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1. [bookmark: _1ci93xb][bookmark: _Toc151751466]Introduction
For this assignment, working in NHS background as Workforce and OD Assistant I will look at the development process of me and my colleague. I will outline the learning styles we both have and what are barriers for our learning. I will look at how we both overcome these identified barriers. Additionally, I will identify support networks for me and my colleague and how we monitor progress. I also include a PDP for me and my colleague. 
2. [bookmark: _Toc151751467]Learning Styles 
In the workplace, as a manager identifying and understanding the learning styles of the team members can improve communication, collaboration and productivity. By identifying each team members learning style as a manager I can tailor my own communication and training methods to better suit their preferences. Knowing your employees' preferred methods of learning allows you to design training materials that will help them learn in a way that suits them best. This implies that they won't have to wait long to put what they've learned into practise. (ehsta, 2021)
There are several learning style models with most common being Visual, Auditory, Read/Write and Kinaesthetic. This is known as the VARK model.  This model was developed by Neil Fleming in 1987. In this model, Fleming developed a way to help individuals learn more about their preferences and how they learn in educational settings as well as workplace environments. (What Are VARK Learning Styles?, 2023) This approach recognises that every person has a unique way of processing information, necessitating various delivery methods in order to facilitate learning. 
Visual Learner prefers to see information and learn best through visual aids such as charts, graphs, diagrams, pictures and videos. They benefit from seeing things and using colour coding, mind maps and other visual techniques to understand and remember information. 
Auditory learners learn best through listening and speaking. They prefer lectures, group discussion and audio recordings. They benefit from verbal repetition, explaining concepts to others and participating in conversations. 
Read/Write learners learn best through reading and writing content and information. They usually read through learning materials and write their own notes from them. They are often well organised and avid note takers. They are good at spelling.
Kinaesthetic learners learn best by doing and experiencing the information. They prefer hands on physical activities and real life examples. They benefit from role playing, group experiments and interactive learning experiences. 
To identify my own learning style, I have carried out three questionnaire which was the Honey and Mumford Learning Style Questionnaire and VAK Learning Style Questionnaire and Dantec Learning styles. I have also asked my colleague to complete these two questionnaires so that I can identify their learning style and compare both.
(Honey & Mumford 1986) suggest that there are 4 types of learners which are:[image: Text equivalent below for Diagram: Honey and Mumford learning cycle]

After completing the VARK questionnaire, I have come to recognise that I am a visual learner who benefit from looking at things and putting them in practice. I tend to look at demonstrations, videos and picture in order to take in information. I have also found that I am reflector according to the Honey & Mumford (1986) which means I like to look at things from various prospectives and look at the bigger picture. I prefer to get involved in things and then reflect before I can come to a decision.  My preferred way of learning and working is by listening to others and sharing ideas. Also researching and reviewing before making judgements. 
By getting my colleague to complete the two questionnaires I have identified that she has the same learning style as me. She is a visual learner who learns best by looking at visual aids such as pictures and videos. She finds that by looking at visual aids it makes it easier for her to absorb information quicker. She is also a reflector who likes to do lots of research and reviews before making decisions. She takes in information, reflects on then often I order to be more effective and productive at work.  
Also, to identify the learning style of the team member I can observe how they engage with information and tasks. Do they prefer written instruction, visual aids or hands on activities? Do they ask questions for clarification or prefer to listen and absorb information quietly? By paying attention to their behaviours and preferences I can gain into their learning styles. 
Ultimately, by recognising and accommodating different learning styles within the team, I can create a more inclusive and effective learning environment, leading to improve teamwork and overall performance. 
	STRENGTHS
	WEAKNESSES 

	· Leadership skills – As a manager I have strong leadership qualities which enables me to motivate and guide my team effectively.

· Communication and Organisation skills – effective communication skills and organisation skills which portray within my team. 

· Decision-making abilities – I have the capacity to make decisions swiftly and effectively mainly under high pressure situations. 

· Good working ethics and problem solving

· Experience – from experience in managing teams I bring valuable knowledge to the team. 

	· Conflict resolution – In difficult situations I sometimes I struggle to sympathise and empathise. 

· Time Management – sometimes with a lot of pending work and staff sickness it gets hard for me prioritise workload. 

· Trust issues – I tend to trust new staff less with their ability then old staff who have been working long time. 



	OPPORTUNITIES
	THREATS 

	· Professional Development – Opportunities for managers to expand their leadership and management skills through training and development programmes. 

· Team building – by fostering to a positive team culture I as manager can strengthen relationships and improve collaboration amongst my staff. 

