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[bookmark: _Toc500943471][bookmark: _Toc53314823]Section 1: Know how to identify development needs

1.1 [bookmark: _Toc500943472][bookmark: _Toc53314824]Identify learning styles for self and another 
There are several types of learning styles that can be carried out to find out your preferred preference in learning. The most popular is the VARK model questionnaire introduced by Neil Fleming in 1987. This questionnaire identifies four different learning styles including the visual, the auditory, the read-write and the kinesthetics (Cherry, 2021)
[bookmark: _Hlk88145603]Another learning style is the Honey and Mumford questionnaire, published by Peter Honey and Alan Mumford in 1986. Again, this identifies four different learning styles the activist, the reflector, the theorist, and the pragmatist. (Expert Program Management, 2021)
To identify my own preferred learning style, I completed both the VARK and the Honey and Mumford questionnaires and the results were as follows: 
VARK - my preferred learning style identified was an Aural or Auditory learner, this means I learn more effectively by listening. I would prefer to hear the information/instructions as I find it easier to process this way, this is as opposed to reading the information myself. While a Kinesthetics learner would prefer a more hands on approach and do it themselves. (Auditory Learning Style Explained, 2021)
[image: ]
I also carried out the VARK questionnaire on a partner to see what preferred learning style they have and how it would differ from my own. After completing Rebecca’s questionnaire, we were both surprised to find that we share the same learning style as an Aural or Auditory learner. Rebecca also prefers to listen to information /instructions before acting.   
     [image: ]

Honey and Mumford – my preferred learning style identified using the Honey and Mumford questionnaire was a Reflector. A Reflector would learn best by observing others and then thinking about it. They would avoid jumping straight in and prefer to watch first. They would collect the information, and again think about it thoroughly. They would also be cautious and consider all information before acting. (Expert Program Management, 2021)
	Total: 7
	Total: 17
	Total: 14
	Total: 15

	ACTIVIST
	REFLECTOR
	THEORIST
	PRAGMATIST



[bookmark: _Toc456901517]I again carried out the same questionnaire on Rebecca this time our results were different. Rebecca’s results using the Honey and Mumford questionnaire identified her as an Activist. 
Activists like to fully involve themselves, acting first and consider the consequences after. They are open minded, enthusiastic and their day is filled with activity. They like to involve themselves with others but will seek centre of attention. They will jump in at the deep end and get stuck in. 
Whilst an Activist has strengths in being flexible, open-minded, enjoying new situations, being optimistic about new things and not resisting change, they also have weaknesses such as taking on too much themselves, taking the limelight, taking unnecessary risks, and they can get bored with implementation and consolidation. (Tso, 2021)
	Total: 15
	Total: 13
	Total: 10
	Total: 11
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[bookmark: _Toc500943473][bookmark: _Toc53314825]1.2 Use a simple technique for identifying development needs for self & another
A SWOT analysis is an effective tool used to identify a person development need. SWOT stands for Strengths, Weaknesses, Opportunities, Threats. To carry out a SWOT analysis you need to identify your -
· Strengths - what do you excel at, other skills that make you stand out from the rest or what others think are your strengths. 
· Weaknesses - what are you not so good at like bad time keeping, are you up to date with the qualifications/skills to be successful in your current or future role. 
· Opportunities – is there any training or new project opportunities to further your skills. New position advertised that meets your skills that may benefit you. 
· Treats – someone maybe doing better then you in the same position as you. Family commitments. Obstacles preventing you from achieving your goals. 
By completing a SWOT analysis this will help you identify the things you are good at, help you learn what you may need to improve on, what you may need to better yourself and eliminate any obstacles that maybe in your way. (2021)
In the tables below I have carried out my own SWOT analysis and my partners Rebecca’s to identify our own personal strengths, weaknesses, opportunities, and threats.
	[bookmark: _Hlk511915604]
SWOT Person 1


	
STRENGTHS

· Patient
· Versatile
· Good listener
· Determined
· Calm and Composed
· Efficiency
· Good organisation
· Work with own initiative

	
WEAKNESSES

· Distracted
· Take on too much




	
OPPORTUNITIES

· New job opportunities 
· Courses learning 
· Good time management
	
THREATS

· No potential for promotion in my current role
· Family commitments





Person 1 SWOT analysis 
After completing my own SWOT analysis, I need to look at turning my weakness into strengths and my threats into opportunities. My first weakness is that I can be distracted, this can affect my concentration, meeting deadlines and presentation of work. To overcome this, I need to use my own initiative and take my work into a quieter room where there is less distraction, where I can concentrate and carry on with my own work. Another weakness is taking on too much work, this means more pressure and I may miss deadlines. To overcome this, I need to organise my workload to what is priority and look at any work that can be delegated to another member of staff easing my workload. 
My threats are identified as no potential for promotion in my current job role and family commitments. For me to turn these into opportunities I need look at protentional job opportunities in a new job role this could mean a in another department within my current organisation. I need to look at undertaking any courses or training to up skill myself. Family commitments may mean looking after my children when unwell, attending school meeting or taking time out for family holidays. To overcome this, I need to use good time management and making good use of my time. If my children are unwell and I must stay home I can work from home keeping up to date with my workload. When arranging meetings at school I would use a day I do not work and when going on holidays I would complete all workload before and delegate any urgent work whilst I am away.

