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[bookmark: _Toc500943471][bookmark: _Toc500944087]Section 1: Know how to identify development needs

1.1 [bookmark: _Toc500943472][bookmark: _Toc500944088]Identify learning styles for self and another

In order to have proper development of self and another, there is a requirement to identify the learning styles which is most suitable. In the opinion of Ruipérez-Valiente et al. (2015), learning is mainly a continuous process where knowledge is created on the basis of experience. The learning styles are mainly identified with the help of two theories those are Gibbs cycle of reflection and Kolb's learning cycle. 
Kolb's learning style
In Kolb's learning cycle there is mainly four stage learning style. Those are concrete experience, reflective observation, abstract conceptualization and active experimentation. In order to identify the learning style, a person progress is effective from these four stages.  For identifying of another learning style the implementation of Kolb's learning style is apurpose. In the views of Nisbet and Shucksmith (2017), various people have different types of learning styles and there are various factors those are preferred in a personal style. The effectiveness of learning can only take place when a learner has executed all the four stages.  For identifying of a learning style there is a requirement to observe their behavior towards learning whether they are having concrete experience, active experimentation, abstract or reflective observation. The person those are able to look things in a different way they are mainly having diverging learning style and is sensitive as well. In addition to that, person those are mostly indulged in a logical porch they prefer toward the assimilating learning styles. The person those are able to solve problems in practical issues they mainly use converging learning style. Moreover, the person those are relying on the institution rather than any kind of logic basically is under the accommodating learning style.
[image: ]
Figure 1: Kolb's learning style
(Source: Nisbet and Shucksmith 2017) 
Gibbs cycle of reflection 
In order to find out the self-learning, the implementation of Gibbs' cycle of reflection is appropriate for relevant results. In addition to that, Gibbs reflective cycle mainly helps for self-encouragement and thinks in a systematic way regarding the experience. In Gibbs' there are six stages. Those are the description, feeling, evaluation, analysis, and conclusion and action plan. As per the opinion of Dascalu et al. (2015), in Gibbs' model, it is mainly described as the iterative model. The proper implementation of this model can be helpful for challenging towards the assumption.  The identification of self-learning style is done on the basis of the six stages. The learning style which is identified form using this model is needed to have proper analysation so that it does not have any problems.
[image: ]
Figure 2: Gibbs cycle of reflection 
(Source: Dascalu et al. 2015) 
From the learning styles of Vark and Honey and Mumford questionnaire there are various learning preferences for self and other as well.  In the Vark questionnaire the two questions are as follows: 
1 A competition is finished so do you want to have some feedback. 
As per my choice I would have feedback from by using the graph regarding the competition. 
As per the opinion of other, they wanted to talk with someone who will provide some ideas regarding improvement. 
2 If you wanted to learn a new skill what will you prefer. 
As per my opinion I would like to like to talk with the person those are able to guide me. 
As per the choice of other, the person will use the keyboard or controls. 
In the questionnaire of Honey and Mumford learning style there are some questions as follows: 
1 I often act without the consideration of possible consequences. 
As per my opinion I do not act so often. 
As per the opinion of other, the person mainly intended to act without knowing the consequences in critical time. 
2 I believe formal policies and procedures mostly restrict people. 
As per my opinion I do not believe that it restrict people, it mainly help people to work in an effective manner. 
As per the opinion of other, the people believe it restricts the people. 
The results those are gathered from Vark and Honey and Mumford questionnaire from my side and from the other people opinion there is a huge difference. It is observed there is a difference in their mindset and they both have different learning style. In my side it is seen I believe in following formal policies and procedures whereas, the other person believe it restricts people and they do not tend to act freely as well. In addition to that, in my opinion learning by following graph whereas the other person is mainly by talking to people. 
For my development there is a requirement to have the development of communication. For the other person the development need is mainly to improve the leadership skill.  
Personal SWOT 
	Strength 
· My strength is that I can tackle any critical situation without getting tensed. 
· I believe in the positivism and welcome any kind of change. 
	Weakness 
· I am weak regarding my communication skill. 
· I generally avoid any public speaking time and oriented task. 

	Opportunities 
· The organizational connection is an opportunity for me. 
· The adaptation of new changes is a big opportunity for me. 
	Threat 
· The huge competition is a big threat in this 21st century. 



