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[bookmark: _Toc83860560]Introduction:
In this assignment I will identify how Colleague A and myself learn. What learning styles are best suited to our style of learning, based on questionnaires by VARK, Honey and Mumford and Dantec. I will identify potential learning barriers, both internal and external and how we can overcome them. I will analyse learning and development options to meet the needs of Colleague A and myself. I will identify support mechanisms for our development using the GO M.A.D framework. I will create a Personal Development Plan (PDP) for us both along with a GAP Analysis and a personal objective table. I will also discuss methods that can be used to monitor our development. I will then look at the recruitment process and reflect upon the techniques used and what I feel are more important when looking to succeed in a job role.
[bookmark: _Toc1091129162]Section 1: Know how to identify development needs
When working with a large group or team you need to set clear expectations of what you require as their managers. You need to be clear and precise to ensure that they fully understand what is expected. This allows you to monitor the tasks they are completing and find areas that need support or improvement. Monitoring performances throughout the year will help highlight areas that they are exceeding in, allowing you to praise and highlight colleagues' achievements. It also will highlight areas that need improvement and areas that require extra support, this can be given via training or with support or mentoring from a senior colleague. Creating a communicate style questionnaire with open ended questions, about personal training and development, allows you to gather feedback about individual colleagues and where they want to improve or have extra support given. Creating Personal Development Plans for each of your colleagues will allow you to plan for future, give feedback when required, highlight problem areas and review to ensure continuous development.      
[bookmark: _Toc1040395775]1.1 Identify learning styles for self and another 
 Identifying how you and your colleagues learn is important. It allows you to tailor their development and training within their area of expertise. There are different approaches to finding out how individuals learn, these include using different questionnaire styles, such as VARK, “Visual, Aural, Read/write, and Kinaesthetic – sensory modalities that are used for learning information. Fleming and Mills (1992) suggested these four modalities that seem to reflect the experiences of students and teachers. Although there is some overlap between them, they are defined as follows.” Vark Learn Limited, (2023).
Another questionnaire that can help identify learning styles is the Honey and Mumford questionnaire. “The Honey and Mumford learning styles were published by Peter Honey and Alan Mumford in 1986. Honey and Mumford’s learning styles model identifies four different styles that people use to learn something new: Activist, Theorist, Pragmatist, Reflector.”  Minute Tools, (2023). There are other questionnaires that can help identify learning approaches such as Dantec and Kolb.  If you answer the questions honestly the approaches should all, be the same or along a similar. I completed three different learning style questions VARK, Honey and Mumford and Dantec. The results are as followed. VARK a visual learner, “The Visual preference includes the depiction of information in maps, diagrams, charts, graphs, flow charts, and all the symbolic arrows, circles, hierarchies, and other devices, that people use to represent what could have been presented in words.” VARK Learn Limited, (2023). Honey and Mumford a Reflector learner, “Reflectors are people who learn best when they can observe others and think about what they have just observed. They avoid jumping straight in and prefer to watch first.” Minute Tools, (2023). Finally, Dantec RO- Reflective observation, I prefer to understand ideas rather than apply them and AC- Abstract conceptualization, I like to think a situation through than rely on instinct.
As you can see from all three results my approach to learning is very similar, I like to see and observe as well as thinking through a process before acting upon it. This is helpful when approaching my development because I know I must watch via videos, drawing etc... and view how things are done as appose to listening. I also like to see clear methodology in what is being done before I do it. 
Colleague A. when completing the learning style questionnaires their results are as follows Vark Kinaesthetic learner, “the Kinaesthetic modality refers to the “perceptual preference related to the use of experience and practice (simulated or real).”  Mind tools, (2023). Honey and Mumford- activist learner, “Activists are people who learn best by doing. They like to get their hands dirty and are enthusiastic about being thrown in at the deep end and trying new things.” Minute Tools, (2023).
As you can see colleague A likes to learn and development by doing the tasks they are set. This could be achieved by having a mentor, showing them how to do and achieve what needs to be done. 
[bookmark: _Toc1374109940]1.2 Use a simple technique for identifying development needs for self & another
 
	SWOT Person 1- Myself 

	 STRENGTHS
Good communicator
Good planning
Good at following through on tasks to achieve end goal.
	WEAKNESSES
 
Completing extra training 
 


	OPPORTUNITIES
 Complete more training programs
 Ask for feedback from other managers and team members.
	 THREATS
 More advanced and knowledgeable team members. 

