skills
· Deepening understanding of ACoP L8, HSG274, TR19, and compliance processes
· Developing leadership and strategic management capability
· Increasing confidence in high-level meetings and decision-making

These needs directly relate to my goal of progressing into a Regional Service Manager role.














3b. SWOT – Stuart Beard (Engineer Supervisor)
	Strengths
	Weaknesses

	Excellent technical knowledge
	Poor IT literacy and low confidence using digital systems

	Strong communication skills
	Reluctant to ask for help

	Reliable decision maker
	Avoids delegating tasks

	Highly experienced and hands-on
	Tends to overload himself

	Good mentoring potential
	Struggles with report formatting and job-logging



	Opportunities
	Threats

	Progression to Senior Supervisor
	Industry increasingly digitalised

	Leadership training
	Burnout risk

	IT upskilling
	Limited progression without tech improvement

	Supporting junior engineers
	Reliance on manual methods



Stuart’s development centres on:
· Building confidence and skills in IT
· Delegation and leadership training
· Communication around seeking support.
· Preparing for more senior supervisory responsibilities























3c. Gap Analysis – Nicola Powell
	Current Skills
	Skills Needed
	Development Gap

	Strong organisation and scheduling
	Strategic planning
	Gap in long-term planning experience

	Basic Excel skills
	Advanced reporting & analytics
	IT skills gap

	Excellent communication
	Senior-level communication
	Confidence & experience gap

	Operational focus
	Compliance & auditing capability
	Technical compliance gap

	Good team coordination
	Leadership at regional level
	Leadership development gap



3d. Gap Analysis – Stuart Beard
	Current Skills
	Skills Needed
	Development Gap

	Technical knowledge
	IT competence
	Large gap

	Good communicator
	Confident delegator
	Behavioural gap

	Hands-on experience
	Leadership capabilities
	Leadership gap

	Strong individual worker
	Asking for support
	Communication/behavioural gap

	Reliable decision maker
	Digital reporting skills
	IT gap




Gap analysis supports identifying differences between current capabilities and required competencies (Northouse, 2021).






















4. Potential barriers to learning and strategies for overcoming them
Barriers such as workload, confidence, and resistance to change can affect skill development. Informal workplace learning is significantly influenced by environment, confidence, and opportunity (Eraut, 2004).
Reflection and coaching approaches are effective for overcoming behavioural barriers (Gibbs, 1988).

4a. Potential Barriers
For Nicola
· Heavy workload limits training time.
· Scheduling pressures reduce availability.
· Lack of confidence in technical discussions.
· Anxiety when learning advanced IT systems.
· Limited exposure to senior-level leadership tasks.
For Stuart
· Lack of confidence using IT.
· Resistance to delegation.
· Fear of appearing incompetent.
· Preference for routine and familiar processes.
· Operational demands impacting training time.

4b. Strategies to overcome barriers.
For Nicola
· Allocate weekly protected CPD time.
· Break complex IT learning into smaller modules.
· Shadow Regional Managers with structured observations.
· Attend confidence and communication workshops.
· Use blended learning (videos, practical sessions, mentoring).
For Stuart
· Provide written step-by-step guides.
· Pair with an IT-confident mentor.
· Use micro-learning modules with short tasks.
· Build trust through coaching conversations.
· Set clear delegation expectations.
· Recognise improvements to encourage behaviour change.













5. Development Options
Learning and development through structured CPD, coaching, and experiential approaches strengthens professional competence (Williams, 2020; Beard & Wilson, 2018).
External technical options such as those offered by the Water Management Society (2022) support compliance‑related upskilling.

5a. Development options for Nicola
· ACoP L8 responsible person raining.
· TR19 Ventilation hygiene awareness.
· ILM Level 5 leadership & management.
· PowerBI fundamentals.
· Excel advanced.
· Shadowing regional service manager.
· Attending compliance audits.
· Taking part in strategic planning meetings.
· Training in performance dashboards & KPI analysis.