Other SWOT 

	Strength 
· The person strength is following the formal ethics. 
· Completing a project within the set time frame is strength. 
	Weakness 
· The weakness is mainly on the leadership skills while tackling any team members. 
· Another weakness is the person gets distracted by doing work. 

	Opportunities 
· The adaption of new technologies is a huge opportunity in this modern era. 
· The following of the formal ethics can help to guide for doing a work within a specific rule. 
	Threat 
· The unsupported from work is a threat. 
· Huge competition is a big threat. 



For my development the implementation of mixing with other people can be helpful regarding the improvement of communication skill. In addition to that, the training can be helpful regarding the development of leadership skill. 
In order to have a proper communication course there requires a professional regarding the ways of communicating with others. In addition to that, for the other there requires a support from the hierarchy manager regarding proper demonstrating the leadership ability. 
PDP for personal 
	Objective 
	SMART Objective 
	Strategies 
	Monitoring measures 
	Timeline 

	To improve the communication for solving problems 
	S - I will interact with others colleagues to overcome my fear of communication 
M - It will measure my progress by interacting with various types of people. 
A - I will ask my colleagues to provide me feedback. 
R - From my side solving various problems by self. 
T - It will take 2 weeks. 
	In order to improve their required to mix up with various people and be a part of critical situation. 
	It will be measured from the feedbacks and not getting tensed to communicate. 
	I will take 2 weeks. 



PDP for others 
	Objective 
	SMART Objective 
	Strategies 
	Monitoring measures 
	Timeline 

	To improve the leadership skill for maintaining a smooth workflow 
	S- I will lead a team in the organization. 
M - By getting feedbacks it will be measured. 
A - I will work with various other leaders to follow them. 
R - Established to be the best leader and every one will follow the person as a great leader. 
T - 6 weeks of time. 
	In order to improve their required having tanning and following the hierarchical. 
	It will be measured by helping the employee's and getting positive feedbacks. 
	It will take 6 weeks. 




[bookmark: _Toc500943473][bookmark: _Toc500944089]1.2 Use a simple technique for identifying development needs for self & another.

In this 21st century, there is a huge competition regarding the talents mounting. Thus, proper development and meaningful training are highly important regarding for another and self as well. In order to identify the development needs for another and self, there are some techniques which can be helpful. As asserted by Potter (2015), the proper identification of development needs for another and self is not that easy. In order to properly identify the self and other development needs, there is a simple technique which is the test.
Test 
The test is a basic way regarding the proper identification of a personal development needs. The test can be on basis of practical question or written question. In the test, there is various level where a person is needed of qualify those level. Thus, if a person fails then it is clearly found there is a requirement of development of their needs. In the test, a person can able to have in the way of an interview as well. The technique of interview can be helpful regarding getting proper knowledge regarding the weakness of an individual which is needed for development. As per the viewpoints of Pink et al. (2016), the interviews can be either structured or unstructured where a person's ability is identified in a way of qualifying the interviews or getting disqualified. A proper reviewing of documents can be helpful for identifying the other or self-development needs. The reviewing of documents is mainly denoted the information about people where there can be generated an idea regarding proper identification of their development needs to make them better. In the test, there is a proper observation on the individuals for improving their development needs.  
A proper observation technique is also helpful regarding identifying the development needs which can be improved for betterment in near future. In the observation technique if a person is not able to complete the task then it is clearly seen there requires a self-development or other development of their needs. The development need can be identified with proper implementation of a test within self or on other.  In addition to that, in an individual, there are various types of requirement regarding their development. Thus, the proper implementation of test technique can be helpful with some steps so that a person can identify their requirements regarding their development.  In the opinion of Shafritz et al. (2015), the test technique is implemented on basis of interview or through the medium of a questionnaire.
[bookmark: _Toc500943474][bookmark: _Toc500944090]1.3 Identify potential barriers to learning for self and another.