 


 



	SWOT Person 2- Colleague A

	 STRENGTHS
 On time with tasks
Keen to learn and development 
Always looking to improve on current skills 
	WEAKNESSES
 They learn through a hand on approach, ensuring that someone is always available to teach and show them how to complete tasks and training them.  
 

	 OPPORTUNITIES
 
Training courses
 Always looking to learn- put them on more courses.
 
 
	 THREATS
 
 Can be more time consuming the way they learn, may take longer to get fully confident, taking longer to complete tasks, could lose clients if tasks aren't completed on time.


Gap Analysis person 1- Myself
	
	         Gap Analysis
	

	Current state
	GAPS
	Future State

	Need to complete training
	*Ensure they receive training documentation forms
	Complete training on time

	More staff meetings
	*Highlight staff meetings dates
	Schedule monthly meetings

	More training reviews
	*Feedback
	Everyone has a review

	Regular check ins with colleagues 
	*Feedback 
	Informal meeting 

	Bullet pointing mandatory training for colleagues
	*Bullet point in documentation sent
*Proofread
	Ensure communication is affective and clear


  Gap Analysis person 2- Colleague A
	
	         Gap Analysis
	

	Current state
	GAPS
	Future State

	Need to complete training
	*Ensure I receive training documentation forms
	Complete training on time

	Attend more external training days
	*Know when training days are scheduled
	Book training sessions 

	More feedback 
	*Ask for Feedback
	Have regular reviews



[bookmark: _Toc2112301709] 1.3 Identify potential barriers to learning for self and another.
Barriers to learning can be Internal and External. Internal barriers could be skill levels, knowledge, abilities, psychological or physiological as well as your attitude towards learning and developing. External barriers could be family commitments, friends, childcare, private life issues, transport, terminology used within the team.
Potential barriers to learning for myself are time, ensuring I have enough time to focus and complete training. Family commitments could be a potential learning barrier, for example, if a child is ill, I need to take time off to look after them, as I do not have any extended family to help, this could impact my learning. Lack of motivation due to not having enough time or support or if the learning style is not the best approach to help me learn and develop. 
Learning barriers for my colleagues are family commitments, ensuring childcare is covered so they can be in work or attend training days. Time and motivation can also be a barrier as they are only available for certain hours a week due to childcare, this can cause them to be less productive and affect their motivation towards learning. 

Table to show examples of External and Internal factor which could cause potential barriers to train and development.

	Mine:
	
	
	
	Colleague A
	
	
	

	External barriers 
	Solutions 
	Internal barriers
	Solutions
	External 
barriers
	Solutions 
	Internal barriers 
	Solutions 

	Family/ workload
	Better work life balance
	
	
	no childminder
	Offer different start/ end times
	Psychological thinking, they are not good enough
	Praise them for all achievements no matter how small

	Time management
	Plan activities and training days/ meetings
	
	I am keen and capable but short on time
	Family support network
	Offer different days to work around family commitments 
	
	

	
	
	
	
	No transport
	See if someone is available to offer lifts
	
	



[bookmark: _Toc1247985682]1.4 Explain how these barriers to learning can be overcome.
 There are many ways to overcome learning barriers. This can be done by allocating time during the working day to complete mandatory training. Using workdays to complete outside training, this prevents having to find extra childcare, thus increasing motivation and willingness to learn. ensure hours are suitable to ensure you have enough time before work to do the school run/ nursery drop off. Remove or limit distractions, for example use a quiet room to complete training. Set targets and goals to complete training programs, ensure they are reviewed to continue professional learning. Include more face-to-face training sessions to ensure full interaction and participation. 
[bookmark: _Toc71907011]Section 2
[bookmark: _Toc1062342392]2.1 Analyse learning/development options to meet needs of self & another.
  When analysing learning and development options we need to focus on the skills that need to be developed. What resources are required and how much time will be needed to achieve and complete training. Also looking at preferred learning styles and what options are available to complete training, but also have full engagement. 
For myself, I need to increase team knowledge within certain areas, to achieve this I need to dedicate time to individual colleagues, go through learning and progress plans with them. Talk through areas that need to develop and how they are going to achieve this whether it be training or mentoring. The resources needed to do this is a quiet room where we can talk, personal information files and computer to log all the information gathered. This helps with my learning development because I am learning how to allocate and manage different problems and find the right solutions to help my colleagues engage, improve, and develop their own skills and knowledge.  
Colleague A needs to improvement task time management. They need to ensure that tasks given to them are done to a high standard and completed on time. I need to ensure that they have enough time to complete the task, with limited distractions. Resources needed, another team member to train them how to process the workload, this type of training is Colleague As preferred learning style so should have more of an impact on their learning. This type of training is on the job training, so does not require any formal learning, so should not impact Colleague As work/personal life. 
 