These options align with the skills required for progression into a Regional Service Manager role.

5b. Development Options for Stuart
· Basic & intermediate Excel training.
· JobLogic or Simpro reporting workshops.
· Delegation and first-line leadership training.
· Supervisory skills development courses.
· Mentoring younger engineers.
· Technical refresher modules.
· Digital literacy eLearning.
· Communication and assertiveness workshops.

These development options support progression into Senior Supervisor or Team Leader roles.


















6. Support mechanisms for the development 
Internal and external support mechanisms contribute to professional growth, reinforcing experiential and reflective learning (Beard & Wilson, 2018; Kolb, 2014).

Internal Support
· Mentoring from regional service managers.
· Coaching from line managers.
· Peer learning sessions with schedulers and supervisors.
· Shadowing opportunities.
· Internal training modules.
· Regular 1-to-1 development meetings.
· Job rotation within operations.

External Support
· Water management society courses.
· BESA training.
· IOSH providers.
· CPD-accredited online platforms.
· Manufacturer-led technical training.
· ILM-accredited leadership course.

Support must meet learning style preferences:
· For Nicola: practical, guided, and interactive support.
· For Stuart: structured, written, and logical support.
























7. Plan of Action (PDP)

7a. Nicola Powell – Personal Development Plan
	What do I want to learn?
	What do I have to do?
	Support/Resources Needed
	How will I measure success?
	Target Review Date

	Improve compliance knowledge (ACoP L8, HSG274)
	Complete accredited courses
	Training budget, eLearning access
	Pass certificates; increased confidence
	3 months

	Improve IT/data analysis skills
	Complete PowerBI and Excel Advanced
	IT dept; online courses
	Create scheduling dashboard
	4 months

	Build leadership capability
	Complete ILM Level 5 programme
	HR; ILM tutor
	Lead meetings independently
	6 months

	Increase strategic awareness
	Shadow Regional Manager
	RSM availability
	Provide strategic planning input
	6 months

	Improve senior-level communication
	Attend presentation & communication training
	L&D team
	Confidently present at review meetings
	6 months



7b. Stuart Beard – Personal Development Plan
	What do I want to learn?
	What do I have to do?
	Support/Resources Needed
	How will I measure success?
	Target Review Date

	Improve IT literacy
	Complete Excel basics & JobLogic training
	Laptop; mentor
	Produce accurate digital reports
	12 weeks

	Become better at delegation
	Attend delegation workshop
	Supervisor support
	Successful delegation of tasks weekly
	3 months

	Build confidence asking for help
	Participate in mentoring sessions
	Time allocation
	Positive feedback from engineers
	3 months

	Develop leadership skills
	Shadow Senior Supervisor
	Supervisor; RSM
	Lead toolbox talk
	4 months












7c. Personal Objectives

Nicola Powell
Short-term (12 months)
· Achieve ACoP L8 and TR19 awareness certifications.
· Complete PowerBI and Excel Advanced.
· Attend confidence-building and communication training.
Medium-term (2–3 years)
· Complete ILM Level 5.
· Lead major scheduling projects.
· Participate in compliance audits.
Long-term (3–5 years)
· Progress into regional service manager role.
· Lead multi-regional operations.
· Mentor future leaders in the organisation.

Stuart Beard
Short-term (12 months)
· Improve IT skills.
· Learn delegation best practices.
· Gain confidence in asking for help.
Medium-term (2–3 years)
· Develop leadership role guiding junior engineers.
· Improve digital reporting accuracy.
Long-term (3–5 years)
· Progress into senior supervisor role.
· Become an internal technical mentor.





















8. Monitor Progress
Progress is monitored through reflection, structured review, and performance analysis. Reflective practice models such as Gibbs’ reflect this process (Gibbs, 1988).

Progress will be monitored through:
· Monthly PDP review meetings.
· KPI analysis (e.g scheduling accuracy, engineer satisfaction).
· Observation and feedback from line managers.
· Reflection logs.
· Training completion tracking.
· Skills demonstration on real tasks.
· Confidence levels in meetings and decision making.