In order to learn there are barriers which can create problems at the time of self-learning. In addition to that, most of the people found barriers coming on their ways for impending their ability for accessing learning. The barriers are as follows:
Poor communication 
In order to learn anything there requires having a proper communication but without a proper communication, a person cannot learn. In the opinion of Jackson (2015), communication can be of language barriers when a person is not able to communicate with others. In addition to that, there can also a high chance of a person getting scared from communication which can be a reason regarding their learning problems for other and self as well. Communication barrier is major barrier regarding learning because without a proper learning ability a person is not able to compete for any of their works.
Poor attitude towards learning goal
An individual if do not have a positive attitude towards the learning ability then it is not possible to learn anything. A negative attitude towards learning always makes a barrier regarding anything. In this of the case of learning, a negative attitude is a huge problem to concentrate anything or welcome any process to get knowledge.
Lack of control 
An individual if do not have a proper control then it is not able to learn anything new. Learning something which is known can be easy to control and use them but on the other hand, there is something which is not known then it becomes an obstacle regarding the process of learning. In the views of Abraham et al. (2015), the process of learning requires some control within the self.
Difficulty regarding reaching the learning goals
In the process of learning there can be a various difficulty that includes making of excuses to learn. The difficulty comes from the mindset of an individual while learning. As asserted by Heilman et al. (2015), excuses regarding the process of learning automatically lead towards stopping an individual from learning.
Cultural differences 
In the process of learning the cultural difference is a major barrier. The cultural difference can stop any person from learning because of peer pressure from their family. As opined by Yılmaz et al. (2015), culture can be an obstacle regarding the process of learning. 
Lack of motivation 
Learning needed a proper motivation from the person those are teaching them. Thus, lack of motivation is a barrier regarding learning. In the views of Taylor (2017), an individual requires effective learning which can be helpful for proper learning. Lack of motivation makes a person unable to focus on anything which can lead to unable of learning.
[bookmark: _Toc500943475][bookmark: _Toc500944091]1.4 Explain how these barriers to learning can be overcome.

The successful attainment of personal and other development depends largely on the overcome of the barriers as found in the upper section. The barriers bar one from developing in an effective manner. The counter methods of different barriers are varied. Still, the counter methods can be present in some generalized points as follow: 

Enhanced communication: One of the most effective counter methods to overcome the barriers to learning is investing in effective interpersonal communication. As the barriers stated include cultural diversity and lack of proper communication, this will serve effectively the learning needs. As advanced by Stone et al. (2015), interpersonal communication plays a major role in the expression of oneself in a culturally diversified context. On the other hand, the hamper that is occurring in the learning process due to lack of effective communication can also be mitigated through proper communication with others. 

Proper learning strategy: One of the ways through which the learning barriers can be removed in making a strategy in the proper way considering the different potential threats to the learning process. As demonstrated earlier, vulnerability regarding the achievement of the learning goals is one of the impactful barriers to a learning process. In this regard, as taken from the ideas of Tomkins and Ulus (2016), an effective strategy can be useful to attain the set goals in the learning process. On the other hand, a substantiate strategy will enhance the effectiveness of the learning process in terms of making it more inclusive. Constructing a strategy, when it comes to self-learning might be easier, but in case of learning of others, it demands the use of effective repeated communication with others to place an effective learning strategy. Only in this way, the learning strategy will be beneficial to counter the learning barriers.
Development of cognitive characters: Balanced cognitive characters help us to adapt to a situation in an easier and more welcoming process. In the learning process, when faced barriers like lack of control and lack of motivation, the cognitive behavior can be useful. In respect of enhancing the motivation in the learning process, a person with the strong will can be motivated infernally and achieve great feats in the learning process. On the other hand, as reflected in the works of Russell et al. (2016), weak motivation majorly springs from the poor level of cognitive development. Having strong control over personal emotional is necessary for effective learning outcomes. In this regard, same cognitive characters might be beneficial.
[bookmark: _Toc500943476][bookmark: _Toc500944092]Section2: Know how to develop self & others to achieve organisational objectives