· Technological Advancement – embracing new technologies can streamline processes and improve efficiency within the organisation as a whole. 


	· Economic uncertainty – fluctuations in the economy can impact budgeting and resource allocation which can affect team operation. 

· Rapid technological changes – failing to keep up with technological advancement can leave the team lagging behind competitors. 

· Staff sickness – due to high volume of staff sickness there is less productivity within the team. 

· Regulatory changes – evolving regulations and compliance requirements can create challenges for managers. 



3. [bookmark: _Toc151751468]Development Needs 
[bookmark: _Toc151751469] SWOT Analysis for Myself


[bookmark: _Toc151751470]SWOT Analysis for Colleague 

	STRENGTHS
	WEAKNESSES 

	· Skills and Expertise – my colleague has a diverse range of skills, knowledge and expertise relevant to their role. 

· Teamwork – the ability to work collaboratively and synergistically. 

· Adaptability – The capacity to adapt to changing circumstances and requirements. 

· Creative and Innovative – Bringing fresh ideas and innovative solutions to the table. 

	· Resistance to change – staff member is resistant to change which impedes the implementation of new processes, technologies and strategies. 

· Time management – struggle to manage time due to other commitments (workload, family)

· Motivation – lack of motivation due to work pressure and short staffed. 


	OPPORTUNITIES 
	THREATS 

	· Training and Development – opportunities for staff to enhance their skills and knowledge through training programmes and professional development. 

· Recognition – recognising and rewarding staff for their contributions through award ceremonies and NHS benefits. 

· Promotions – potential for career advancement and promotions within the Organisation. 
	· Conflicts – Internal conflicts within the team which causes disruption to work and damages relationships. 

· Burnout – high level of stress and workload leads to burnout within staff which impacts staff morale and performance. 

· External competition – pressure from external competitors may impact the staff’s ability to meet performance targets and achieve goals. 




[bookmark: _Toc151751471]Gap Analysis for Myself

	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	

Be able to manage a large team. 




	Currently I can manage a small team of 3 effectively.
	Trainings and resources to manage a larger team. 
	Attend training and development sessions. 

 

	
Complete CertHe/BA in Applied Leadership and Management 





	Completed all assignments for CertHe and achieved above 40% pass rate 
	Time management for next 2 years 
	Manage time accordingly. 

	Gain Recruitment Skills in work 
	Some recruitment tasks. 
	Recruitment selection training 


	Attend trainings programmes and meeting to get better understanding 



[bookmark: _Toc151751472]Gap Analysis for a Colleague 

	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	

Become a manager and lead a team 




	Currently I am good at teamwork and guiding a group of people. 
	Trainings and resources to manage a larger team. 

Leadership and Management course 
	Attend training and development sessions. 

Apply for Leadership courses. 
 

	Improve my communication skills 
	Communication with colleagues and Managers 
	Communication with external sources. 
	Attend board meeting. Get to know people and engage more with them. 



4. [bookmark: _Toc151751473]Barriers to learning
Barriers to learning at the workplace form a holistic set of missing individual, team and organizational aspects. They are factors that hinder the initiation of successful learning, interrupt learning possibilities, delay proceedings or end learning activities much earlier than intended. Everyone has learning barriers some of these are obvious and some are less so. Barriers are categorised in two factors which are Internal Barriers and External Barriers. Internal barriers are related to your beliefs, values, attitude and behaviours. They can be learning habits you picked up growing up. They can be emotional, motivational, or personal as well. External barriers come from your learning environment. These are the things that do not come from you, like tight schedules, colleagues, availability of materials, and so on. (Barriers to Learning | EdApp Microlearning, 2023) These things may or may not be under your control, but otherwise affect your learning. 
Below is a table showing how I identified learning barriers for myself and my colleague. I have also looked at potential solutions to overcome these barriers. 
[bookmark: _Toc151751474]Barriers for Manager (Myself) 

	Internal 
	Solution 
	External 
	Solution 

	Lack of motivation 
	Encouraging intrinsic motivation by highlighting the importance of achievement. Proving opportunities for employees to pursue their career. For example – promotions, awards and benefits. 
	Economical challenges 
	Scholarships, financial aid programs and community initiatives aimed at providing support to individuals from lower income families can help bridge the economical gap. Policies that promote equal access to education and address economic inequalities can contribute to reducing this barrier. 