[bookmark: _Toc287018043]2.2 Identify support mechanisms for the development of self & another
The Go MAD framework is a framework built around a thinking system, it helps people achieve measurable results and make a difference. Using the GO MAD Framework model (appendix A) allows you to identify what you want to achieve; how confident you are at achieving it. It looks at other factor such as plans and priorities, who is involved and who is personally responsible for achieving the set goal. The support mechanisms needed for the development of myself based on the GO Mad Framework allowing enough time and support from other members of management to fully focus on colleague reviews. I am personally responsible for achieving this and I can do because I know I have the support of other team members to pick up extra work to allow me the time to focus on colleague reviews. Colleague A, support mechanism based on the Go Mad framework is completing training set by management. They know they can achieve it because they allocate hours during their working day to complete training. They have the full support of other team members, and they know they are personally responsible for completing training. 
[bookmark: _Toc1805137762]2.3 Prepare development plans for yourself and another person
When preparing development plans, SMART objectives is essential to ensure you achieve what you set out to achieve. SMART is an acronym that stands for “Specific, Measurable, Achievable, Realistic, and Timely.” CFI Education Inc (2023). As stated by Bassin (2018) “An objective statement is a short statement which describes precisely what you are looking for or what you want.” 
[bookmark: _Int_auKb7Eau] Myself:
	What do I want to do??
	How can I achieve it?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	Complete compulsory training
 
 
	 Complete all documents/ training sessions given to me.
	Computer
Pen
printer for printing documents
	 Results given at the end of the assessments.
	 Yearly
Or depends on training undertaken

	 Encourage team members to undertake extra training, to support themselves in the company. 
	Meetings with colleagues.
Book training sessions
	 External training centres. 
Computer and internet access.
	 See if training provided has increases productive and motivation within the team.
	 Yearly 

	 Monthly team meeting to discuss previous month achievements and things that need improving.
	 Book in a meeting a month in advance an ensure all team member are in attendance.
	 Room 
Information/ results that will be discussed at the meeting.
	 See if productivity and motivation increases/ changes over the next month.
	 Monthly 

	Regular check in with staff members.

	Informal chat over a coffee.

If you feel like the colleague needs more support etc... invite them into your office to discuss further
	Coffee room. 

Office.

Colleague. 
	See if solutions have made a positive impact on the colleague, work environment and productivity. 
	Monthly sooner if you think its required.


 
 Personal Objectives: Myself
	Short Term Goals (next 12 months)

	 Support my mandatory training development 
 Support mandatory training development for colleagues

	Medium Term Goals (2-3 years)

	 Increase knowledge and training by doing non mandatory training that will help and support myself and my colleagues. 
 

	Long Term Goals (3-5 years)

	 Ensure all the level of productivity and efficiently of myself and staff is at good level, where everyone feels involves and part of the team, everyone knows their job roles and what is expected of them. 



 Colleague A:
	What do I want to do?
	How can I achieve it?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	Complete all mandatory training.
	 Having time during the working day to focus on it. 
	Computer
Pen
Quiet area to focus on the work.
	 Results and feedback given after completing training. 
	Yearly.
Or dependant on training undertaken 

	 Complete a project with a senior team member. 
	 Manager to put on a team with senior colleague. 
	Computer
Work file- showing what will need to be done on this project

Team members.
	 At the end of the project. 
	 As soon as project has been reviewed and feedback from senior colleague given to manager. 

	 Presentation work to manager, discussing what you done and how you found it. What you found difficult/easy. 
 
 
 
	 At the end of complete task given.
	 Pens
Paper
Computer
Calculator

	 Once manager has reviewed work.
	Yearly unless they need further support then it will be more regular. 


 
Personal Objectives- Colleague
	Short Term Goals (next 12 months)

	 Complete mandatory training.
Complete personal task set.

	Medium Term Goals (2-3 years)

	 Work with a senior team member to learn new skills and enhance knowledge.
Present above project with senior member to manager.

