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[bookmark: _Toc500943471][bookmark: _Toc57553808]Section 1: Know how to identify development needs

1.1 [bookmark: _Toc500943472][bookmark: _Toc57553809]Identify learning styles for self and another 

[bookmark: _Toc456901517]I have chosen to explore the Honey and Mumford learning style, (Honey and Mumford. (1986b) the VARK (Flemming and Mills. (1987) questionnaire and the Dantec Method (Dantec, C. (2007) to identify my learning style (self). After research into these methods I chose the Honey and Mumford learning style (Honey. P and Mumford. A (1986a) and the VARK questionnaire (Flemming and Mills. (1987) for Mark (another). Detailed in Appendix A.
 
1.2 [bookmark: _Toc500943473]Use a simple technique for identifying development needs for self & another

After researching techniques, I have decided to utilise the SWOT analysis. As detailed by (Helms, M.M. and Nixon, J. (2010) it is stated that the SWOT analysis “is used in virtually every published business case positioned for business student analysis” therefore the SWOT analysis appears to be the most suitable tool to identify and measure developmental needs.


	[bookmark: _Hlk511915604]
SWOT Jemma


	
STRENGTHS  
 
· Hardworking 
· Punctual 
· Communication 
· Eager to lean 
· Kind 
· Considerate 
· Honest 
· Loyal 
· Well-liked by the team 
· 5yrs + office management 
· Organised 
· Teaching 
· Practical 
· Logical 
· Calm under pressure 
· Responsible 
· Prince 2  

	
WEAKNESSES
       
· Concentration 
· Off topic 
· Lack of confidence 
· Financial issues 
· Overthinking 
· Lack of education/certificates 
· Hasty 
· Anxiety 
· Stress 
· Nervous     
· Migraines 
· Depression 
· Low self esteem 
· Clumsy 
· Poor maths skills 
· Confusion 
· Poor memory  

	
OPPORTUNITIES 
 
· Degree achieved 
· Higher salary 
· Project management 
· Chartered 
· More confidence in abilities 
· More experience 
· More financially secure 


	
THREATS 
 
· Time 
· Responsibilities 
· Being tired/poorly 
· Financial support in employment 
· Money to pay for: 
· Chartership 
· Associate memberships 
· Courses 
· Exams






	
SWOT Mark


	
STRENGTHS


· Confident 
· Friendly 
· Hardworking 
· Loyal 
· Determined 

	
WEAKNESSES

· Impatient 
· Lack of concentration 
· Hearing 
· Hasty    


	
OPPORTUNITIES

· MBA 
· Progression with current business 
· Better academic understanding 


	
THREATS


· Working hours 
· Responsibilities 
· Business concerns 






Conversion and Matching Strategies - Jemma
 
My weaknesses all relate to 'issues' in early childhood, I missed a lot of education due to the extensive care needs of my sibling. As my mother was on her own, I was expected to be responsible and mature beyond my years. Although this does also link in with some of my strengths, I feel that I was disadvantaged from an academic perspective.  
 
However, my anxiety and overthinking can be an advantage at times as I feel I have to work harder to make an impact. I spend longer checking and double checking my work to make sure it is the right tone, context, and content.  
 
Although my weaknesses are likely to have been developed as a coping mechanism, I am constantly trying to convert these into strengths and use them to my advantage. 
 
Once I have achieved academically, I am hopeful that more opportunities will be available to me. The positions that appeal to me, require a degree as a minimum. As noted in my strengths I am hard working and eager to learn, I put this in to practice regularly by taking on challenges and have recently studied and passed my Prince 2 Foundation and Practitioner exams. 
 
My weaknesses and strengths can be matched to my career aspirations of Project Management. My current strengths of maturity, practicality and organisational skills perfectly match this career. I have an optimistic view of my weaknesses to change these into strengths. I believe that once I have achieved some of my goals, some of my weaknesses will be proven incorrect or irrelevant giving me the confidence to keep going and try harder. 

Conversion and Matching Strategies - Mark
Mark has a few weaknesses caused by being impatient and a hearing disability. He did not complete his education at school age but as he is hardworking and determined he now has several qualifications and runs his own companies.  Listed as one of Mark's weaknesses is being impatient; although this can be perceived as a weakness it can also be converted into a strength it can be used to push on projects to ensure that all work is completed on time

With the support of his partner, he can reduce the threats and concentrate on building his company, this support will also benefit the opportunities, allowing Mark to focus on his MBA. 

As Mark is the director of his own companies, he is using his strengths in being friendly and confident to approach new customers and building professional relationships. 

1.3 [bookmark: _Toc500943474][bookmark: _Toc57553810]Identify potential barriers to learning for self and another.

Jemma 
 
Work life balance 
· I work 45+ hrs per week 
· 2 dogs, 1 cat, 1 snake 
· Husband and a son 
· Mother 
 
Childcare 
Although my son is 16, he has autism and still needs guidance and support 
 
Financial 
I cannot afford to pay for my studies, so I am utilising student finance 
 
Geographical 
I live some distance from the university sites 
 
Social Barriers 
I am the first person in my family to go to university 
 
 



Mark 
 
Work life balance 
· Working 45+ hrs per week 
· 2 young children and a partner 
· Studying a master’s degree 
 
Childcare 
Mark has two children under the age of three 
 
Social Barriers 
Mark is the first person in his family to go to university 
Mark did not finish education 

[bookmark: _Toc500943475][bookmark: _Toc57553811]1.4 Explain how these barriers to learning can be overcome.