[bookmark: _Toc500943477][bookmark: _Toc500944093]2.1 Analyse learning/development options to meet needs of self & another.
Learning can be considered as an effective process, which can develop the skills and abilities of self and others. As Yılmaz et al. (2015) have opined that, an approach to proper learning style can help to deliver the tasks and concerned works in an efficacious manner. However, on the other hand, different learning options or development options can be implemented, in order to meet the need of others along with self-need. In addition to that, in relation to ensure meeting the organizational objectives, development of learning options need to be adopted by both the leaders, as well as by the other employees.  
In terms of meeting self-needs, the following development or learning options can be approached:
Meta-Learning
In the view of Heilman et al. (2015), Meta-learning is considered as a self-learning process through different strategic levels. In addition to that, Meta-learning facilitates modifications in fundamentals of an individual. As Abraham et al. (2015) have commented that, in relation to the Meta-learning, individuals can gain different new abilities and skills along with competencies and knowledge through observation. In relation to Meta-learning, an individual can itself learn different things through their experiments. On the other hand, through approaching the Meta-learning process, an individual can learn through implementing different metadata, such as learning problem properties, performance measures, and other. In the opinion of Stephenson et al. (2015), an individual can alter, learn or select along with combining different algorithms of learning in order to resolve the issues of learning problems. 
Strategic Learning 
In order to learn, an individual can adopt the strategic learning process, which centralizes on the evaluation method of the concerned works and activities. In relation to the organization, the employees or managers, through approaching the strategic learning process can learn from different situations, which can help them to have benefit in future. As Russell and Brannan (2016) have stated that, a strategic learning is considered as the planned learning process, where an individual approaches different planning in order to learn things. Organizational issues, through approaching the strategic option can be overcome (Karabasevic et al. 2016). 
On the other hand, following options can be approached for learning development of others:
Motivational learning
An approach to motivational learning style by the individuals can help them to effectively deliver their tasks. In relation to achieving the organizational objectives, leaders of an organization can motivate the other employees and staffs, in order to gain effective outcomes. In order to do so, the leaders can appreciate the employees along with treating them with equality and respect. Motivational approaches in terms of learning new experiences by the individuals can help them to acquire new skills and thus can develop their capabilities. 
Single Loop Learning 
In terms of learning option for others, the single loop process of learning can be approached. As Stone et al. (2015) have stated that, a single loop process of learning relies on the factor of feedback from the concerned outcomes of a work or activity. 
Governing Table 
Action Strategy 
Consequences
Single Loop Learning
Governing Table 
Action Strategy 
Consequences
Single Loop Learning





Figure 3: Single Loop Learning 
(Source: Stephenson et al. 2015)
In relation to the organization, if outcomes of organizational activity might not meet the needs of organizational objectives, the managers and employees of organization might analyze the root cause of failure. Through analyzing the root cause, they can learn the weakness of the activity and thus will adopt new learning or development option, in order to meet the organizational objectives. 
[bookmark: _Toc500943478][bookmark: _Toc500944094]2.2 Identify support mechanisms for the development of self & another
In relation to learning, supportive mechanism and assistance are necessary, in order to measure the effectiveness. In relation to organizational hierarchy, different learning models range can add effectiveness in the knowledge, skills, and understanding of the employees. On the other hand, as Tomkins and Ulus (2016) has commented that approach of an effective learning supportive mechanism in the organization, can help the individuals to deliver the organizational activities with meeting the organizational needs. Following approaches can be implemented in order to develop and learn:
In relation to self-development, different digital tools and advanced technologies can be approached. In the view of Truong (2016), individuals, through using the advanced technologies can access different information and data in order to learn. In addition to that, an individual's, for self-development can access internet sources, where information, in order to develop skills and capabilities can be accessed. Moreover, the accessed information by individuals can be implemented as practical work. 
Practical Work 
As Höffler et al. (2017) have mentioned that, implementation of information from learning in the practical work can help to understand the concept and thus helps to gain new learning. As individual might get difficulties or barriers while implementing their learning in practical work, which can help them to develop their problem-solving skills.
Monitoring
 On the other hand, in relation to the other individuals, supervision in their work can help them to learn different things in the organization. In addition to that, as Wilkinson et al. (2014) has stated that supervision in relation to the individuals can be considered as a unique opportunity of learning, where the tasks and activities through the individuals can be guided in a right direction, with fewer chances of failure.  
Guidance on their works can help them to learn new things, which might be implemented by them in their future works. On the other hand, in relation to the fast-changing world, organizations need to be confronted with changing learning demands.
Micro training
 In terms of organization, an approach to informal training can be implemented, which can help others to develop their learning. Informal training in an organization can be approached through micro training mechanism. In the opinion of Tomkins and Ulus (2016), a micro-training is considered as a learning opportunity, where the individuals can be assisted with demos, feedback, and discussion process. The micro training adaptability can thus help to understand their barriers to proceeding the activities and works and thus helps to learn things.  
Online learning Framework 
On the other hand, with the changing demand for learning, individuals can approach the online learning framework in the organization, which can ultimately help them to develop their capabilities and technological learning. As Stephenson et al. (2015) have commented that, organizations in this competitive environment need to adopt advanced technological skills and capabilities, where the employees can be motivated to adopt the online learning framework mechanism.  
On-job training
[bookmark: _Toc456901523]On the other hand, on-job training to the individuals can help them to learn to resolve the barriers on spot. In the opinion of Jackson (2015), on-job training to the individuals has fewer chances of getting the work done in inappropriate directions, which helps to meet the organizational objectives. Mentoring and coaching of other individuals can be considered as another support mechanism for learning of others and self-development.
[bookmark: _Toc500943479][bookmark: _Toc500944095]2.3 Prepare a development plan for yourself.