	
SWOT Person 2


	
STRENGTHS

· Able to take on most tasks given
· Good health
· Confident
· Work with own initiative
· Determined

	
WEAKNESSES

· Being unfamiliar
· Loud and overpowering 
· Lack of concentration
· Frustrated if unable to do something


	
OPPORTUNITIES

· Open my own business 
· Seek new job opportunity elsewhere 
· Good time management



	
THREATS

· No promotion opportunities
· Over staffed
· Small business Family commitments/childcare
· Threatened by other work colleague



Person 2 SWOT analysis 
Rebecca’s Swots analysis identified her weakness as she can be loud and overpowering, lack of concentration, being frustrated over something new or challenging. For Rebecca to turn her weaknesses into strengths she would need use better time management, Rebecca can ask questions, familiarise herself, and not feel beat up for not knowing from the off and learn to take a step back to analyse.
Rebecca treats are no promotion in current job, over staffed, small business, and family commitments including childcare. To overcome these Rebecca can look at new job opportunities in another business but in the same job role as her current one. Rebecca is hoping to open her own business in the future and by learning and graduation from the skills in the workplace course would be the start of this process. Family commitments and childcare, Rebecca finds childcare difficult with very young children and small family to support her. She will use good time management and use her time best when she can for example completing course work whilst the baby has naps, arranging childcare in advance to attend university sessions once or twice a week. 

1.3 Identify potential barriers to learning for self and another.

There are many different barriers that can impact on your learning and development such as
environmental barriers, emotional barriers, workplace barriers or psychological barriers. All these barriers can have an impact whether it is work distraction, confidence, ability or challenging. A strong barrier in leaners is motivation, it can be challenging to keep the energy going if you don’t have the right support, you will lose inspiration, drive and enthusiasm. (The Most Common Barriers to Learning - And How to Overcome Them - Thinkific, 2021)

  
After completing my own SWOT analysis, I have identified the following barriers - 
•	No potential for promotion in my current role - not able to higher myself in my current role.
•	Family commitments – needing to take care of children when unwell, going on holidays.
•	Distracted - losing focus, not completing work on time.
•	Take on too much – feel over worked, tired, not meeting deadlines.

Rebecca’s SWOT analysis identified her barriers as – 
· No potential for promotion – unable to get higher within small business.
· Family commitments/childcare – small family to support with childcare


[bookmark: _Toc500943475][bookmark: _Toc53314827]1.4 Explain how these barriers to learning can be overcome.

To overcome these barriers, I would need to look at my weaknesses and threats and how I can turn them into opportunities.
As there is no potential for promotion in my current role, I would need to look at new opportunities in a higher role which could mean in a new department/organisation. Completing the skills in the workplace course to further my knowledge and skills. Family commitments that may mean I am unable to go to work or taking time out for holidays. I would need to look at good time management and how I can do my job around these situations like working from home instead, therefore using my time at home more effective. Not being able to say no and take on too much work may impact on completing my own work and not meeting deadlines instead I need proritise my workload again using good time management and delegating work as and when possible. 

For Rebecca to overcome her barriers she will need to look at new job opportunities with other businesses with potential of promotion. She needs look at training or courses such as passing the skills in the workplace course she is currently on and upskilling herself in preparation to opening her own business in the future. Family commitment and childcare, Rebecca needs to organise her day using good time management to help her plan her day when she has no childcare using her time effectively and if she can arranging childcare once or twice a week use this time to help her catch up.

[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.

The most important thing to do to identify and develop learning needs is to carry out a training needs analysis or TNA. A TNA is carried out to work out where there are protentional skills gaps at an organisational level, or an individual level, and is part of learning and development. A TNA will find out the current level of skills/knowledge and what skills/knowledge is needed. Training can give you the skills you need to further yourself and business.  (Training Needs Analysis: A Complete 'How To' Guide, 2021)

 I have used the results of both mine and Rebecca’s SWOT analysis to identify our development needs-
· My weakness was identified as being distracted and can take on too much work. For me to learn from this I need to further my time management skills and prioritising workload from urgent to not so urgent and moving to a quieter room where there is less distraction. Reassessing daily and setting goals to see if I am continuing to stay on top of my workload.
· Treats –family commitment can be unpredictable and can impact on my working or studying day.  To learn and develop this I again need to use good time management, working from home could benefit me and catching up on study podcast.

Rebecca’s Swot development need is 
· Rebecca’s weakness is lack of concentration and become frustrated when not able to complete a task. As Rebecca’s learning style is an activist her weakness is taking on too much herself for her to develop and learn from this, she would need use better time management, taking breaks when needed and learn to take a step back to analyse.
· Rebecca also has treats that can impact on working or studying. As Rebecca has a small family unit, she finds child hare hard. For Rebecca to develop and learn she also needs to use good time management arranging childcare once or twice a week where she can concentrate and catch up the work or study. 

[bookmark: _Toc500943478][bookmark: _Toc53314830]2.2 Identify support mechanisms for the development of self & another

Support mechanisms for both Rebecca and I that can support us to develop would be 
· Receiving recognition and praise from employer that would keep us motivated.
· Feedback from our tutor good or bad to help us understand what we need to improve on.
· Using Swot analysis to help us identify need for development.
· Family support with childcare to help attend university study sessions, catch up on podcasts we may have missed and encourage us to further our career. 