Jemma

Considering the above barriers, I have thought carefully how a full-time university course could impact upon my family, directly or indirectly, and the impact to me. I am very mindful that working a lot of hours means I will be tired, there is not much time available to run and manage my household. After deciding to pursue further education I spoke with my husband and have his full support. He will take on more duties around the house, my son will help and the nights and weekends that I do not have lessons will be used to recuperate, getting some much-needed rest. 
 
I had a difficult childhood which meant I spent a lot of time away from education, this has been my biggest barrier to learning as I have very little education and little confidence in my abilities. I have worked very hard over the years to try and overcome this. I want to do better and reach my potential, after much reflection I decided that an outreach course would fit around my current work and life commitments. I work approximately 30 miles from home and the nearest university to offer this course is another 30 miles away. Luckily, this course offers lessons online and at outreach centres which are closer to home or on my way home from work. 
 
I am utilising student finance to pay for my studies, I am hopeful that after I have completed my degree better paid opportunities will be available to me enabling me to pay back the finance. 
I was very apprehensive embarking on this journey, as I am the first person in my family to have sought higher education, I did not have anyone to discuss the process with. I did a lot of research myself and with the support of my husband I decided that I should go for it.  
 
Despite my lack of education, I have always pushed myself to do better. I am a tenacious person and once I set my mind to something it has my full attention. I can overcome barriers within my personal life with the support of my husband and son. Where I know there are educational barriers, I have sought assistance from the university and have completed assessments to ascertain where additional support could be beneficial. Unfortunately, due to coronavirus, I was unable to meet with the assessor directly and unable to gain a formal diagnosis. But They have indicated that I may have ADHD, Dyspraxia and Dyslexia.  
 
To summarise, wherever I have felt disadvantaged or where barriers have presented themselves, I always strive to overcome these. There will always be difficulties in modern life, personally and within the workplace. But I believe that if you want something and are prepared to work hard enough there is always a way to overcome any obstacle. 

Mark
Mark has a busy schedule; he is the director of 2 young companies and regularly works 6 days a week. He has 2 small children, both under the age of 3. He is supported by his partner as she takes care of the children whilst he is studying and working. He makes sure that he has every Saturday off to spend time with the family and to rest. Mark has mentioned to me that he is not 'academic' as he did not finish school and was unable to read fluently until he was 25, much of his study until this time was self-taught. He has gone on to gain many qualifications. 
 
Mark was undecided to enrol on the master’s degree as he has a lot of commitments. He carefully considered the options of study and discussed with his partner as to what support he would need. He decided that the master’s degree would not only benefit him in continuing his personal and professional development but that any additional knowledge would be beneficial to the running of 2 companies. His partner is fully supportive in his academic journey. 
 
To summarise, Mark has worked hard to be self-sufficient and has support in place to avoid potential barriers. He must balance his time carefully between work, study, and family. 

Mark is a very hard-working individual; he is always striving to learn more and regularly explores avenues for CPD and further education. The barriers that he faces are minimal and with his determination, are unlikely to pose a threat. 
[bookmark: _Toc500943476][bookmark: _Toc57553812]Section 2: Know how to develop self & others to achieve organisational objectives
[bookmark: _Toc500943477][bookmark: _Toc57553813]2.1 Analyse learning/development options to meet needs of self & another.
 
Jemma:

The career I have chosen to pursue requires a degree and several years of experience. After reflecting upon my SWOT analysis (Mindtools, (2016) I do not meet the academic criteria for these positions nor have the required experience.  
 
However, once I have completed my degree, I will have achieved the required qualification, I will also be three years into my current employment, providing me with ample experience. 
 
After completing several learning style questionnaires VARK (Flemming and Mills. (1987) Honey and Mumford (Honey and Mumford. (1986b) I decided upon one more, DANTEC (Dantec, C. (2007).

The outcome of the first two questionnaires indicate that my learning style is ‘hands on’ and practical. Interestingly the Honey and Mumford (Honey and Mumford. (1986b) questionnaire suggests that to be a successful leader, strengths in all areas are required. Based on my results of this questionnaire I appear to already have strengths in most areas; however, the lowest scoring section is ‘activist’ which indicates I need to be aware and develop this skill further. The main characteristic of this section is ‘learn by doing’ I feel that this accurately matches my preferred learning style, however, it does refer to ‘role play’ and ‘group work’, these areas are difficult to me as I sometimes lack confidence in social interactions.

Reviewing this final questionnaire, I have ascertained my learning style is reflective and dynamic. The key traits of these two styles are: learning by listening and doing, flexibility, the ability to view evidence from many perspectives, being reflective and my favourite trait “You often reach accurate conclusions in the absence of logical justification” (Dantec, C. (2007) I would agree that these statements closely represent my professional and academic approach.
 
Mark:

Initially Mark trained to be a carpenter, he has gone on to learn most building trades. He has used his professional experience to obtain MCIOB and an NVQ7. He has decided to complete an MBA in estate management to further his academic ability and to benefit the company. I asked Mark to complete the SWOT analysis (Mindtools, (2016), this shows that he already has the necessary ‘strengths’ to succeed in business. 

Mark also completed the VARK (Flemming and Mills, 1987) and the Honey and Mumford learning style questionnaire (Honey and Mumford, 1986b). The results of the VARK (Flemming and Mills, 1987) questionnaire indicates that he is ‘Multimodal – AK’ aural and kinaesthetic. 