	Skills Development
	Short-Term Goals
	Long-Term Goals
	Development Opportunities 
	Time Frame

	Communication Development
	Communication, networking, time management, work effectiveness and quality 
	Influential skills, decision making, initiative, service delivery 
	Effective communication can help to gain influential skills with understanding the job properly and thus delivery of quality work.
	3 Months

	Management and leadership 
	Quality focused, motivational skills, work management, 
	Strategic influence, effective communication
	Proper management and leadership skills development can help to manage the team in a proper manner with proper handling of work and tasks. 
	6 Months

	Business Skills
	Resource organizing, budget management, planning, 
	Project management, IT skills, effective delivery of projects
	Gaining of effective business skills will help to gain higher designation and position in the organization with proper delivery of work.
	10 Months


Table 1: Personal Development Plan
In relation to the self development plan, development of personality is necessary. Personal development can be gained through exercising an effective communication along with management of time and delivering quality in the works and activities. Effective communication can help to gain influential skills, whereas management of works on time with quality can help to deliver excellence services, where decision making can also be enhanced (Nisbet and Shucksmith, 2017). 
On the other hand, management and leadership quality need to be developed. Approaching motivational skills with proper work management can help to handle the team in an effective manner, with proper implementation of strategy in work and thus can help to gain strong leadership skills. In addition to that, business skills need to develop for both self-development and development of others. Effective management of resources along with proper management skills can help to deliver effective projects. On the other hand, proper planning can help to meet organizational objectives through budget management along with implementing IT skills.
[bookmark: _Toc500943480][bookmark: _Toc500944096]2.4 Method used to monitor the development of self & another.
Learning helps to develop a individuals in an effective manner. However, on the other hand, development through learning needs to be measured, in order to measure their effectiveness. In the opinion of Jones and Alinier (2015), measuring the effectiveness of development helps to identify the efficaciousness of learning. As both the learning and development are interrelated with each other, thus, it can also help to measure the outcomes of activities and works. Following methods can be approached, in order to measure the development of self and others:
Goal and objective setting with timeframe
In relation to monitoring self-development, a goal can be set, based on a specified timeframe. In relation to the timeframe, individuals can measure if the goal or objective has been achieved or not for a specified work or task. If goal or objectives are not met within the specified time frame, it can indicate the learning process needs to be more effective. On the other hand, gaining objective and goals by individuals can identify the development is appropriate. 
Key Performance Indicators
On the other hand, in relation to the other people, key performance indicators can be approached, which can help to monitor the development in others. Setting a deadline, in order to complete the tasks for individuals in an organization can help to monitor the development of them. If the tasks will be delivered by them on time, it can indicate the individuals have developed. On the other hand, of individuals will not deliver their tasks on time, it can indicate more development needs in individuals. With the identification of development needs, individuals can be evaluated and analyzed based on their performance. In addition to that, as Abraham et al. (2015) has stated that performance evaluation of individuals can help to identify their concerned barriers and strengths. On the other hand, identification of barriers of individuals can help them to learn the skills to overcome their concerned barriers and thus to develop in a proper manner. Moreover, the individuals after identification of barriers and strengths can be guided and monitored, which can help them to be assisted in their learning process.  
[bookmark: _Toc500943481][bookmark: _Toc500944097]In relation to the organization, using the KPI’s, such as sales or customer satisfaction, development can be measured. If the performance indicators indicate a low performance, development needs to be done. On the other hand, feedbacks can help to monitor the development needs of individuals, where, different barriers can be identified and thus can be resolved through proper learning and development. In addition to that, as Karabasevic et al. (2016) has stated that monitoring of self and other development can help to add effectiveness in the delivery of tasks and works.
Section 3: Know how to prepare for the recruitment process