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

	A greater depth of knowledge of a more senior role



	Volunteer to take lead on a part of an admin supervisors job role like updating and recording of staff mandatory training records 
	Record worksheet. Advice from supervisor. Team feedback when completion of training 
	Review worksheet monthly 
	 Every 6 months

	



	Identify key training opportunities 
	Training opportunities/courses
Discuss and agree goals with manager
	Ensure I attend agreed priority training. 
Personal appraisal with supervisor.

	Yearly 

	Achieve core skills



	Complete own mandatory training keeping up to date within my job role
	Checking when training needs updating 
	Self-appraisal 
	Monthly 




Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	
To graduate from the 1st year of skills in the workplace course to better myself.

	Medium Term Goals (2-3 years)

	
To graduate from years 2 & 3 of skills in the workplace course to further carer.


	Long Term Goals (3-5 years)

	
To be in a higher paid job within the Swansea Bay University Health Board. 




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

It is important to monitoring and evaluating your personal development plan as this gives you data that can identify future development. Monitoring a plan is important as it:

· Provides you with information on your progress.
· Helps you judge if the training is effective and if you can make changes.
· Provides feedback, improves motivation
· Help you meet targets or make new ones
· Help record and compare data
· Identifies strengths and weaknesses/future development needs

Keeping a training diary or chart and recording the date of each training session and writing key notes how the session went, how you felt, if there was progress or could changes be made. By comparing factual information will give you the accurate information on how you are progressing and set target for future development. (Portfolio overview - Monitoring, recording, and evaluating performance development - National 5 Physical Education Revision - BBC Bitesize, 2021)

Rebecca and I will be using a Personal Development Plan PDP completing this and reviewing in a timely manner will help us keep track of our progress and if we need to update targets or training.
[bookmark: _Toc500943481][bookmark: _Toc53314833]Section 3: Know how to prepare for the recruitment process 
There are many steps to take to prepare yourself when applying for a job.
1. Firstly, I need you look at my strengths, what things am I good at. I need to look for a job that is suited to me and my strengths a job with lots of opportunity to grow. 
2. Once I have found the right job for me, I need research the company and gain further background information. Then write a cover letter explaining my skills, experiences and why I am the right candidate for the role. Also tailor the cover letter to the job description.
3. Now I need to complete the job application, this can be done in several ways some companies like the application complete online, through email or by sending a CV.
4. Once the application has been received it will go through screening process and if accepted short listed for an interview. 
5. Background checks – some companies carry out background checks prior to an interview then some do after. Background checks will check my history and if I have any illegal claims against me. 
6. Interview – if I am offered an interview, I would be invited to talk to the manager this can be one to one or in small groups. (Here Is a Step-by-Step Guide to the Job Application Process, 2021)
[bookmark: _Toc53314834]Reflection on the recruitment process 
Gibbs model of reflection (1988), is focused on the ability to self-reflect on one’s actions with the need to engage in the process of continual learning. It is a framework for examining experiences and using such as the basis to understand specific areas which may require improvement. (Gibbs Model of Reflection, 2021)
[image: Diagram
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[bookmark: _Toc53314835]3.1 Description
The Job descriptions is for a hardworking and experienced Administrative Support Officers to join our Specialist Palliative Care Service. We are looking for enthusiastic and well-motivated individuals with good communication, organisation, and interpersonal skills, with the ability to work as part of a multi-disciplinary team and on your own initiative; you will provide vital administrative support for the admin team and clinicians within the specialist palliative care service.
The ideal candidates will have previous secretarial / administration experience with a high level of computer literacy and will be able to deal effectively with prioritising workload and deadlines. The post holders must be able to work with discretion and always maintain confidentiality. I knew this job was suited for me as I 15 years’ experience sin all aspects of the job role and feel confident, I could carry out the work effectively and accordingly. 
[bookmark: _Toc53314836]3.2 Feelings
I was unsure when completing my CV and CV cover letter. I did not know if I had added enough information or the correct information but did some research and went for it. I was also extremely nervous when completing the job application form not knowing if I were the correct candidate for the job even though I knew I could do the job efficiently given my experience in my current job role. I was nervous to be selected for an interview as I have not had an interview for a very long time. I remember in previous interviews although I was accepted for the job role the feedback was that I talk to fast, I do this when I am nervous.

[bookmark: _Toc53314837]3.3 Evaluation
I do not feel this was a terrible experience although I was nervous completing the CV, CV cover letter and applying for the job I was also excited for the future and how that would look if I were accepted for the job. Overall, I have gained more knowledge and confidence that will help me go on and look for future opportunities or training to further my skills when applying for a higher band job role. 

[bookmark: _Toc53314838]3.4 Analysis
 I have learnt a lot from this experience. I think it went well because I researched the company for further information and was then confident to answer their questions but also to ask the appropriate questions. I have gained knowledge of what to include in me CV and CV cover letter through research.

[bookmark: _Toc53314839]3.5 Conclusion
[bookmark: _GoBack]In future I think I will be more confident in completing the CV, CV cover letter and applying for a job. I feel I have gained more confidence and knowledge just from this experience. Following previous interviews, the feedback was that I talked to quick, and I do this when I am nervous. I think for future interviews I will be researching the company in further detail and practice answering questions that are relevant to the job description beforehand with a partner so when I am at the interview, I will not be so nervous, I will be more relaxed, and I will talk slower as I know what I am talking about instead of rushing through it. 