The results of these questionnaires indicate Mark prefers listening, talking and practical tasks, again I feel this is a true reflection, the Honey and Mumford learning style questionnaire (Honey and Mumford, 1986b) shows that Mark primarily needs to focus on developing his skills in the ‘theorist’ section. The ‘theorist’ likes to understand the theory behind the actions, this too is an accurate representation as Mark does not always want to dig deeper and understand the ‘why?’ but prefers to take immediate action.

[bookmark: _Toc500943478][bookmark: _Toc57553814]2.2 Identify support mechanisms for the development of self & another

Jemma
The support mechanisms I will utilise are, support from my tutor and the online resources. I will ensure the recent results of my assessments are shared with my tutor. This will enable my tutor to know exactly what kind of support I will need and the specific learning difficulties I face.

In addition to this I will seek assistance from my husband and son where I need additional support around the house and for any moral support that I may need over the duration of my studies.

[bookmark: _Toc456901523]Mark
He will seek support externally, from his partner and close family. During his studies for his MBA, he has access to a support network of other learners, the university, and a tutor. In addition to the above, Mark has a private tutor to assist him in completing assignments.


[bookmark: _Toc500943479][bookmark: _Toc57553815]2.3 Prepare development plans for yourself and another person

Part 1: Personal Analysis 
Jemma
 
My weaknesses all relate to 'issues' in early childhood, I missed a lot of education due to the extensive care needs of my sibling. As my mother was on her own, I was expected to be responsible and mature beyond my years. Although this does also link in with some of my strengths, I feel that I was disadvantaged from an academic perspective.  
 
However, my anxiety and overthinking can be an advantage at times as I feel I have to work harder to make an impact. I spend longer checking and double checking my work to make sure it is the right tone, context, and content.  
 
Although my weaknesses are likely to have been developed as a coping mechanism, I am constantly trying to convert these into strengths and use them to my advantage. 
 
Once I have achieved academically, I am hopeful that more opportunities will be available to me. Many positions I would like to apply for, require a degree as a minimum. As noted in my strengths I am hard working and eager to learn, I put this in to practice regularly by taking on challenges and have recently studied and passed my Prince 2 Foundation and Practitioner. 
 
My weaknesses and strengths can be matched to my career aspirations of Project Management. My current strengths of maturity, practicality and organisational skills perfectly match this career. I have an optimistic view of my weaknesses to change these into strengths. I believe that once I have achieved some of my goals, some of my weaknesses will be proven incorrect or irrelevant giving me the confidence to keep going and try harder. 

Mark
During the analysis I found that Mark is a very hardworking individual who continues to develop himself professionally and academically. Although he has weaknesses, these do not hold him back or stop him from achieving his goals. Most importantly he is aware of his weaknesses and continues to develop strategies to overcome these. 
His personal drive to succeed is mirrored in his strengths and opportunities in wanting to succeed personally and professionally.





Part 2: Setting Goals
Jemma
	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

	
Leadership and Management


	Attend all classes
	Access to the Hwb and guidance from my tutor
	Based on the results and feedback of my assignments
	October 2021

	
How to make decisions better and quicker


	Continuing studies
	Tutor support and guidance. Information supplied in Teams and the library resources 
	I will know that I have learnt this skill by putting into practice decision making
	October 2021

	
How not to panic when time is short


	Research different time management skills
	I will need support from my tutor, and I will research these skills online or via the UWTSD library
	Once I can work to a tight deadline without excess anxiety, I will have succeeded 
	March 2021



Mark
	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

	MBA estate management
	Mark will need to attend all lectures and submit assignments on time
	He will require support from his tutor and peers. Resources will be accessed online via the university
	Once the assignments have been marked and returned Mark will be able to see how he is progressing and if he is on track for a pass. 
	August 2021

	Leadership 
	As Mark progresses through his course he is learning about leadership and will implement these new skills into the workplace
	He will seek support from his peers and colleagues to compare and discuss what has worked well
	Success will be apparent in the workplace in the way that the team work together and improvement of processes
	March 2021

	Time management



	Mark will need to set a daily plan to keep to a schedule of activities to ensure effective time management
	Support will be provided by the office staff to ensure that he adheres to the schedule, where this is not possible to ensure that he gets back to the schedule as soon as possible
	Mark will be able to measure success by completing tasks on time and not rushing to complete assignments and tenders
	March 2021




Part 3: Personal Objectives
Jemma
	Short Term Goals (next 12 months)

	
To complete the first year of the course and gain the ILM level 4 and the CERTHE for leadership and management

	Medium Term Goals (2-3 years)

	
To complete the full three-year degree course and obtain a Batchelors degree


	Long Term Goals (3-5 years)

	
To continue studies to further my knowledge and obtain professional memberships



Mark
	Short Term Goals (next 12 months)

	
To complete the MBA and achieve a pass 

	Medium Term Goals (2-3 years)

	
To apply the skills and knowledge learnt to advance in business


	Long Term Goals (3-5 years)

	
To be able to step back from the business and spend more time on other projects or with the family








[bookmark: _Toc500943480][bookmark: _Toc57553816]2.4 Method used to monitor the development of self & another.
I propose to use the below learning log to detail my recent studies and to use this learning log as a key point in my continuing studies. I will use the same learning log to detail Mark’s academic achievements.