[bookmark: _Toc500943482][bookmark: _Toc500944098]3.1 Job Application
In relation to a recruitment process, a job application plays a crucial role in influencing the recruiters in a specific manner. As Stone et al. (2015) have stated that, three major factors, which need to be in a job application, are:
References 
References, in a job application, indicate the personal and work abilities of an applicant. Different sources of a reference can be implemented, such as:
Work familiar 
The reference from previous work experience can help the recruiters to have an idea of the work capabilities of the applicant.
Former employers 
Recruiters might eager to know the opinion of former employers if an applicant. 
Teacher
References from teachers can help to deliver information on the skills capabilities of an applicant. 
Application presentation 
Presentation of an application needs to be neat and clean. In the view of Tomkins and Ulus (2016), a messy and an illegible writing indicated the unorganized behavior of an applicant. On the other hand, an applicant needs to be complete without leaving any blank spaces or information. In the opinion of Höffler et al. (2017), the accuracy of information is another aspect, which needs to be proper in an applicant's application.
Information 
Information on an application needs to be complete and accurate. Different aspects of information in an application need to be possessed by an applicant, such as:
Education: study length, study place, institution name, Grades and marks 
Social Security: Citizenship proof and any legal identification 
Job History: Previous works, working experience, served dates and time, supervisors name, places, company name, contact information, the reason for leaving the previous job.
Approaching the mentioned information and other data in an applicant’s application for recruitment purpose can help the recruiters to have a good impression of the applicant.
[bookmark: _Toc500943483][bookmark: _Toc500944099]3.2 The Interview Stage

In any organization, the process of recruitment is much essential to get the best employees for achieving their set targets. In order to get an appropriate employee's, there is conducted an interview. The interview is conducted in 4 stages. Those are as follows:
Stage 1: Introduction
In the first stage of the interview, there is the introduction sector which last for approximately two to three minutes were the interviewers are escorted in their interview rooms. As opined by Stephenson-Famy et al. (2015), in this stage the interviewers have to greet with a proper handshake. In stage 1, some employers take their decision regarding the selection of candidate within 30 seconds with their first appearance.
Stage 2: Question and answer 
Stage 2 is the longest time taken in the section of interview stage. In the 2nd stage, there is the section where the employers ask the question and focus on the way the person response towards their question. In addition to that, of an interview is 30 minutes long then the portion is 20 minutes long. 
Stage 3: Your Question 
In the 3rd stage of an interview the employers as if there is any question from the side of a person who has come to give the interview. In this stage, the person can freely ask the question about the organization and by asking some thoughtful question can make an impression upon the interviewer. As per the opinion of Karabasevic et al. (2016), in the third stage person can come with 3 thoughtful questions to ask the interviewer. 
Stage 4: Closing 	
Closing is the last stage of an interview. In the last stage of the interview, there are only a few minutes in the hands of both the people. In the last minute, it is very much important to end the interview in a positive way bad make an impression upon the interviewer. In the last stage, the person came for the interview is needed to show their interest in the job and thank them for the invitation of an interview.
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Cover letter 
Nahid Hassan
14 Maes Talcen
     Bridgend 
        CF31 2LG
Tel: 07878915170	                          Email: nahidhassan2004@gmail.com



MR. Jack Smith
Hiring Manager
Apg Ltd.
15 Ninian Park Road
Cardiff
Cf11 6JJ, 
31st January 2018 
Dear Mr. Jack, 
Further for your advertisement for the position of marketing brand manager on www.abx.com. I should like to apply for this vacancy along with that encloses my curriculum vitae for further consideration. 
For the past 6 years I have worked well with a well known company as a Director also got long experience working as a Manager in various companies. I will be able to provide the correct solution for the company problems. 
I consider myself as a dedicated employee with efficient skills. 
[bookmark: _GoBack]Yours sincerely, 


Nahid Hassan
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Appendix B
Curriculum Vitae
Nahid Hassan
14 Maes Talcen
     Bridgend 
      CF31 2LG
Tel: 07878915170	                          Email: nahidhassan2004@gmail.com


 PROFILE

A highly experienced, adaptable and effective Administrator, Business Consultant and Immigration Advisor currently Director of SN Legal Practice ltd. Enjoy communicating with people from all ages and backgrounds to develop good working and customer relationships. Willing to undertake any further training necessary in order to improve and will always complete any task given to the best of my ability. Able to adapt well to changes in the workplace and flexible in considering a variety of opportunities where my skills and experiences can be developed further.