[bookmark: _Toc53314840]3.6 Action Plan
In future I will do more research into the company to gain further detailed information to prepare myself for interview questions so that I am confident and do not rush thought it. Gather my own questions about the company showing my interest. Seeking any further training, updating my PDP to keep track of development when applying for higher grade job roles.
 
[bookmark: _Toc53314841]References
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Honey & Mumford’s Learning Styles Questionnaire
	No.
	Statements
	Put Y or N

	1
	I have strong beliefs about what is right and wrong, good and bad.
	Y

	2
	I often ‘throw caution to the wind’.
	N

	3
	I tend to solve problems using a step-by-step approach, avoiding any ‘flights of fancy’.
	Y

	4
	I believe that formal procedures and policies cramp people’s style.
	N

	5
	I have a reputation for having a no-nonsense, ‘call a spade a spade’ style.
	N

	6
	I often find that actions based on ‘gut feeling’ are as sound as those based on careful thought and analysis.
	Y

	7
	I like to do the sort of work where I have time to ‘leave no stone unturned’.
	Y

	8
	I regularly question people about their basic assumptions.
	N

	9
	What matters most is whether something works in practice.
	Y

	10
	I actively seek out new experiences.
	N

	11
	When I hear about a new idea or approach I immediately start working out how to apply it in practice.
	Y

	12
	I am keen on self-discipline such as watching my diet, taking  regular exercise, sticking to a fixed routine etc.
	Y

	13
	I take pride in doing a thorough job.
	Y

	14
	I get on best with logical, analytical people and less well with spontaneous, ‘irrational’ people.
	Y

	15
	I take care over the interpretation of data available to me and avoid jumping to conclusions.
	Y

	16
	I like to reach a decision carefully after weighing up many alternatives.
	Y

	17
	I’m attracted to novel, unusual ideas than to practical ones.
	N

	18
	I don’t like ‘loose-ends’ and prefer to fit things into a coherent pattern.
	Y

	19
	I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done.
	Y

	20
	I like to relate my actions to a general principle.
	Y

	21
	In discussions, I like to get straight to the point.
	Y

	22
	I tend to have distant, rather formal relationships with people at work.
	N

	23
	I thrive on the challenge of tackling something new and different.
	Y

	24
	I enjoy fun-loving spontaneous people.
	Y

	25
	I pay meticulous attention to detail before coming to a conclusion.
	Y

	26
	I find it difficult to come up with wild, ‘off-the-top-of-the-head’ ideas.
	Y

	27
	I don’t believe in wasting time by ‘beating about the bush’.
	Y

	28
	I am careful not to jump to conclusions too quickly.
	Y

	29
	 I prefer to have as many sources of information as possible, the more data to mull over the better.
	Y

	30
	Flippant people who don’t take things seriously enough usually irritate me.
	Y

	31
	I listen to other people’s point of view before putting my own forward.
	Y

	32
	I tend to be open about how I’m feeling.
	Y

	33
	In discussions, I enjoy watching the manoeuverings of the other participants.
	Y

	34
	I prefer to respond to events on a spontaneous, flexible basis rather than plan things out in advance.
	N

	35
	I tend to be attracted to techniques such as network analysis, flow charts, branching programmes, contingency planning etc.
	Y

	36
	It worries me if I have to rush out a piece of work to meet a tight deadline.
	Y

	37
	I tend to judge people’s ideas on their practical merits.
	N

	38
	Quiet, thoughtful people tend to make me feel uneasy.
	N

	39
	I often get irritated by people who want to rush headlong into things.
	Y

	40
	It is more important to enjoy the present moment than to think about the past or the future.
	Y

	41
	I think that decisions based on a thorough analysis of all information are sounder than those based on intuition.
	Y

	42
	I tend to be a perfectionist.
	Y

	43
	In discussions, I usually pitch in with lots of ‘off the top of the head’ ideas.
	N

	44
	In meetings, I put forward practical realistic ideas.
	Y

	45
	More often than not, rules are there to be broken.
	N

	46
	I prefer to stand back from a situation and consider all the perspectives.
	Y

	47
	I can often see inconsistencies and weaknesses in other people’s arguments.
	Y

	48
	On balance, I talk more than I listen.
	N

	49
	I can often see better, more practical ways to get things done.
	Y

	50
	I think written reports should be short, punchy and to the point.
	Y

	51
	I believe that rational, logical thinking should win the day.
	N

	52
	I tend to discuss specific things with people rather than engaging in ‘small talk’.
	N

	53
	I like people who have both feet firmly on the ground.
	Y

	54
	In discussions, I get impatient with irrelevancies and ‘red herrings’.
	Y

	55
	If I have a report to write I tend to produce lots of drafts before settling on the final version.
	N

	56
	I am keen to try things out to see if they work in practice.
	Y

	57
	I am keen to reach answers via a logical approach.
	Y

	58
	I enjoy being the one that talks a lot.
	N

	59
	In discussions, I often find I am the realist, keeping people to the point and avoiding ‘cloud nine’ speculations.
	Y