	Low self – esteem and confidence 
	Creating a supportive and nurturing working environment where people feel valued and encouraged can help boost their self-esteem and confidence. Provide feedback, recognising achievements and offering mentorship can build self-confidence. 
	Discrimination and inequality 
	Promoting diversity and inclusion in workplace, addressing instances of discrimination through appropriate policies and training, and fostering a culture of respect and understanding can help mitigate the impact of discrimination at work. 

	Lack of knowledge and skills level 
	Attending training and development sessions provided by NHS trust which run regularly. Meet up with managers and gain experience by asking questions and advise. 
	Advanced Technologies 
	To overcome this barrier organisations should provide assistive technology trainings alongside assistive technology solutions. Ensuring the IT helpdesk can resolve issues by installing and troubleshooting technology software. 



[bookmark: _Toc151751475]Barriers for Colleague 

	Internal 
	Solution 
	External 
	Solution 

	Physical or neurological impairment
	Provide appropriate support and accommodations for those with learning difficulties. This could include specialised instruction, assistive technologies, individual working plans and additional resources and equipment tailored to their requirements. 
	Childcare 
	Arrange for family members to look after children during working hours. Depending on affordability maybe children can attend day nursery. 

	Resistance to changes 
	Understanding the importance of getting out of their comfort zones and keeping an open mind for upskilling and cross-skilling will help your staff eliminate their resistance to changes. Being supportive during transition period and providing enough materials to help them adapt to changes will make them more productive at work. 
	Work pressure
	To overcome work pressure, it is worth making a list of tasks that needs doing and managing task priority. Being organised at work takes off a lot of pressure. Limiting oneself to each task gives them better way of handling workload. 

	Lack of previous knowledge 
	Let your employee there is help always available. Reassure them and provide feedback so that they can improve on their knowledge. Build a well-structured course that starts at the beginning level and prepare them for the future. 
	Lack of access to resources 
	Researching online and taking online programmes with improve access to resources. Attending libraries is an helpful option to fins resources. 



5. [bookmark: _Toc151751476]Learning/Development options 

to meet the learning and development needs of myself and my colleagues it is important to consider various options that align with both of our needs and the team’s objectives. I have found some potential learning and development options to consider. 
Training workshops 
It is a good idea to look for training workshops that covers relevant topics such as leadership, communication skills, project management and technical skills. These can provide valuable insights and best practices for me and my colleague to enhance our skill set. This method includes developing employee skills through a combination of lectures, hands-on-exercises, videos, podcasts, simulations, and individual/group-based assignments. It includes both formal (classroom-based, instructor-led, eLearning courses) and informal (watching YouTube videos, reviewing educational blogs and posts on peer-group forums like LinkedIn or chat rooms, self-study) approaches to skills development. (Valamis, 2023)
Mentorship and coaching 
This method involves senor managers/leaders helping their staff with developing important skills that individuals might lack. Look out for what sort of mentoring programmes the Organisation provides. A mentor can offer personalised advice and share their experiences to help me and my colleague to tackle professional challenges and opportunities. 

External conferences and Networking events
Attending conferences and networking events organised by the Trust provides opportunities to gain knowledge from experts, stay updated on Organisation trends and expand our professional network. This exposure can be beneficial for both me and my colleagues. 
6. [bookmark: _Toc151751477]Support Mechanisms
To identify the support mechanisms for me and my colleague I used the Gilbert, A. and Chackrovaity, I. (2001) ‘Go Mad’ model. From the external triangle from this perspective, I have found that my support network would be my line manager and my colleagues in a work setting. I tend to rely on manager to give me best advice which I can take on board and apply to daily work life. My line manager provides me feedback and appraisals which help me improve and develop my requirements. Likewise, I provide feedback to staff which helps them with support and guidance. 
Another support network for would be my family who is always there to support me in every step of the way. For example, completing CertHe/BA Applied Leadership and Management course my partner has been very supportive. I had to rely on them to motivate me to complete this course. Having a strong support network is very important when it comes to developing through life. It is important to understand we rely on others to achieve goals. 
7. [bookmark: _Toc151751478]Personal Development Plan for myself 

	What do I want do?
	How can I do it? 
	What resources will I need? 
	How will I messaure success?
	Traget Date for Review 

	Resolve Conflict  
	When conflict issues arises within team, speak to both parties and handle with care. 
	Conflict resolution trainings  
	Gather feedback and set targets for improvement 
	3 months

	Improve eye contact/ engagement 
	By having more one to one meetings 
	Good relationship with colleagues 
	Ask for feedback 
	2 months 

	Have strong emotions
	Not get emotional over little things 
	Attend Manager training sessions 
	Trainings and courses 
	6 months 