 EMPLOYMENT HISTORY


 Director, SN Legal Practice Ltd
 2011- Present
 In charge of the management of the company's business; make the strategic and operational  decisions of the company and are responsible for ensuring that the company meets its statutory  obligations.  Analyzing and monitoring the progress of its employees towards achieving the objectives  and targets set

Adviser, Adam Khattack Solicitors
2010-2011
Answering phone calls, drafting and preparation of various visa application

Manager, Raj Balti
2004-2010
The day to day management and operation of the restaurant; including meeting revenue targets, stock control, maximising customer satisfaction, developing standards and products in line with current trends, training and motivating the team, business promotion and statutory compliance.


 Manager, Taj Mahal Restaurant
 2003-2004
The day to day management and operation of the restaurant; including meeting revenue targets, maximising customer satisfaction, developing standards and products in line with current trends, training and motivating the team, business promotion and statutory compliance.


Objective

As an experienced Manager, I will look forward to work in more challenging environment, where i can develop my skills and use my capabilities. I am seeking to be a manger position with all service, consumer products, retail or service organization. I will contribute my knowledge, leadership ability and skills set.  
Summary : 
· Knowledge of marketing technique 
· Innovative creative skills and marketing. Able to think out of the box 
· Able to solve analytical problems
· Good in proofreading   
· Excellent in computer skills 
· Strong leadership ability 

 KEY SKILLS
-Excellent Organization skill with the ability to manage and prioritize workload and work methodically, efficiently and accurately to meet tight deadlines
-The ability to communicate well with a diverse range of professionals and public
-Quick to learn and apply new skills
-Excellent typing, word processing and administration skills
-Accuracy and attention to details
- The ability to work as part as a team as well as individually

-Able to make decisions and use my own initiative
-Tact and diplomacy when dealing with sensitive and confidential information
-A professional attitude

  
 EDUCATION AND QUALIFICATION

Skills for the workplace level 4  Current (University of Wales Trinity St David, UK)

Bachelor in Commerce 1998-2001 (National University, Bangladesh)


Diploma in Computer Science 1998-1999 (Bhuiyan Academy, Dhaka, Bangladesh)


Higher Secondary School Certificate 1995-1997 ( Moulvibazar Govt. High School)


 Key I.T Skills

· MS Project,Word, Excel, PowerPoint etc

	Interests:
	Sports 
Reading




ADDITIONAL INFORMATION
-Can fluently translate in Bengali, English, Urdu and Hindi

REFFRENCES
Excellent references are available on request
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	APPLICATION FORM - FYNIST FOODS PLC 

	 
	Preferred Job Function(s): 
	 
	1. Marketing Brand Manager
	 

	
	Surname 
	 
	Title (Mr/Mrs/Miss/Ms/Other) 
	

	
	Hassan 
	
	Mr 
	

	
	Forename 
	
	Name by which you prefer to be known 
	

	
	Nahid 
	
	 
	

	
	Home Address 
	
	 
	

	
	14 Maes Talcen 
Brackla 
Bridgend 
CF312LG 
	
	 
	

	
	  
	 
	  
	

	
	 
	 
	 
	 

	
	Date of Birth 
	 
	Nationality 
	 

	
	12th February 1980 
	 
	British 
	 

	
	Date you are available to join us 
	 
	Geographic Location (Please give any preferences here) 
	 

	
	March 2018 
	 
	I am able to work in any location 
	 


 
	 
	Do you have a current Driver's Licence? 
	YES 
	  Do you need a work permit 
	  NO 
	  

	
	EDUCATION                                            Examinations taken 
	  

	
	  
	  
	  
	  
	  
	  

	
	
Skills for the workplace level 4  Current (University of Wales Trinity St David, UK)

Bachelor in Commerce 1998-2001 (National University, Bangladesh)


Diploma in Computer Science 1998-1999 (Bhuiyan Academy, Dhaka, Bangladesh)


Higher Secondary School Certificate 1995-1997 ( Moulvibazar Govt. High School)
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	EMPLOYMENT HISTORY 
Director, SN Legal Practice Ltd
 2011- Present
 In charge of the management of the company's business; make the strategic and operational  decisions of the company and are responsible for ensuring that the company meets its statutory  obligations.  Analyzing and monitoring the progress of its employees towards achieving the objectives  and targets set

Adviser, Adam Khattack Solicitors
2010-2011
Answering phone calls, drafting and preparation of various visa application

Manager, Raj Balti
2004-2010
The day to day management and operation of the restaurant; including meeting revenue targets, stock control, maximising customer satisfaction, developing standards and products in line with current trends, training and motivating the team, business promotion and statutory compliance.