	BMSK4005 Professional Career Development  
PDP Monitoring Learning Log 
 
	Date: 9/11/2020

	STUDENT NAME: Jemma Rees
	 


 
	 
What happened? 
 

	What did I do? 
I spent 6 months learning and studying the Prince2 foundation and practitioner courses in preparation for the final exams.

	How do I think/feel about this? 
I felt very nervous and questioned my ability to learn something new. I felt overwhelmed at times when I felt certain topics were difficult or I could not commit the time that I had promised.

	How well or how badly did it go? 
My studying went very well. I persisted and kept trying.

	 
My conclusions/reflections/lessons learned 
 

	What did I learn? 
I learnt the project methodology to high level and gained a string understanding of how to manage projects in various situations 

	What have I achieved?
I have achieved the Prince2 foundation and practitioner qualifications

	How have I put any theory into practice? 
In my current position at work I am required to assist and oversee projects and processes, having the knowledge of how projects work I have been able to apply my newly learnt skills to assist in a smoother process and a swifter delivery of projects.

	What have I learned about myself? 
I am more capable than I first thought. I doubted my ability and proved to myself that I can do anything I put my mind to.


	How does what I am doing lead me to becoming better at a skill? 
The fact that I have already spent a large proportion of the year learning, I have recognised areas in which I may struggle and areas in which I feel more comfortable

	How can I use this to plan for the future? 
As I am more aware of how I like to learn and what really works for me, I can tailor this to my current university studies. 

	


How can I use this to plan new learning experiences? 
Knowing that I need a very-hands on approach I can prepare myself ahead of time, whether it is at work preparing for a meeting or in my studies and preparing for a class. I know that I need to have a lot of physical material to work with and work better having information to hand that I can freely annotate or highlight.

	 
My plan to do something better/different by using what I have learned  
 

	What will I do differently next time? 
I plan to approach daunting subjects slowly and to take my time in reading and understanding the materials presented to me.

	How will I do it differently next time?
I will make sure that I am prepared ahead of time by printing out necessary documents and taking physical notes that I can refer to later if needed.


 
	BMSK4005 Professional Career Development  
PDP Monitoring Learning Log 
 
	Date: 23/11/2020

	NAME: Mark Evans
	 


 
	 
What happened? 
 

	What did I do? 
Mark has recently completed the first module of his assignment and has handed it for marking.

	How do I think/feel about this? 
 He feels apprehensive as he does not feel academically capable of achieving this qualification


	How well or how badly did it go? 
The module has not been returned from marking, so he is unaware of the result

	 
My conclusions/reflections/lessons learned 
 

	What did I learn? 
During the time taken to research and write the assignment Mark has found his time management tricky due to external factors.

	What have I achieved? 
Handing the assignment in on time.

	How have I put any theory into practice? 
Mark has implemented appointments and time slots into his work diary to help schedule his day and better manage his time


	What have I learned about myself? 
He has learnt that although the first assignment was daunting, he has completed it and did not struggle as much as he expected


	How does what I am doing lead me to becoming better at a skill? 
By completing this course Mark hopes to become a better businessman and grow the company 
 

	How can I use this to plan for the future? 
Mark plans to use the skills and knowledge gained from this course to grow the business and to eventually step away from the daily operation

	How can I use this to plan new learning experiences? 
Now that he has completed the first assignment, he feels better prepared to tackle the next one

	 
My plan to do something better/different by using what I have learned  
 

	What will I do differently next time? 
Plan ahead 

	How will I do it differently next time? 
Mark will read all literature associated with the assignment before attempting a first draft



[bookmark: _Toc500943481][bookmark: _Toc57553817]Section 3: Know how to prepare for the recruitment process 
[bookmark: _Toc57553818]Reflection on the recruitment process 
I have chosen the ‘Gibbs Reflective Cycle’ (Gibbs, G. (1988) to reflect upon the recruitment process.
[image: ]

