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[bookmark: _Toc500943471][bookmark: _Toc53314823]Section 1: Know how to identify development needs
Honey and Mumfords learning styles were developed by Peter Honey and Alan Mumford which were based on the work of Kolb,  this learning style has been widely used in the fields of education and management training and has been proposed as an alternative to Kolb’s learning style.( https://doi.org/10.1016/S0191-8869(01)00141-6).
Another learning style has been determined by Dr Anthony Gregorc who found that humans make sense of the world in various ways. The ways in which an individual gathers and interprets knowledge is unique to that individual. Dr Gregorc's Mind Style research resulted in four different styles through which one perceives and interprets the world: Concrete Sequential (CS), Abstract sequential (AS), Abstract Random (AR), and Concrete Random (CR). (Undrstanding Learning Styles, Allen, Sheve, Nieter 2010)
When determining a learning style for the individual one or more of these learning styles have a questionnaire to find which is the most productive way for you to learn, although there is a charge for an in-depth report you can try a sample and it will score your depending on the answers you give, I did the VARK test and was scored as follows, visual 11, aural 3, read/write 8 and kinesthestic 9. I scored the most with visual and kinesthetic and would suggest I learn best from practical learning, I like to bake and I would usually make the cake first and then read the recipe in full so I learn from trial and error rather than by aural or visual learning so that if I do make a cake that’s not so nice I then go over the recipe and see what I did or didn’t do so the next time I make it, the cake will be perfect. I believe that although a lot of similar learning styles exist, personally I feel I learn a lot more from practice rather than theory. For example at work something is explained to me in detail but it is not until I have done the task myself that I actually learn how to do it so for me, doing wins over reading and writing every time. I understand from completing one of the learning style questionnaires it tells us which is the best way for us to learn.
The VARK learning style is another learning style very similar to the Honey and Mumford style and also have an online test to determine which learning style is best for you, it consists of visual, people who have preference for learning with charts, diagrams plans and maps. Aural is for someone who would rather learn by discussions, chat and guest speakers. Read/write for people with a strong liking for text, notes, writing in all formats in print or online finally the kinesthetic learning practice which is one of my preferred ways of learning which is hands on, learning by doing, and I believe is the dominant learning style for myself.
[image: ]
The picture above puts the VARK learning style in a basic down to earth way.
I have discovered numerous learning styles online and vary in the amount of skills the one below consists of eight skills, one of which is "combination" and consists of more than one skill which I believe is one that would suit quite a lot of people.
[image: Chart, diagram, bubble chart
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1.1 [bookmark: _Toc500943472][bookmark: _Toc53314824]Identify learning styles for self and another 
I have plenty of opportunities to further my career in my job, different posts are frequently becoming available, additional training is available if needed and managers are welcoming when help is needed.
The personal pressures at this moment in time are enormous and doesn’t help with work, I have no managerial experience at the moment but I am certain I will be able to gain confidence and aim to further my career.
The second person I have compiled a SWOT analysis for is my husband and was quite difficult because he has been in the same employment for a number of years and is a mature person who has old school values and doesn’t quite understand the modern workplace, he has very limited IT skills and would need training if he were to go into an administration or customer service job, I have prepared a SWOT analysis for myself which is below and I have identified a few of my strengths which include reliable, a good listener and fast learner although there are a few more I can think of but don’t think they would be relevant to the Swot table, one of them would be a good multi tasker after bringing four children up over the years I believe I am qualified in doing two, sometimes three activities at the same time. My weaknesses, the one that bothers me the most is a lack in confidence, I am the person who will not speak up If I am not heard the first time so I do need to work on that.

There are large differences between the two charts, where my main concerns are I feel if I had more confidence in myself and the work I do I could achieve so much more, I am quite shy and clam up when in a room with a lot of people although I am a bit more confident than when I was younger, my current job has helped me a lot with my confidence, I am a member of a team and get on well with everyone, I have made good relationships with my team mates. I am aiming for a managerial position and have lots of help if needed from my colleagues and managers, I have training opportunities which can be easily accessed from my computer in work and at home, I do find that time to do all the activities I want to do is in short supply, with working full time and a family and home to take care of time is limited.