 Manager, Taj Mahal Restaurant
 2003-2004
The day to day management and operation of the restaurant; including meeting revenue targets, maximising customer satisfaction, developing standards and products in line with current trends, training and motivating the team, business promotion and statutory compliance.





	 

	 
	
	
	
	
	 

	 
	
	
	
	
	 

	 
	Explain how you managed to resolve a difficult problem. What solution did you reach? 
	 

	 
	A group of regular drinkers caused frequent trouble in the restaurant where I worked by becoming drunk and aggressive. As a manager i was reluctant to bar these customers. They were losing us custom by giving the restaurant a bad reputation and I give them a formal warning that their behaviour would not be tolerated. This was carried out on the next occasion that they caused trouble and improved the situation for a short time, but one evening it became obvious that trouble was once more developing. As a manager on duty it was my responsibility to ask the group to leave. I prepared for this by alerting other staff so that they would be available to back me up and then asked the group to leave and not return, reminding them of the warning that had been issued. One member of the group became angry and threatening but I was assertive and stood my ground. I believe that keeping calm and not arguing or backing down helped to defuse the situation as the group was eventually persuaded to leave. I had expected that I would have to call the police but this proved unnecessary. 
	 

	 
	
How have you used your communication skills to persuade others to follow your lead? 
	 

	 
	As a director I was responsible for day to day management of a business. The hardest part was bring positive energy within the staff -I decided to motivate the staff by offering bonus if they increase sale 10% in next three month.
The rewards transformed the staff's attitude. They were working harder than befofe. I had weekly meeting with staff, discussing various issues in the business, it motivates them even more.  Due to good communication with staffs, business sales increase more than 10% before three months. 
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	Specific Evidence 
When have you risen to a challenge? Describe your role and any outcomes. 
	 

	 
	I bought a business few years back. It was a rundown business. My challenge was, bring the business in profitability within six month. I selected various things in the business need improvement, staff training, regular meeting with staffs and setup a plan for promoting the business using different platforms.  
Business came to profitability within my targeted t
 
	 

	 
	Extra-Curricular Activities and Interests 
Give any evidence of organising, leading, and initiative 
	 

	 
	￼ 
I have a great love of travel and have spent several holidays Inter-Railing across Europe with friends. This also enabled me to satisfy other interests such as visiting art galleries and museums and practising my French and Italian  
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	Other Qualifications/Skills/Experience. 
(e.g. foreign languages, computing skills, driving licence) 
	 

	 
	2) Good working knowledge of MS Word and Excel, Word Perfect and the Internet. I produce all my essays on a word processor and have used the Internet for academic and careers research and to plan holidays. 
3) Full clean driving licence held for 3 years; First Aid certificate. 
	 

	 
	Why have you chosen to apply to our organisation and the functions for which you have applied? Why should we take you rather than other applicants? 
	 

	 
	I believe that Personnel work will make use of my degree background and my interpersonal skills. My degree course included modules in "Business Enterprises" and "Group Behaviour" which have helped to give me a theoretical understanding of large commercial organisations and the people working in them. I have discussed my career choice with a university careers adviser and with a graduate working as a Human Resources Manager in a large company and this has confirmed my decision. The fundamental skills of a Personnel manager are planning, organisation, communication and negotiation, all of which I have developed through my work experience and extra-curricular activities. I am able to learn quickly and to work with all kinds of people in a variety of situations. 
	 

	 
	Health 
	 

	 
	I am in good all round health. 
	 

	 
	Additional Information 
	 

	 
	As well as the jobs listed above I have also had vacation and part-time jobs in retail and telesales. 
	 

	 
	Where did you find out about us? (e.g. newspaper advert) 
	 

	 
	 
	 

	 
	 References 
	 

	 
	Fokrul Islam 
Solicitor  
Legacy law  
University of Kent 
Canterbury CT2 7NK 
email jd@kent.ac.uk  
Telephone  01227 764000 ext. 36 
	Asraf Siddique Msc, ACCA
Syldon & Co. Accountants
333 Stratford Workshops
Burford Road
Stratford 
London
E15 2SP
Tel: 03330 144 154
Mob: 07957 392890
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