[bookmark: _Toc57553819]3.1 Description
In June 2020 I applied for the position of office administrator I was chosen for an interview due to circumstances this year with coronavirus the interview was carried out at home via teams and lasted approximately 40 minutes the Gibbs model (Gibbs, G. (1988) is used below to reflect upon the interview.
[bookmark: _Toc57553820]3.2 Feelings
Before the interview I felt apprehensive, I have never attended an online interview therefore I was uncertain as to what to expect. Initially I felt very nervous but once the interviewer and I had met and the introductions were complete I felt much more relaxed, taking turns in talking was difficult and we regularly talked at the same time, this was awkward and slightly embarrassing. Once the interview was complete, I felt much better and overall, it went well.
[bookmark: _Toc57553821]3.3 Evaluation
As the interview was took place at home I was not as nervous as usual, this was preferable to me. Communication with the other person was not as fluid as it would have been face to face, due to this the interview was harder and neither of us were completely sure when to start or stop talking. Normally upon completing an interview, there is a clear end and a socially accepted way to conclude the meeting. Without being physically present this was disjointed the interviewer tried to conclude as best as possible and promised to let me know the outcome. I found the farewell difficult as neither of us were familiar with internet interview etiquette.
[bookmark: _Toc57553822]3.4 Analysis
Overall, the interview went well, the most difficult aspect was the non-verbal communication, the fact the meeting was not face to face inhibited this greatly.
This is explained further by Adams, Albohn and Kveraga (June 2017)
 “when we perceive a face, we perceive a person's mind including all its behavioural intentions and their potential consequences for us” 
Because we were communicating via an online meeting platform the fluidity of the facial expressions was dependent on the Wi-Fi strength, there may have been minute non-verbal indicators that would have been visible in person, but perhaps missed altogether online. This stimulus is imperative for humans to communicate effectively and without this I believe it was detrimental to the interview. Even in the current pandemic, I would have been willing to attend a socially distanced interview, as it would have aided me in a better social connection with the interviewer. Due to the interview being conducted at home it was less formal and more personal, during our conversation one of my dogs made a whining noise, as I had shut myself away for quiet and privacy. The interviewer heard this and commented that she had the same problem when working online at home, so even though non-verbal communication was stunted we found another way to connect with a brief conversation about dogs and our love of them. Without this more personal interaction, I would have found it harder to convey my personality, I feel that if we had not been limited to time it would have benefitted me more to have to discuss this further. I use body language and hand gestures when communicating, as this was not possible, I would have felt misrepresented had we not had a personal connection thanks to my dog's interruption. Ultimately, we both found the online interview unusual and we both referred to the incongruity of the situation. It that appears that when certain aspects of communication are hampered, that we seek out alternative methods to find a likeness or a common connection.
[bookmark: _Toc57553823]3.5 Conclusion
Now that I have attended several on my meetings and interviews I feel better place to look for ways around the usual communication methods that we seem to do instinctively facial expressions cannot wholly be relied upon to portray feelings or to read the situation overall the intimacy of the interview was an unexpected bonus in going forward I would like to try and replicate this in future interviews where possible I also learned that I have a strong fear of the unknown but that I am able to adapt quickly to a situation where maybe unfamiliar this actually gave me reassurance in my abilities as I see this as a strength.
[bookmark: _Toc57553824]3.6 Action Plan
Following this interview, I have learned that I should spend more time researching the potential employer and thinking about possible questions and answers. I tend to spend a lot of time worrying about a situation and ultimately factors that I cannot influence. I need to spend more time reading about the company's person specification. I will research the S.TA.R method (National Careers, v3.0.) as this will enable me to be better prepared to answer questions as they are presented.
The interview went well and upon reflecting using the Gibbs method (Gibbs, G. (1988) I have learned a lot about my thoughts, feelings, and approach to unknown situations. I plan to implement the skills I have learned throughout this module to enable me to be better prepared in future interviews.
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[bookmark: _Toc57553826]Appendix A 

Jemma 
Honey and Mumford's learning style results (Honey and Mumford, 1986b) and VARK (Flemming and Mills, 1987) questionnaire results below.

[image: ]
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Mark 
Honey and Mumford's learning style results (Honey and Mumford, 1986b) and VARK (Flemming and Mills, 1987) questionnaire results below.

	Total Y 12 
	Total Y 17 
	Total Y 9 
	Total Y 13 

	ACTIVIST 
	REFLECTOR 
	THEORIST 
	PRAGMATIST 
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[bookmark: _Toc57553827]Appendix B 
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[bookmark: _Toc57553828]Appendix C

Jemma Rees

2 redwood Court
The terrace
Rhymney
NP22 5DZ
Telephone (mobile) 07814 758036
E-mail: jemmarees@outlook.com
                                                             
Personal Profile
An accomplished office and project manager, successfully managing the day-to-day running of a busy construction and MEP company, ensuring that all projects are kept to schedule and within budgets. Qualified Prince2 Practitioner and recent graduate in leadership and management (BA Hons). I hold professional memberships with CIOB, APM & ILM.
 
Skills
· Highly motivated, using my own initiative to achieve the successful outcome of projects
· Team Player, assisting and leading others to ensure completion of tasks on time
· Excellent communication, negotiation, and presentation skills
· Able to organise and prioritise tasks congruously  
· Computer literate in all Microsoft packages
· Training, professional development and mentoring of team members
 
 
Work Experience
Aug 2020 – Present
 
Office and Project Manager, Cerrig Limited, Cardiff
 
Currently I manage the daily running of a busy construction office and the management of their sister company PEGMIST. There are several projects running at any one time, I am responsible in managing the projects, office, and site staff to ensure the projects complete on schedule and within budget. Responsibilities include but are not limited to, take off’s, invoicing, estimating, recruitment, implementation of processes and HR functions. 
 
 Nov 2015 – Aug 2020
 Booking clerk, Connells Survey and Valuation, Cardiff

I was responsible for several surveyor’s ensuring full occupation of their time, making sure that they were booked for a full day’s employment to maximise efficiency, value for money, accuracy & timeliness for each booking logistical planning was a critical skill needed to ensure the surveyors diaries were adequately booked each day. Strict adherence to service level agreements with each of our clients. 
This also involved managing estate and letting agents, vendors, purchasers, and tenants to arrange suitable appointment dates and times, the company provides services to the whole of the United Kingdom, 
 
 Jan 2011 - Aug 2015
Office Manager, Gas & Electric Safety Systems, Somerset      
                                 
As office manager, I was responsible for staff training, progress reviews to the companies own appraisal system. Implementing new office procedures.
I was instrumental in developing, testing, and improving a new software system for the company to manage productivity in a much more efficient way. I was also responsible for the personal management of large clients and their accounts, including their annual renewals.
            
                                                                                                                                                          
May 2008 - Jan 2011 
Office Administrator, Gas & Electric Safety Systems Somerset                               

Duties included general office administration as required, scheduling and confirming appointments for engineers to attend, database management, invoicing and answering calls. Communicating directly with the customer taking bookings and answering their enquiries. Notifying the relevant governing bodies when electrical/gas works were being carried out. I was also responsible for credit control using the SAGE computer system.
 