	60
	I like to ponder many alternatives before making up my mind.
	Y

	61
	In discussions with people I often find I am the most dispassionate and objective.
	N

	62
	In discussions I’m more likely to adopt a ‘low profile’ than to take the lead and do most of the talking.
	N

	63
	I like to be able to relate current actions to a longer-term bigger picture.
	Y

	64
	When things go wrong I am happy to shrug it off and ‘put it down to experience’.
	Y

	65
	I tend to reject wild, ‘off-the-top-of-the-head’ ideas as being impractical.
	N

	66
	It’s best to ‘look before you leap’.
	Y

	67
	On balance, I do the listening rather than the talking.
	Y

	68
	I tend to be tough on people who find it difficult to adopt a logical approach.
	N

	69
	Most times I believe the end justifies the means.
	Y

	70
	I don’t mind hurting people’s feelings so long as the job gets done.
	N

	71
	I find the formality of having specific objectives and plans stifling.
	Y

	72
	I’m usually the ‘life and soul’ of the party.
	N

	73
	I do whatever is expected to get the job done.
	Y

	74
	I quickly get bored with methodical, detailed work.
	N

	75
	I am keen on exploring the basic assumptions, principles and theories underpinning things and events.
	Y

	76
	I’m always interested to find out what other people think.
	Y

	77
	I like meetings to be run methodically, sticking to the agenda etc.
	Y

	78
	I steer clear of subjective or ambiguous topics.
	N

	79
	I enjoy the drama and excitement of a crisis situation.
	Y

	80
	People often find me insensitive to their feelings.
	N


 


Scoring and Plotting Results
 
You score one point for each item that you ticked. There are no points for items that you crossed. Simply indicate on the grid below which items were ticked by putting an Y next to the relevant statement number. The column with the highest total of Y numbers indicates your preferred learning style.
 
	2
	7 y
	1 y
	5

	4
	13 y
	3 y
	9 y

	6 y
	15 y
	8
	11 y

	10
	16 y
	12 y
	19 y

	17
	25 y
	14 y
	21 y

	23
	28 y
	18 y
	27 y

	24 y
	29 y
	20 y
	35 y

	32 y
	31 y
	22 y
	37

	34
	33 y
	26 y
	44 y

	38
	36 y
	30
	49 y

	40 y
	39 y
	42 y
	50 y

	43
	41 y
	47 y
	53 y

	45
	46 y
	51
	54 y

	48
	52
	57 y
	56 y

	58
	55
	61 
	59 y

	64 y
	60 y
	63 y
	65

	71 y
	62
	68
	69 y

	72
	66 y
	75 y
	70

	74
	67 y
	77 y
	73 y

	79 y
	76 y
	78
	80

	Total: 7
	Total: 17
	Total: 14
	Total: 15

	ACTIVIST
	REFLECTOR
	THEORIST
	PRAGMATIST
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	RACHEL WITHERIDGE
37 Penderry Road, Penlan, Swansea, SA5 7EA · 07890615029
Rachybaby184@gmail.com 

	I am an enthusiastic, well-motivated individual. I have excellent communication, organization and interpersonal skills. I manage and work well with a large multi-disciplinary team, effectively prioritizing workload and meet deadlines. I have 15 years of administration experience with a high level of computer literacy. I can work with my own initiative keeping update with mandatory training, policies and work with discretion and confidentiality. 


EXPERIENCE
	1998 – 1999
DOMESTIC, CLEAN, B&Q DIY
Making sure the shop floor was clean, cleaning staff room toilets and the kitchen.

	1999 – 2005
SALES ASSISTANT, B&Q DIY
· Approached by the manager and offered a job as a sales assistant firstly working on the shop floor, replenishing stock, making sure isles were tidy, assisting customers.
· Stock taking – checking what stock was in the store and how much.
· Moved to checkouts handling money, serving customer, answering telephone call. 
· Became checkout supervisor, training new staff, dealing with complaints, replenishing money in tills, organizing staff rota.
· Sales advisor in the kitchen and bathroom department – advising customers on products and placing orders.
 
2005 – 2006
STUDENT, VOCATIONAL TRAINING AT CEFEN COED HOSPITAL
· Complete NVQ level 2 in Business & Administration.
· Complete ECDL computer course.
 
2006 – PRESENT 
ADMINISTRAION SUPPORT OFFICER BAND 3, SWANSEA BAY UNIVERSITY HEALTH BOARD
· 15 years’ experience in an administrative role.
· Preforming daily administration tasks such as answering telephone, emails, dealing with messages and delegating to the appropriate staff member. 
· Scheduling meetings and minute taking.
· Manage multi-disciplinary team clinics and patient waiting list. Co-ordinating clinic dates/time, sending appointment letters and appropriate information letters regarding covid19. Sending correspondence to the appropriate professionals attending that clinic such as a Paediatric Consultant Paediatrician, Physiotherapist, Occupational Therapist, Specialist Health Visitor and Speech & Language Therapist. 
· Maintain, coordinate and update patient database and records.
· Report typing.
· Keep up to date with mandatory training and the health boards policies.
· Maintain office supplies and clinical supplies such as gloves, aprons, clinel wipes and masks to protect us and others from covid19. 
2021– PRESENT 
SKILLS IN THE WORKPLACE, PROFESSIONAL CAREER DEVELOPMENT, UNIVERSITY OF WALES TRINITY SAINT DAVID
· Research information, reference, and complete assignment by deadline.
 


EDUCATION
	MAY 1998
MYNYDDBACH COMPREHENSIVE SCHOOL
Maths C
English C
Double award Science CC
Welsh D

	 


SKILLS
	· I am enthusiastic, well-motivated and love to work as part of a team.
· I have excellent communication, organization and interpersonal skills.
· I can use my own initiative, prioritize workload and meet deadlines effectively. 
	· I can work as part of a multi-disciplinary team.
· I have administration experience and a high level of computer literacy. 
· I can take lead in meetings and take minutes.