1.2 [bookmark: _Toc500943473][bookmark: _Toc53314825]Use a simple technique for identifying development needs for self & another
The SWOT analysis below is based on my own values.
	
SWOT Person 1


	
STRENGTHS
Good communication skills
Strong interpersonal skills
Works well under pressure
Good IT skills
Experience in working and personal life
Lots of patience
Good team worker
	
WEAKNESSES
Time management
Lacks confidence
Gap in knowledge/skills
Easily distracted/short concentration
Limited education

	
OPPORTUNITIES
Higher education learning
Doors are open to progress
To Admin officer and,
Executive officer

	
THREATS
Mainly family life, children and grandchildren take up a lot of my time.
Sometimes I feel that my age is
A barrier to some opportunities.
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SWOT Person 1


	
STRENGTHS
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THREATS








The SWOT analysis below is centred on my husband and was quite difficult to compile.
	
SWOT Person 2


	
STRENGTHS
Good communication
Attention for detail
Reliable
Hardworking



	
WEAKNESSES
Impatient
Lacks confidence
Very little IT skills
Interpersonal skills





	
OPPORTUNITIES
Using skills in different ways
Computer and IT education training
Personal development





	
THREATS
Lack of computer knowledge
Old school values
Personal health issues















[bookmark: _Toc500943474][bookmark: _Toc53314826]1.3 Identify potential barriers to learning for self and another.
The biggest barrier for myself is finding the time to study and research, as I work full time and start at six in the morning I find I am too tired by the time I get home from work to study so it is confined to the weekends although then I have the housework, laundry and the like to attend to so I am not in the best position for learning outside of working hours. Another of the setbacks for me is the IT part of studying, I know the basics and how to use a computer but I have never used word or power point in the past so it’s a bit of trial and error when I use them so I do not always get thing the way I want them this is the gap I have in knowledge and IT skills. 
      Family is another barrier for me with four daughters who are married with children I am first on the list for baby sitting and more often than not there is a family hiccup that I need to sort out one way or another and this comes down to time management which sometimes is unavoidable.

     The barriers for my husband are very similar to my own although I am more technical than him when a computer is in use, he has no knowledgeable IT skill he can use a computer for browsing the internet but that is all, if he were to change his job to an admin or office job he would need to attend a training course but he insists he is too old to learn now, which is not the case. His health has not been good for a few years and this would have an impact on the amount and type of job he could do. 





[bookmark: _Toc500943475][bookmark: _Toc53314827]1.4 Explain how these barriers to learning can be overcome.
I can not think of a solution to my time management barrier, the only thing I could do is to cut down my hours of work or to go part time but this is not a practical solution, I need to work full time for financial reasons if my monthly wage was less it would have an impact on my life.
     I  would like to take a course in IT mainly learning how to use word and power point which would benefit my own work as this is all worked on computers, I would then be able to compile presentations and charts with confidence. I will select one day of the week where I will tell my family there is no childminding and allocate that day to study at least then I will have the time and peace for learning.






[bookmark: _Toc500943476][bookmark: _Toc53314828]Section 2: Know how to develop self & others to achieve organisational objectives


[bookmark: _Toc500943477][bookmark: _Toc53314829]2.1 Analyse learning/development options to meet needs of self & another.
When I look back at my SWOT analysis I realise I do have what it takes to further my career although I do need to improve on a lot of skills mainly the gap in knowledge of the business I am currently working in, also I need to improve my confidence as I sometimes do not speak up when I should or I do and I am not heard so I tend to shy away from pushing myself to the front. I am a lot more confident in my present job than previously, as I have to answer telephone calls from the public and sometimes deal with customers face to face it has been a great confidence booster, when I am in a meeting it is a different story as I tend to clam up when in groups with strangers I really struggle with public speaking,  this is what I need to work on and have asked for some help with this at work which is something that will have to wait until the Covid situation is in a better position.
The second person’s SWOT analysis is much different from myself, he has been in his present employment for a number of years and there isn’t any room for promotion or to progress any further, if he was in a different business I believe things would be different and he could and would like to progress in his career. His computer skills are very limited and would be a big barrier in today's workplace, there is no need for IT skills in his job and would need a lot of training if he was ever to go into a job that used IT skills. Another of his threats is ill health and unfortunately no amount of training could change this although some of his strengths are hardworking and reliable, thankfully he is happy in the job he is doing and does not need to change this at the moment.
The threats I have would maybe be unimportant to others but to me they are very real, the time that a family and home take up for me is substantial and it is difficult to find time to study or do extra work at home, another threat is my age although I am not that old I do feel sometimes especially when applying for jobs my age is against me, that is one of the reasons for doing this course, I assumed there would be others in my age group which would make me feel comfortable around but there is quite a large age range from early twenties up to sixty years old.