 
Licences
 
Full UK Driving Licence (No Penalty points)
                  
Education and Qualifications
 
University of Wales, Trinity St David
Leadership and Management    BA Hons

Axelos
Prince2 Foundation and Practitioner

	English                           GCSE B & C

	Mathematics                  GCSE D

	Higher Maths                 GCSE   D

	IT Key Skills                  Level 1,2,3.

	Health & Social care NVQ Level 1

	 

	Palmerston learning centre


Confidence Course               Pass
Introduction to counselling    Pass
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Jemma Rees
2 Redwood Court, The Terrace
Rhymney
Tredegar,
NP22 5DZ
10/11/2020

A Price
Business Manager
Central South Consortium
Valleys Innovation Centre, 
Navigation Park
Mountain Ash,
Abercynon
CF45 4SN
 
 
Dear Ms Price,
 
I am writing to apply for the position of project manager as advertised on Indeed. After viewing the post details and person specification, I was very keen to apply for this interesting role. 

Whilst completing my degree I gained invaluable knowledge and experience within a local construction company as the office manager. Since completing my BA I have undertaken a more demanding and senior role as the project manager.  

As part of my continued professional development, I regularly participate in on-line learning via CIOB, AXELOS and ILM. This enables me to not only learn the most up-to-date techniques whilst adhering to best practices but to also engage with the professional community providing access to a variety of perspectives and ideas.
  
Please find attached a copy of my CV for your consideration.
 
Yours Faithfully
Mrs. Jemma Rees 
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The VARK Questionnaire
Your VARK Results

Your learning preference:

R Your scores were
+ Visual 8

People with your preference like sual

different formats, graphs, diagrams, maps, interesting layouts, * Aural 4

space, notes, handouts, print, text, practical exercises, « Read/Write 8

experiences, examples, case studies, trial and error, things + Kinesthetic 11

that are real,
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Coronavirus (COVID-19) update
You can search and apply for oles in the NHS, including posts relting to COVID-19, on NHS Jobs. For the latest advice on COVID-19 visit
the coronavirus page on NHS UK

Find Coronavirus related roles here.

Standard form for Project Manager
Job Reference: 919-AW-35115188-EXT-BPM
Employer: Public Health England
Depariment: Health Profection

Application Reference: AR-199-190-837

Personal Information  Fieids marked wih an astersk () are mandatory

Detais entered in this partofthe form will be held by the recniting employer. Access to this nformation wilbe withheld from the shortisting panel.
Please do not type using only capital letters, as this could lead to your being rejocted. Please use the- mixture of
capital and lowercase leters n standard writen text.

Emai adorsss
jomma.rocs@outiook.com
e
Mrs.
‘SumametFamiy name +
Reos
Frstrame + M name(s)
Jomma  No answer given

Name in which you ar registere it a professiona by (f sppicaie)
Jomma Reos.

UK National Insranc number
awos7sec

Adtress ina 14
2 Redwood ct

Adtress ine 2
The terrace

Adtress ina 3
No answer given

TounCiy*  CountyStte
Rhymney  Walos.

Country* PosicoderZi code *
Unitod Kingdom  NP22 5DZ

Home tlephone  Work eephons.
07814756036 No answer given

Mosie tlephone
No answer given

NHS Jobs can send text messages to UK registered mobies for key activiies associated with appiications.

100 you uish o receive updates by text message? *
Yos.

Proford tiophone pumber o be contacied on
Mobile

Areyou a Unted Kingdom (UK), European Communty (EC) r European Econoric Area (EEA) National? *
Yos.

Areyou s NHS Professionsl rtuming o pactics?
No

hitps:/wwwejobs.nhs.ukixiprint_appform/G7a01689al787ef2a158b8241dc 163617vac,_ref=16278111 i
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Profered ompoyment ype
+ Fulltime
- Parttime
+ Floxitime
+ AgileiHome working
+ Compressed hours.
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Qualifications  Fields marked with an asterisk (%) are mandatory
Detais entered n s part of theform wil be held by the recruting employer and wil be made avaibl to the shorsting panel

Education & Professional Qualifications.

Al the relevant qualiications. Please also indicate subjects currentl being studied. All qualfications disclosed will be subject to a satisfactory check. Up
o 11 qualications can be entered here.

SubjectQualfication Placo of study GradaResut Yoar obtainod
m uwtsp PASS 2021
BA leadership and management  UWTSD 21 2023
Princez AXELOS PASS 2020
(GCSE HIGHER MATHS cave o 201
GCSE ENGLISH YEOVIL COLLEGE Bac 2003
GCSE MATHS YEOVIL COLLEGE o 2003

Relevant Training Courses Attended

Please provide details regarding training courses that you have attended or currently together with the date ortobe by.
Upto7 raining course can be entered here.