	Make better decisions 
	Developing a step-by-step decision-making process can help you make more deliberate, thoughtful decisions by organising relevant information and defining your options.
	Good understanding 
	Look for feedbacks from collagues and mangers 
	3-4 months 



Personal Development Plan for colleague 

	What do I want do?
	How can I do it? 
	What resources will I need? 
	How will I messaure success?
	Traget Date for Review 

	Improve verbal communication 
	By being more confident and clear when projecting myself during Team meeting 
	Group meetings/ discussions 
	Gather feedback and set targets for improvement 
	3 months

	Improve Public speaking skills  
	By leading meetings, attending lectures 
	Online courses  
	Ask for feedback 
	5 months 

	Become a team player 
	Group excersies and activites. Helping colleagues take off work pressure  
	Attend team building classes 
	Ask manager for feedback.  
	6 months 



8. [bookmark: _Toc151751479]Monitor progress 

One effective method to monitor the development of myself and a team member is through implementation of a performance development plan. A personal development plan is a structured and proactive approach to tracking, assessing and supporting individual growth in the team. to implement this method, begin by setting clear, measurable and achievable goals. These goals should align with the individual’s role, responsibilities and broader career aspirations. Goals can encompass skills development and professional milestones. ((Clover HR, 2020)
Also, by creating a feedback loop that allows for open and constructive feedback regarding the individuals development plan we can monitor progress. Encourage self-assessment and reflection as well as input from supervisors, peers and clients. Feedback can be incorporated in the performance development plan to drive continuous improvement. 
9. [bookmark: _Toc151751480]Conclusion 
In conclusion I have learned that everyone has different styles. By carrying out researches through learning style questionnaires I have found me and my colleague have different development needs. By recognising and accommodating different learning styles within a team I can create a more inclusive and effective learning environment. I have also understood addressing both external and internal barriers to learning requires a holistic approach that encompasses societal, institutional and individual effort. 
10. [bookmark: _Toc151751481]Recruitment 

The recruitment interview process is a critical component of hiring the right candidates for a job. A well structured and thorough interview process is key to identifying the best fit for a role and it involves a range of techniques designed to assess a candidates qualifications, skills and cultural fit. Reflecting upon this process can help in refining and improving the techniques used to make informed hiring decisions. Reflecting on the interview process should involve an evaluation of the interview structure. Structured interviews, where each candidate is asked a standard set of questions, ensure consistency and fairness in the evaluation process. Additionally, consider whether the structure allows for comprehensive assessment of the candidate’s skills, experiences and potential cultural fit within the organisation. Reflecting on the recruitment interview process should also involve an evaluation of the overall candidate experience. Consider whether the interview techniques and interactions with the interviewers create a positive and professional experience for the candidates. In conclusion, reflecting upon the recruitment interview process and the techniques is essential for continuously improving the effectiveness of candidate assessment. 
[bookmark: _Toc151751482]Appendix – cv 

LINA SULTANA 
Lina_miah@hotmail.com
07901682242
Cardiff
PERSONAL PROFILE 
I am a very capable, adaptable, creative, and passionate person with excellent IT, numeracy, and reading abilities. I also have a solid understanding of administrative and office processes. I can pick up new information quickly and have expertise arranging, planning, and supervising a variety of administrative tasks. Additionally, I am able to maintain organisation under pressure. I have the track record to work pro-actively in a demanding and complicated office setting and am a great team player. I am a diligent worker who can help coworkers and supervisors with administrative tasks in an accurate and timely manner. I have no trouble adjusting to new situations or adjusting to working in a hectic workplace. I enjoy new duties because I enjoy stimulating tasks. I've always been regarded as reliable and effective.


EDUCATION & TRAINING

NVQ Level 2 in Recruitment and Customer Service

Joseph Chamberlain College – Birmingham(2010 - 2012)
A Level Sociology C 
A Level Law D
A Level Religious Studies C
A Level Fashion & Textiles C

EMPLOYMENT HISTORY 
Workforce and OD Administrator (2015 - Present)
Brief Job descriptions and responsibilities:
· To be the first point of contact for service users and provide an efficient and high standard of administration support to the Workforce & OD function.  
· To be the first point of contact for service users and provide an efficient and high standard of administration support to the Workforce & OD function.  
· To prepare and produce letters, reports, notes of meetings, spreadsheets and other documents in various formats in a timely manner.
· To provide an accurate and efficient administration service to the Workforce & OD department, through the provision of the following: incoming/outgoing  telephone calls, stationary supplies, bring forward systems, filling systems, emails, opening post, typing, diary maintenance, arranging meetings.
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