[bookmark: _Toc500943478][bookmark: _Toc53314830]2.2 Identify support mechanisms for the development of self & another
In my current job as an admin assistant I regularly meet with my manager on a one to one basis to review how I do and the way I do my work.
When we have these meetings, it is an opportunity to review how my personal development is progressing, or if it is not, it is a chance for questions to be asked by both myself and my manager.
     When looking at a record of the amount and quality of the work I have done over the past month or so I will be able to see if any errors have been made and try to calculate why my work is the way it  is and if there is anything I can do to improve it.
This particular meeting I was aware that the accuracy of my work had taken a downward spire, I find I have been more centred on the amount of work I was doing rather than the quality, I put this down to the stress and uncertainty of the present times. My manager suggested I slowed down and concentrated more on checking the work I did to bring my accuracy back up to my usual standard which has been good previously, I have numerous training programmes which I can take if needed I also have the support of managers and my colleagues when needed.
I have lots of support for this course around me in the shape of family and friends who have been very encouraging, the hwb is a great place for information and support, I have not got on very well with the online library as I always have problems when researching, I would prefer to go to a physical library but at the moment is not possible.
My second person is not as fortunate as myself when it comes to support, there is no support in his employment as it is quite a solitary job, he does have lots of family and friends to support him in his working and personal life, there is some training available if needed.
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[bookmark: _Toc500943479][bookmark: _Toc53314831]2.3 Prepare development plans for yourself and another person
Part 1: Personal Analysis
See SWOT Analysis in 1.2 

Part 2: Setting Goals

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	How to deal with certain situations in a managerial role.

	Deputise in a managerial position.
	Managers and colleague’s support
Training courses.

	Feedback from my      
Manager and colleagues, one to one review.
	
November 
2021

	To be more confident when attending meetings.


	Attend as many meetings as possible. Reviews with manager.
	Encouragement from colleagues, manager, family and friends.
	Set myself a target to attend and participate in meetings.
	
November
2021

	Better time management.


	Make a rota and plan my day.

	Colleagues, family and friends.
	By succeeding in tasks in the time allocated.
	
November
2021





Part 3: Personal Objectives

	



	

	
To complete and pass this Skills in the workplace course, improve my interpersonal skills and 
Practise confidence skills.


	Medium Term Goals (2-3 years)

	
To step up to deputising, learning and applying for higher grade, succeeding in the achievement of promotion.



	Long Term Goals (3-5 years)

	
To learn as much as possible about a managerial role with a goal to mentor other colleagues.








[bookmark: _Toc500943480][bookmark: _Toc53314832]2.4 Method used to monitor the development of self & another.

To monitor my development, I will have regular reviews and one to one meeting with managers to identify how my learning is progressing, go over personal development plan and point out what is going well and not so well.










[bookmark: _Toc500943481][bookmark: _Toc53314833]Section 3: Know how to prepare for the recruitment process 


[bookmark: _Toc53314834]Reflection on the recruitment process 

[image: ]
[bookmark: _Toc53314835]3.1 Description
The reflection cycle I have chosen is  is based on Gibbs (1988), the description reflects how I want to further my career and apply for a managerial role with a view of  better financial prospects for the future, in order to do this I am completing this course because I felt I needed better and more modern skills for the role I want to take.