ACTIVITIES
I volunteer at a children’s charity, organizing and booking charity events, creating posters and helping at parties. I find this so rewording to see the children faces.
[bookmark: _Toc53314845]Appendix D

Rachel Witheridge
37 Penderry Road, Penlan, Swansea, SA5 7EA | 07890615029 | rachybaby184@gmail.com
9th November 2021

Mrs. Williams 
Specialist Palliative Care Service 
Abertawe Bro Morgannwg University Health Board
Sketty 
Swansea
SA2 8QA
Dear Mrs. Williams 
This letter is to express my interest in the Administrative Support Officer position. Having read through your job description, I am thrilled to be applying for this position as my 15 years of experience and skillset match the requirements you’re looking for.
I am currently employed by the Swansea Bay University Health Board as a clerical officer. I am an enthusiastic, well-motivated member of the admin support for the paediatic physiotherapy team. Although I love working with the paediatric team, I am looking to expand my knowledge and further my career in different areas. Working to support the staff, patients and families at the specialist palliative care service is something of great interest to me.
I would like to highlight why I would be the best candidate for the role 
· As the only admin support, I can work on my own initiative
· I have 15 years of administrative experience with a high level of computer literacy using word, PowerPoint, excel and patient systems.
· I am the lead admin support for a multi-disciplinary team, managing clinics and waiting list that include many different professionals such as consultants, physiotherapist, specialist health visitors and occupational therapist.
· I have excellent communication, organization and interpersonal skills and I can prioritise my workload and meet deadlines effectively.
· I am up to date with all mandatory training and the health board's policies and procedures, and I can work with discretion and confidentiality. 
I would love the opportunity to join the palliative care team. I look forward to hearing from you and would like to thank you in advance for your time and consideration.
Yours sincerely,
Rachel Witheridge
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Are you currently the subject of a fitness to practise investigation or proceedings by a licensing or regulatory E‘d"“
20dy in the UK or in any other country? No
Have you been removed from the register or have conditions been made on your registration by a fitness to Oyes
oractise committee or the licensing or regulatory body in the UK o in any other country? No
Employment History
Please record below the details of your current or most recent employer
Employer Name Clean
Address
B&Q Carmarthen Road, Cwndu, Swansea
Type of Business DIY Hardwear Store Telephone 01792 426478 [ SCZID
Screenshot saved
Job Title Domestic Cleaner [ o) T et e i 2o
Start Date 1998 End Date. 1999
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Ifyou have applied to us within the last 3 months, are you happy for us to v O n
use the references from your earlier application? e °©

Please return completed Application Form to:

Recruitment Team
Swansea Bay University Health Board
Specialist Pallative Care Service
Singleton Hospital
Sketty Lane
Swansea
SA2 8QA
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Are you a Department of Work & Pensions New Deal Candidate? O ves ¥ no

Are you an NHS professional returning to practice? O Yes ¥ No

NHS Standard Application Form, v.1.1 Page 10f8

MONITORING INFORMATION

*  Dateof Birth 21.06.82

*  Gender O vale  © Female O 1 do not wish to disclose this
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Under the terms of the Act a disability is defined as a ‘physical or mental impairment which has a substantial and long term effect on a person’s
ability to carry out normal day to day activities’. NHS employers welcome applications from disabled people.

E DO ToIIConSIHanyoarEs 1o avelaTaBabli] g;:s O 1 do not wish to disclose this information
If yes, do you need special arrangements to O vYes If so, please give details below
enable you to attend for interview? OnNo

Rehabilitation of Offenders Act

In order to protect certain vulnerable groups within society, there are a number of posts and professions that are exempt from the provisions of
the Rehabilitation of Offenders Act 1974. These include posts where, in the normal course of their duties, successful applicants will have
access to persons in receipt of health services. If the post you have applied for falls within the above category, it will be exempt from the
provisions of the Rehabilitation of Offenders Act by virtue of the Rehabilitation of Offenders Act (Exceptions Order) 1975.

Applicants are therefore not entitled to withhold any information about convictions which for other purposes are ‘Spent’ under the provisions of
the Act and in the event of employment; any failure to disclose such convictions could result in dismissal or disciplinary action by the employing
organisation. Any information given will be confidential and will be considered only in relation to posts to which the order applies.
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Jobs

Join the team and make a difference

NHS

Careers

NHS STANDARD APPLICATION FORM

Please fill in the Application form and check it carefully before returning it If you wish to
‘apply on-line you can do so at www.nhs uKlobs. Please note that questions marked with an
asterisk  are mandatory and therefore must be answered.

APPLICATION FOR EMPLOYMENT WITH

www.nhs.ukfjobs

For Offics Use Only
Online Reference NumRef: 130-AC514-1121|
Vacancy ID: 3588877b:

Administrative Support Officer | Swansea Bay University Health Board
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* Have you atany time received, or had pending, a court conviction? O ves & No

Ifyes, please give details

NHS Standard Application Form,

Page 2 of 8

If you are applying for a post involving access to persons in receipt of health services, your offer of employment may be subject to a satisfactory
disclosure from the Criminal Records Bureau. Failure to reveal information relating to any convictions could lead to withdrawal of an offer of
employment
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Grade Salary v yeEd

Reporting to (job title) Suupervisor Notice Period | 2 weeks

Reason for leaving (if applicable)

iwas offered a job on shop floor

Description of your duties and responsibilies.