	Long Term Goals (3-5 years)

	 Ensure all training it complete. 
Look at other training courses that will advance knowledge of business.
 


 
 2.4 Method used to monitor the development of self & another.
The methods used to monitor the development of learning and training for myself, and Colleague A are regular reviews dates. This will allow us to identify areas that require extra support or other improvements. I will be able to sign of training and track general progress during reviews.
 
[bookmark: _Toc194914389]Section 3
[bookmark: _Toc914929098]Reflection
When reflecting on my development, I need to look how I learn, based up on the learning style questionnaires I am a visual learner who also reflects. Why is this important when I am looking to develop my skills, knowledge, and complete training. I need to ensure that I have visual aids that will help me understand and process how I go from A to B. I need to learn how to better time management to ensure all reviews for myself and colleagues are done regularly and are up to date. Factors which will affect this are staff sickness, work deadlines running over so I can do reviews. Who can support me, other team members and management, I can delegate some of the workload to them this will help relieve the pressures on ensuring everything is done and allow me to focus on training reviews. I have planned my development; I know what I want to achieve and how I will achieve it and I will monitor my progress by tracking what I do. Once I have completed this I will be able to apply for a senior management position. 
The Kolb Learning Cycle, as shown in the image below, takes you through a cycle it looks at your experiences, how you reflect on your experiences, theorising what you have done and planning on how you can do it better next time.  
[image: ]
  ResearchGate, (2023)
 Using this model, I will look at a past interview and how I can improve in my next one. I would research the company, gathering as much information about them on all levels. I would speak to members of the company about how they operate. I would understand what is expected but also find out if there are other expectations which have not been advertised but could affect the way you work. For example, they expect you to complete training in your own time, attend office meetings before your due to start work. This allows you to fully understand the job role, what is expected of you and if you can commit to their expectations, without it affecting you and other commitments. 
  
[bookmark: _Toc705500903]Conclusion
Throughout it has been clearly shown how different environments, learning styles and factors can affect the way one learns and develops. It is important to highlight and recognise these methods for preferred learning styles to ensure full engagement from colleagues and for myself. The more engaged you are in learning and developing the more motivated you become to carry on your development journey. Ensure you are aware of Internal and External barriers that can affect you and knowing there are ways to overcome them will help when you are looking to train and develop your knowledge skills and understanding in the future. 
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SlideShare from Scribd (2023) GO Mad overview 
https://www.slideshare.net/timjmcp/go-mad-overview-ip8
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	Katie Stokes


	75 Tudor Crescent
Rogerstone 
Newport
NP10 9Br
07450864961
eitak_05@hotmail.co.uk

	EXPERIENCE
SAS Heating and Plumbing, Cardiff — Bookkeeping
January 2019 - PRESENT
Katie’s Day Care, Cardiff — Owner, childminder
September 2011 - July 2017
Mothercare, Cardiff — Sales Assistant
November - July 2009

EDUCATION
University of Wales Trinity Saint David
Higher Cert Leadership and Management ILM 3 due to finish November 2023

Coleg Glan Hafren, Wales
3 A levels Psychology, Sociology and Biology 

St. Teilo's C/W High School, Wales 
 A level, History and BTEC PE

St. Teilo's C/W High School, Wales
[bookmark: _Int_UmsL28pd]11 G.C.S.E's: 10 A-C grade including Maths, English, English lit and Double Award Science.


	SKILLS
• Reliable and trustworthy with excellent understanding of customer care and service
 • Excellent at time keeping 
• Able to build and maintain rapport with customers and colleagues
 • Able to work productively and instinctively with good initiative 
• Able to resolve concerns with sensitivity and understanding
 • Experienced and confident in face to face and telephone sales and customer service

LANGUAGES
English



 
[bookmark: _Toc1828611867]Appendix B Continuous Professional Development Record
 
	Date
	Training
	Impact (what have I learnt)
	Future 

	August 2023
	First Aid
	How to successfully help in different emergency situations
	Course needs redoing every 3 years.

	August 2016
	Child protection 
Level 2
	Know signs to look for child abuse
	Redo course 3yearly

	August 2015
	Food hygiene
	Aware of food rules within premise. 
	Redo course 3 yearly 

	August 2015
	Child Protection level 1
	Know signs to look for child abuse

	Redo course 3 yearly 

	March 
	Car seat fitting 
	Know how to correctly install car seats.
	Re do if you feel like you need more training.
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