[bookmark: _Toc53314836]3.2 Feelings
My feelings on starting the course were a mixture of nervousness, ambiguity and a little bit of fear, this course is the first real learning I have done since I left school and I nearly gave up the first day but for a fellow student giving me a few words of encouragement.







[bookmark: _Toc53314837]3.3 Evaluation
The good points are that I was learning skills I did not know anything about and attending classes, meeting other students. The bad point is that the classes stopped the library closed I was sent home from work and stayed off for five months and learning was put online, I was so disappointed by this, I know it was unavoidable but has destroyed the learning experience for me as there are numerous online courses I could have taken which I did not want. Although I am luckier than some and got full pay while I was off work due to the lockdown, I missed out on five months of deputising which would have been beneficial to me.






[bookmark: _Toc53314838]3.4 Analysis
With all learning done online now it is keeping us safe from the virus and curbing the spread, this is a surreal situation and we just need to make the best of it. I am now back in work and have been for the past four months, during my time off I did have a lot of time on my hands and worried about the future a lot but I also learned about the skills I will need to progress in my career, hopefully the future will be much better.






[bookmark: _Toc53314839]3.5 Conclusion
This past year has shown me to not take everything for granted and to make the best of what I have, this course has given me the confidence to show that I can better myself, that I am not too old to learn and that there is help out there for me if needed. I will succeed in my work and give myself and my family a brighter and more financially secure future.






[bookmark: _Toc53314840]3.6 Action Plan
To continue with my studies in my own time as there is a lot more to learn, I feel I should concentrate on a more hand on approach other than the academic learning process, I believe experience is essential to progress in what you do. 
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The job application is an online application.
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Appendix C


	KATHLEEN PRICE
54 Eppynt road Swansea
SA5 7AZ · 07473845225
K4thy2000@yahoo.com 

	


EXPERIENCE
	FROM SEPTEMBER 2002
CUSTOMER SERVICE ASSISTANT, WICKES BUIILDING SUPPLIES
Customer service assistant on front desk duties included serving customers, taking delivery orders, answering telephone to customers and for the last two years banking duties, counting takings at the end of the day in banking office. I won a few awards for good customer service.

	FROM AUGUST 2011 
ADMINISTRATION ASSISTANT, DVLA SWANSEA
I currently work as an admin assistant inputting data into computers renewing UKdriving licenses
I have done this for the last three years, previously I worked in the personal registration department, I have recently been working as a deputy for the executive officer and enjoy the extra responsibility.


EDUCATION
	1973 TO 1978
CEFN HENGOED COMPREHENSIVE SCHOOL
Gce in English

	


SKILLS
	I have excellent communications skills
Good IT skills
	Interpersonal skills
Works well as part of a team
Can work well under pressure


ACTIVITIES
I am a well-liked member of a team who is not afraid of a challenge, I have experience with the public and get on well with my colleagues, I am a family person but also have no ties and work on a full time basis, I feel I would be an asset to the company I have excellent verbal and written skills and able to work with minimum supervision. I enjoy baking for family and friends and worked for a few charities in the past. 



[bookmark: _Toc53314845]Appendix D

KATHLEEN PRICE
54 Eppynt Road Swansea SA5 7AZ  07473845225
K4thy2000@yahoo.com
DVLA
Clase road
Morriston
Swansea
SA6 7JL

	Dear Sir/madam,

The agency's advertisement for an executive officer caught my attention, I believe that my work experience and skill set would make me the ideal person for the job, I am currently working full time as an administration assistant and am looking to further my career within the DVLA. 
I am knowledgeable in the day to day workings of the agency and up to date with GDPR, my attendance and sickness record is excellent as is my time keeping, I have good results from my one to one meetings and am a well-liked member of the team, I am also able to work under pressure if need be.

I have over ten years of experience working at the DVLA.
Up to date with all criteria.

You will see from my enclosed resume that I meet all these points and more.

I would like to discuss the opportunities open to me with the DVLA, if I am successful please contact me preferably by email at the address above.

Thank you for taking the time to review my resume I look forward to hearing from you.
Sincerely

Kathleen Price
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