Course title Training provider Duration Year completod

Membership of Professional Bodies
Please provide detais regarding any relevant o his il be subject o a check

Prease ndicats your prfessiona egstation staus. *
Not required for this post
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Employment History  Fields marked with an asterisk (*) are mandatory

Please record below the detais of your full employment history beginning with your current or most recent ist. Up o 10 previous employments can be
entered here. If required, please provide additional information regarcing your employment history within the ‘Supporting Informaton section.
‘Start it of cotiucus NHS service (1 spplcaie)
No answer given
Months since most recent employment ended (f appicable)
No answer given
c recent. always
Employe name.
CERRIG LIMITED

Employe address
Portiand House
113.116 Bute Street
Cardit
CcF105EQ

Type ofbusiess.
Construction

Reporting o (Job o)
Director

Telephone
0800000 000

Your b e
Offico Manager

Starcate

Encste
otrz021

Grace sary
Noanswergiven 18130

Periodof rotce
1 month

Resson forleaving (1 pplcatie)

No answer given

ot descripion of your dtes and responsiites
Offce management
Project management
Creating estimates and quotes.
Process management
Customer faison
During my working day, | am responsible for the smooth operation of a busy construction company. Liasing with the site o ensure all materials are.
ordered as required. Management of the current projects 10 ensure that they are n line with the programme of works and customer liaison.
Previous employer 1 of 2
Employe name.
‘Connells Survey and Valuation
Employe address
Hockiffe House.
Leighton Buzzard
Lu73ED
Type ofbusiess.
Surveying
hitps:/wwejobs.nhs. e _ref=916278111 .
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Reportingto (Job titk)
Booking manager

Telephone
0800000 000

Your b e
Booking Clerk

Starcate
112015

Encste
0872020

Grace stary
Noanswer given 19000

Periodof rotce
1 month

Resson forleaving (1 pplcatie)

No answer given

ot descripion of your dtes and responsiites

‘Scheduling of survey appointments
Lisising with surveyors
Customer faison

Being for a minimum of 12 . agood of ‘and the abiity 1o organise was key. | ensured that the surveyors
‘were fuly booked each day whist keeping the appointment area tight to enable them 1o attend each appointment with minimal travel.

Another aspect was workflow management as each day work would be received by lenders and | was responsibie for requesting the amount of work

10 suitthe surveyor's needs.

Previous employer 2 of 2
Employe name.

Gas-Eloc Safoty Systoms
Employe address

Bowercombe

Soutn Hi

‘Somertson

Somerset

At 790

Type of busiess
Gas and Electrical safoty.

Reporting o (Job o)
Director

Telephone
0800000 000

Your b e
Offico Manager

Starcate
0772008

Encste
0812015
Grace stary
Noanswer given 20000
Periodof rotce
1 month
Roason forlaving (1 applcatie)
No answer given
hitps:/wwwejobs.nhs.ukixiprint_appform/G7a01689af787ef2a158b8241dc163812vac,_ref=g16278111
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ot descripion of your dtes and responsiites

Offce management.

Producing estmates and quotations

Invoicing

Credit control

Complaints

Customer faison and appointment scheduling

Notiying governing bodies when works were completed

Staffraining

Process creation and implementation

i poion ke ot of e managementand was very busy lyea rounc, Sty s wers schculd and compeadas g e
KPr'sandas dictated.. by area and postcode to ensure the most efficient route was planned out

Employment Gaps.
11you have any gaps it your mployment istry, please stae e reasons for 1 gaps bl

No answer given
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Referees  Fieids marked with an asterisk (¥) are mandatory.
Please provide the names and fullconact detaisofyour referees.

+ References must cover a 3 year period of continuous employment, training or education. Your referees will need to conirm this. They may need to
‘comment on your sils, personal qualties and sutabilty for the post.
+ Yourreferee could be an HR department, line manager or someone in a positon of responsibilty.
+ You must provide an email address for each referee. This may require you to contact your referee to confimn tis prior to submitting your
‘application, a this is a mandatory ield
+ Ifyou are a student o trainee this shouid include a teacher/tutor at your schoollcallege or universiy.
+ fyou have not been in employment or educatin for the last 3 years, you may need to supply a character reference or a personal statement. A|
character reference must ot be from a relatve or someone who has a financial arangement with you.
+ Emais for employers must be a vald work email address and ot the referee's personal email address unless the email being provided is covering
‘2 gap i work history orthe employer no longer exits and the referee being used is a personalicharacter referee.
+ Alreference requests will be verfied by the recruing employer.
Referecs may be approached before inerview, unless you state oftherwise below:
Referee 10f1°
Typo of referonce *
Current Employer
Email adcress of refrea *

jommarces@outiook.com

Employe name *
Jomma Reos.

Reforoo ob e *
Director

Adtress ina 14
Portland House

Adtress ine 2
No answer given
Adtress ina 3
No answer given

TounlCiy  CourtyrSiate
Cardiff No answer given

Country* PosicoderZi code *
Unitod Kingdom  CF10 5EQ

Telephone Fax
Noanswergiven  No answer given

Period s refrence covers fom 0872020 To 0172021
(Gan he refree be approached prio o nfeniew? +
No

11you have appie o us withinth st 3 monihs, ae you happy for us o use th references fom your sarfer spplcation”
No
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Supporting Information  Fields marked with an asterisk (*) are mandatory

I this section you need to demonstrate that you have read the published person speciication and how you meet the essential and (where relevant)
desirable citria for this particular post, ifhis has not been fll covered i the previous sections.

Please include your reasons for applying and take the opportuniy to highight your particula talents and sirengths, (what you foel you can personally
offer - what i uique o you - what sefs you apart rom your peers).

Please DO NOT inciude personal details or duplicate information already provided elsewhere in your application.