For Stuart, monitoring will include observation of delegation behaviours, reporting accuracy, and willingness to ask for assistance.
For myself, monitoring includes performance in meetings, scheduling accuracy, strategic involvement, and technical confidence.






























9. Conclusion

This report outlined learning styles, development needs, and targeted development plans grounded in experiential learning (Kolb, 2014), reflective practice (Gibbs, 1988), and workplace development literature (Williams, 2020; Eraut, 2004). The structured approach enables effective progression into leadership roles.

I identified the key areas where development is needed to progress in my role as operations scheduling manager and move closer to my long-term aspiration of becoming a regional service manager.

My learning style — kinaesthetic with pragmatic and reflective traits, requires hands-on experience, practical application, and structured reflection.  Stuart’s theorist, visual read-write style requires clear structure, written guidance, and sequential learning.

Our development needs differ but complement our roles.  Mine centre on leadership, strategic capability, IT proficiency, and technical compliance knowledge.  Stuart’s focus on IT literacy, delegation, communication, and leadership readiness.  

Barriers such as workload pressures, confidence issues, fear of change, and limited exposure can be overcome using structured learning, mentoring, job shadowing, and carefully designed development plans.

The detailed PDPs outline clear, measurable steps for both of us, supported by internal and external mechanisms including training, mentoring, coaching, and shadowing opportunities. With continuous monitoring and commitment, these plans will enhance performance, strengthen team capability, and support career progression.

This CPD report provides a structured, personalised roadmap for ongoing professional development.  It ensures that both Stuart and I build the skills and confidence needed to contribute effectively to our company’s objectives and maintain high standards within the air and water hygiene sector.

The full CV for Nicola Powell is included in Appendix A.














10. Reflection

Completing this assignment has enabled me to take an in-depth and honest look at my professional capabilities, strengths and areas of development.  Although I work in a fast-paced operational role, I rarely pause to reflect on my learning needs or career trajectory.  This process has encouraged me to think not only about where I am now, but where I want to be in the next 3–5 years.

Reviewing learning styles helped me understand why certain types of training work better for me, and why practical, hands-on experiences have always given me the most confidence. Completing Stuart’s learning style assessment also gave insight into how to better support him as a supervisor.

Performing SWOT and gap analyses was particularly useful.  It highlighted the difference between my current operational strengths and the more strategic skills I will need to develop to progress into a regional service manager role.  It also made me realise how much of my career experience has involved leadership already, even if informal.

Including my CV as part of the assignment made me reflect on how my 20+ years of experience in administration, scheduling, HR and management have shaped my career.  The process helped me recognise transferable skills—organisation, communication, people management and problem-solving—that will continue to support my progression.

Overall, this module has reinforced the importance of structured CPD, proactive development, and reflective practice as essential components of career advancement (Gibbs, 1988).  It has motivated me to take ownership of my professional path and pursue opportunities that will support my long-term ambitions.

Evaluation
Strengths of the process included:
· Better understanding of my learning style
· Structured learning plan developed.
· Confidence in my long-term goal
· Recognition of areas requiring improvement
Weaknesses included:
· Being initially unsure how to start
· Realising how many skills are still needed to progress.

Analysis
This process highlighted how much I already do well, especially in communication and organisation.  It revealed gaps I had not fully acknowledged, particularly in strategic leadership, IT skills, and compliance knowledge.  Reviewing my CV also made me realise how much experience I have gained.  It demonstrated growth but also areas where I need further qualifications to progress.


Reflecting on my CV, CPD, and development needs clarified the path required to reach my goal of becoming a regional service manager.  The module has helped me structure my development in a professional and achievable manner.

Action Plan
· Complete ILM Level 5 within the next 12 months.
· Finish Excel Advanced and PowerBI within 4 months.
· Gain ACoP L8 Responsible Person training.
· Attend confidence and communication workshops.
· Shadow regional managers quarterly.






