Making sure the shop floor was clean, cleaning staff room toilets and the kitchen.

“a OneDiive

Screenshot saved
The screenshot was added to your

OneDrive.
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Description of your duties and responsibilities

« Approached by the manager and offered a job as a sales assistant firstly working on the shop floor, replenishing stock, making sure isles were tidy,

assisting customers.
Stock taking  checking what stock was in the store and how much
Moved to checkouts handling money, serving customer, answering telephone call

Sales advisor in the kitchen and bathroom department — advising customers on products and placing orders.

Became checkout supervisor, training new staff, dealing with complaints, replenishing money in tills, organizing staff rota.

Previous Employer 2

Employer Name Swansea Bay Universuty Health Board
Hafan Y Mor
Singleton hospital
Addi
ress Sketty Lane Swansea
SA280A
Tooits Clerical Officer &5 Band 3

“a OneDiive.

Screenshot saved

The screenshot was added to your
OneDrive.
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Supporting Information

In this section please give your reasons for applying for this post and additional information which shows how you match the person
specification for the job (you will have been sent this document with the application form). This can include relevant skills, knowledge,
experience, voluntary activities and training etc. If relevant to the post for which you are applying you should include details about research
experience, publications or poster presentation, clinical care (knowledge and skills) and clinical audit.

‘Supporting information (Please continue on additional sheets if necessary).

I 'am an enthusiastic, well-motivated individual. | have excellent communication, organization and interpersonal skills.

I manage and work well with a large multi-disciplinary team, effectively prioritizing workload and meet deadlines. | have

15 years of administration experience with a high level of computer literacy. | can work with my own initiative keeping update
with mandatory training, policies and work with discretion and confidentiality.

‘o OneDrive

Screenshot saved

@ e sceennorvas agced toyour

OneDrive.
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Strategies VARK

Questionnaire m—
Your Results

You currently use mainly Aural strategies Your Scores: Your Learning
(strong Aural) - Visual8 Preference:

. Aual22 Mild Aural
Your VARK learning preference is also A. * ReadiWrite 12 Your Resuts

* Kinesthetic 12
Your Academic Profie
Your Business Profile
Your Short Profile

You are using the best strategies for your learning preference.
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Race relations (Amendment) Act 2(

000

As Public Sector Employers, NHS Organisations are required to collect details about an applicant’s ethnicity. This information is collected to

fulfl that obligation and is used for monitoring

purposes only.

1 would describe my ethnic origin as follows:

Asian or Asian British
O Bangladeshi
O indian
O Pakistani
O Any other Asian background

Black or Black British
O African
O caribbean
O Any other Black background

Mixed
O white & Asian
O white & Black African
O white & Black Caribbean
O Any other mixed background

White
biitsh
O rrish
O Any other White background

Other Ethnic Group
O chinese
O Any other ethnic group

O 1 do not wish to disclose my ethnic origin

Employment Equality Regulations

In order to comply with these regulations, NHS employers are monitoring sexual orientation and religion/belief in applications.
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Education & Professional Qualifications

Include in this section all the relevant qualifications. Please also indicate subjects currently being studied.

Subject/Qualification Place of Study Gradelresult Year
Maths Mynyddbach Comprehensive c 1998
English Mynyddbach Comprehensive c 1998
Double award Science Mynyddbach Comprehensive cc 1998
Welsh Mynyddbach Comprehensive D 1998
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37 Penderry Road

Address. Penlan
Swansea
Postcode/ Zip code SA5 7EA *  Country Wales
Home Telephone. Mobile Telephone 07890615029
Work Telephone. 01792 200400 May we contact you at work? Yes
Email Address. rachybaby 184@gmail.com

Do you require us to obtain a work permit for you to work in the UK under the terms of the Immigration and Asylum Act 19967

No

Please supply details of any permit currently held including number, validity and expiry date.

N/A
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DECLARATION

‘The information in this form is true and complete. | agree that any deliberate omissions, falsification or misrepresentation in the application form
will be grounds for rejecting this application or subsequent dismissal if employed by the organisation. This applies equally to any medical
questionnaire/forms | may complete.

1 agree to the above declaration

e R Witheridge
Name Rachel Witheridge Date 1211.21
Where did you see this vacancy advertised?

& NHS website O Local Newspaper O Doctor O Nursing Standard

O search Engine O British Medical Journal O Therapy Weekly O other Professional Journal

O other Website O Health Service Journal O Nursing Times O Jobcentre Plus

O National Newspaper O Hospital Doctor Oecpr O Radio

O other
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APPLICATION FOR EMPLOYMENT

Job Reference Number 3588877b
Job Title: Administrative Support Officer
Department Specialist Palliative Care Service.

Personal Details

< Sumame/Family Name Witheridge
*  FirstNames Rachel
Name in which you are
registered with a professional
body (if applicable)
Title Miss UK National Insurance No IM328949B
37 Penderry Road
DU Banlan
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References

Please give the names of the people who have agreed to supply references. For all positions you must provide 2 references. If you are, or
have been employed, these should be your two most recent employers. These may include your line manager or someone in a position of
responsibility who can comment on your work experience, competence, personal qualities and suitability for the post. If you are a student
please provide contact details of a teacher at your school, college or university. Please note that personal references such as friends and
relatives are not acceptable. For all posts written references obtained must cover the preceding 3 years of employment. All referees will be.

