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This document should be a factual document                
With no personal statement and no reflection. Examples of what could be included:
· Personal details
· Academic Qualifications
· Personal/extra-curricular Achievements
· Awards / Honours
· Publications
· Membership of official bodies
· Work / work experience 
· Activities / Hobbies
· Skills
· Courses / conferences attended
· Chronological – most recent first
· Avoid judgement 
· Voluntary work

2. Annotated Job description

The job description is likely to be a key source of information when you start looking at the Training Needs Analysis (TNA) and Personal Development Plan (PDP). The term ‘job description’ should be thought of as one which encompasses any work done, whether it is paid or unpaid. 

A formal job description provided by your employer may be a starting point - but you will need to add to it to ensure that it gives as full and accurate a picture of your work role as possible.  

Provide a brief commentary on each aspect of your current role. Include a short description of each task and its relative importance within the whole job and your level of responsibility. Concentrate on the knowledge and skills which are required to do each task.

· Provide an organisation chart showing the position (use job titles only) 
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4. Personal Development Plan (PDP): An opportunity to plan your learning. An electronic template can be found on Moodle.

3. Training Needs Analysis (TNA): An opportunity to identify any gaps in your training and to plan for future training. Electronic template on Moodle. 


6. Short Written Evaluation

This should be a critical analysis of a topic .The suggested topic is Learning Styles and this should be discussed in general terms rather than specifically to your own personal styles. 

You could include:
· Definition and description
· History of learning styles
· Theories, models and instruments
· Relationship between models
· Values and benefits of knowing your learning style.
· The case against learning styles (Coffield)
· Refer to literature
· Written in third person
· Include a reference list

5. Reflective Essay 
Refer to models or frameworks for reflection. These may include: Gibbs / Dewey / Schon / Kolb / Boud / Mezirow.
· Your motivation for competing the module.
· Your personal journey so far – career to date and learning undertaken which has helped in current working practices.
· Your personal learning style, preferences and type (reflecting on between 2-3 models such as VARK, Honey and Mumford and one other).
· A reflection on current skills gap.
· Planned Development – refer to PDP.
- Written in first person
- Refer to the 6 questions provided in the essay structure handout. 
- Describe your feelings and thoughts: I think…I felt…I was aware…I realised…
- Include reference list.





7. Presentation: Present your findings from the above analysis on learning styles in a professional and academic manner.  A Power Point presentation is recommended. Level 4 – circa 10 minutes (including questions) / Level 7 – circa 15 minutes (including questions).
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