11. CPD Record

	Date
	Activity
	Type (Formal/Informal)
	Duration
	Status
	Details

	Feb 2025
	ILM Level 4 Diploma in Leadership and Management
	Formal
	1 year
	In Progress
	University of Trinity St David 

	Feb 2025
	L4 Certificate of HE Applied Leadership and Management 
	Formal
	1 year 
	In Progress
	University of Trinity St David

	Nov 2025
	ACoP L8 Awareness Webinar
	Formal
	2 hrs
	Completed
	Updated compliance knowledge

	Nov 2025 
	Excel Intermediate
	Formal
	6 hrs
	Completed
	Enhanced reporting capability

	October 2025
	Coaching Session with RSM
	Informal
	1 hr
	Ongoing
	Developing leadership skills

	May 2025
	PowerBI Fundamentals
	Formal
	6 hrs
	Planned
	To support data dashboard creation

	Feb 2026
	ILM Level 5 Leadership Programme
	Formal
	20 hrs
	Planned
	University of Trinty St David - To support progression to RSM
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13. Appendices

13a Curriculum Vitae of Nicola Powell 

Nicola Powell 
Bridgend 
nicpow86@hotmail.co.uk 
07362471335

Energetic, professional, efficient, reliable, and skilled at working with a diverse group of people for over 20 years.   
I have strong communication, organization, support, and relationship building skills. I Possess strong multi-tasking skills, with the ability to simultaneously manage various projects, people, and schedules.
 
Work Experience 

Rock Compliance 
January 2020 to Present 
Operations Scheduler Manager
Scheduling visits for engineers throughout England and Wales 
Optimising routes and making day rates 
Managing 30 engineers daily
Liaising with clients and booking in works directly with sites.
Managing bucket boards to ensure SLA dates are met.
Handling sickness and holidays 
Managing reactive works
Problem Solving 
Client Services Executive 
Quoting for works and NCR’s
Creating orders, setting up engineer’s tasks and site locations and assets
Scheduling and booking in work with sites
Liaising with clients and directly with site
Completing reports, surveys, and risk assessments
Invoicing 
Issuing paperwork and updating portals
Monthly timesheets for payroll
Assisting accounts with queries 
All general administration tasks

MGC Services -Llanharan 
August 2017 to November 2023
Administrator
Day to day running of the business
HR duties / Payroll 
Day to Day accounts, Purchase ledger, sales ledger, and nominal ledger 
Plan and delegate work daily to staff 
All office/admin work
Pure Insurance 
Bridgend March 2006 to August 2008 
HR Assistant 
Conduct open evenings and interviews   
Handle all new starters   
Time sheets and process payroll on sage  
Conduct one to one meeting   Support HR manager   
Conduct disciplinary's and take minutes  
All general office/admin duties 


M&M Catering Equipment  
Bridgend August 2002 to December 2005 + September 2008 – March 2019
Administration Assistant / Bookkeeper / Office Manager
Undertook all administrative duties General running of office and show room 
Day to day running of the business  
Sales, Repairs & Service  
HR duties / Payroll  
Plan and delegate work daily to staff  
Day to Day accounts, Purchase ledger, Sales ledger and nominal ledger
Month and Year end accounts preparation, 
VAT Submission   
Decision maker  
Key holder  
Dealt with the general public, clients and business   

Mobile Hair extension Technician
July 2015  to March 2020
 Fitting new hair extension, 3 methods Nanos, Prebonded and tape ins.
Maintenance of existing hair extensions

Education 
GCSE's -  A-D Ynysawdre Comprehensive September 1997 to May 2002 
NVQ Level 4 – Accounts administration 
Balmain certified hair extension technician 

Additional Information 

Full clean driving license.  
I am very family orientated and have 2 children.
I love the outdoors and keeping fit and active.  
I have also done voluntary work for charities and at my children’s schools helping with reading and any events and fetes
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