‘approached prior to interview unless you indicate otherwise.

Referee 1
*Surname/Family name First Name
Job Title
o]  Onedrie
Screenshotsaved
The screenshot was added to your
“Post Code/ Zip Code “Country Onebrive.

R —
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Previous Employment

Please record below the details of your previous employment beginning with the most recent first. Please explain any gaps in employment in

the ‘Supporting Information’ section below. Please add additional employers/information on a separate sheet

Previous Employer 1

Employer Name B&Q Diy
B&Q Carmarthen Road, Cwndu, Swansea
Address
Job Title Supervisor / Sales Assistant Grade
From Date 1999 To Date 2005

Reason for Leaving

Became redundant

‘s Oneorive

Screenshot saved

@ e screenshot as adced to your
OneDrive.
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Training Courses Attended

Include in this section any relevant training courses that you have attended or details of courses that you are currently undertaking.

Course Title Training Provider Duration Date Completed
NVQ Level 2 in Buisness & Administration Voeational raining. 1 year 2006

Cefen Coed Hospital

Vocational Traning
ECDL Computer Course Cefenl Soed Holspgiall 2 weeks 2006
Skills in the worplace University or Wales | )
Professional Career Development Trinity Saint Davis vear [Currently Studdying
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Additional Personal Information

Preferred Employment Type &Full Time O Part Time

O yob share OIsecondment O Flexible Hours

Do you have a valid driving licence for the UK?

ves OnNo

Please specify the vehicle category for which you hold a licence.

O Motorbike (A)
Car (B)
O car with Trailer (B + E)
O Medium Sized Vehicle (C1)
O Medium Sized Vehicle with Trailer (C1 + E)
O Minibus (D1)
O Minibus with Trailer (C1 + E)
O Large Goods Vehicle (C)
O Large Goods Vehicle with Trailer (C + E)
O Passenger Carrying Vehicle (D)
O Passenger Carrying Vehicl¢

‘= OneDrive

Do you have access to a vehicle which can be used for work purposes? O ves OnNo Screenshot saved

Do you hold a POPUMET certificate (required for radiologists)

The screenshot was added to you

O ves o OneDrive
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APPLICATION FOR EMPLOYMENT

Details entered in this part of the form will be held in the HR department of the recruiting organisation and will be made available to the short-

listing panel.
Job Reference Number 3788877b Online reference number 130-AC514-1121
Job Title Administrative Support Officer

Department Specialist Pallitive Care Service

Education & Professional Qualifications

Include in this section all the relevant qualifications. Please also indicate subjects currently being studied.

Subject/Qualification Place of Study Gradelresult Year
Maths Mynyddbach Comprehensive c 1998
English Mynyddbach Comprehensive c 1998
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Membership of Professional Bodies

Include in this section any relevant professional registrations or memberships.

* Please indicate your Professional Registration status:

O Not Required for this post
I have current UK registration

O 1 am a student

O UK registration applied for
O UK registration not yet applied for

If professional registration is not required then go to Employment History.

If you are registered then please enter the relevant details below:

Professional Body

Membership or Registration type

PIN

Membership/Registration | Expiry/Renewal
Date

If you are applying for a post that requires professional registration you are required to provide the following inform

Are you currently the subject of a fitness to practise investigation or proceedings by a licensing or regulatory.

‘s Onepiive
Screenshot saved

The screenshot was added to your
OneDrive.

TTMNe T





image16.png
Description of your duties and responsibilities

15 years experience in an administratve role

+ Preforming daily administration tasks such as answering telephone, emails, dealing with messages and delegating to the appropriate staff member

+ Scheduling meetings and minute taking

* Manage multidisciplinary team clinics and patient waiting list. Co-ordinating clinic dates/time, sending appointment letters and appropriate
information letters regarding covid19. Sending correspondence to the appropriate professionals attending that clinic such as a Paediatric Consultant
Paediatrician, Physiotherapist, Occupational Therapist, Specialist Health Visitor and Speech & Language Therapist

* Maintain, coordinate and update patient database and records.

* Report typing.
Keep up to date with mandatory training and the health boards policies.

‘. OneDrive

Screenshot saved
The screenshot was added to your
OneDrive.
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Employment Equality Regulations

In order to comply with these regulations, NHS employers are monitoring sexual orientation and religion/belief in applications.

Please select the option which best describes your sexuality.

g G"e::"" O Heterosexual
1 would rather not answer
O Bisexual
*  Please indicate you religion or belief
O Atheism O Jainism O Judaism
O Buddnism O siknism O Hinduism
O christianity O other 1 do not wish to disclose my religion/belief
O islam

Disability Discrimination Act 1995

Under the terms of the Act a disability is defined as a ‘physical or mental impairment which has a substantial and long term effect on a person’s
ability to carry out normal day to day activities’. NHS employers welcome applications from disabled people.

T T e Py v gy

O Yes

O 1 do not wish to disclose this information
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Strategies VARK

Questionnaire m—
Your Results

You currently use mainly Aural strategies Your Scores: Your Learning
(strong Aural) - Visual8 Preference:

. Aual22 Mild Aural
Your VARK learning preference is also A. * ReadiWrite 12 Your Resuts

* Kinesthetic 12
Your Academic Profie
Your Business Profile
Your Short Profile

You are using the best strategies for your learning preference.

Using VARK with ™
your class or ~
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