‘Supportingnformaton *

During my time as an offce and project manager | have: new. to capture the necds, it was decided
the stakehokders needed to be engaged a ot sooner i the process. | created a series of questions to identy the stakeholder's expectations for the

projects. This has been invaluable in winning contracts and ensuing the siakeholder is fully informed at all major stages of the project. By doing this
the company can manage the ‘and provide the the. process and method to ensure
a successful outcome.

By engaging with the siakeholder before the project has even started it provides an opportunity o listen (o thei needs views and ideasitis easier o
dentiy poteniial isks very early on in additon by creating a sirong inclusive refationship, should ther be any necessary changes (o the business.
case o identiied risks the stakeholder Is already aware of our processes and conirols. | have found tht t s then much easier to miigate and
respond to ssues and risks.

A1 have been responsible for the success of severallarge projects | have. 0 develop my, kil tis includes: when
‘Additional raining or supports s needed to assist colleagues and myself n achieving the project Objective whilst selecting the project team and
estabishing the roles and responsibilfies My experienc have shown that as the project progress is The needs of the project may change to assure
the benefit can be realised there is a need to be proactive and make changes {0 the project team if ieeded At the end of management stages.

‘The Prince 2 themes and principles have been tomy success and the toensure
outcome, t also provides the fiexibilty and confidence to tailor standard processes to su the individual project's needs.

Asan project manager, | have overtime, my Skills, and the abity to adapt my approach and vocabulary to.
suitthe situation. | continue to nvestgate new or aemates roots o ensure al aspects of prject management are lear and succinct | undersiand
and value input from my colleagues and enjoy working as a team.

1am currently involved in a project to converta large property nto four luxury apartments this involves managing the project consiraints and

I work closely with the team 0 ensure work packages are acoepted and financially viabie for each siage of the.
project. It has been necessary to implement new procedures and to ensure the team are fully aware of these and that any raining s avalable. | have:
implemented the use ofthe software Trell', created several platforms within this software {0 create a direct ink between the main offce and sie.
employees, al relevant information and updates are added to the software so that all taff are kept informed and up to date. | have also trained al
staff members to use this software. Since it has been in piace there has been an increase in work and less downime. The need for physical meetings.
has reduced and are only necessary at key poinis of the project. We can now use ths new software to store al project nformation and
documentation which will assistthe company further by becoming ISO 9001 compliant.
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Monitoring Information  Fields marked with an asterisk (*) are mandatory.

“This section of the appication form wil be detached from your application and wil not be used as partof the selection process nor wil it be seen by
anybody who is inferviewing you.

NS the benefis of a diverse which reflects the wider ‘and welcome from all sections of the
‘community. Also, under the Equaity Act (2010), all NHS: must that teir are fair and that they are not
discriminating against o disadvantaging anyone because of their age, disabilty, gender reassignment status, marriage or civi partnership status,
pregnancy or matermity, race, religion or belef, sex or sexual orientation. We need o ask applicants some quesiions to make sure that no one is being
unfary discriminated against or disadvantaged.

The information collected i only used for purposes to help the ook at the proflle of who apply, are
Shortisted for and appointed to each vacancy. In his way, they can check that they are complying with the Equality Act (2010).

s well s for montoring, your date ofbirth willbe used fo admirisiraton purposes ncling pre employment checks and creaton ofyour personal
record ifyou are appointed.
Equality & Diversity Monitoring
Equality Act 2010
‘The Equalty Act 2010 protects people againt disrimination on the grounds of:
« their age and sex.
- their race which includos colou, nationaify, ehwic or nanal origin

+ their rligion o belie, including a ack of any belef.
- their sexual orientation, be i bisexual, gay, heterosexual and lesbian.

“The Equality Act 2010 also protects people who are marred of in a civi partnership.
Proase stats yourdat of i+
otmnses
Proase ndicatsyourgender *
Fomalo
Proase ndicats e option which best descrbes your marial satus: *
Marriod
Please ndicas your etic angin: +
WHITE - British
Whih of the fllowing opions bestdescrbes haw you ik of yoursal? *
Hoterosexual or Straight
Proase ndcateyour rlgion or bolf:*
Buddhism
Equality Act 2010
Under the Equality Act 2010 the definiion of disabity i if you have a physical or mental impaifment that has a ‘substantaf and Tong-lerm’ adverse effect

on your ablty to carry out nomal day to day actvities. Further information regarding the definiion of disabilty can be found at www gov uK/defintion-of.
cisabily-under-equaly-act-2010 Reasonable adjusiments wil be made available should you be invted to nterview.

1do not wish to disclose whether or not | have a disability
Relationships.

1 you rerlaed o 2 dector, o have a drectoror e

No answer given
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Safeguarding  Fieids marked with an asterisk (*) are mandatory

“This section of the application form wil only be viewed by those who need o see it as partof the recruitment process. The organisation wil treat any
information disclosed inthe sirictest confidence.

Rehabilitation of Offenders Act 1974

‘The Rehabitation of Offenders Act 1974 helps rehabiltated ex-offenders back into work by allowing the ot o declare criminal convictons afer the
rehabiltation period has elapsed and the convictions become 'spent. During the rehabiltation period, convictions e referred to as ‘unspent convictions
and must be declared to employers.

“The organisation aims o promote equaity of opportunity and is commited to reating all applicants equally and fairly based on thei skl
abilty to fulfil the duties of the role being applied for

‘experience and

Suitable applcants wil not be refused positons because of criminal record information of other information dectared, where it has no bearing on the role
(for which you are applying) and no isks have been identiied against the duties you would be expected fo perform as part of that role.

During the rehabiltation period you are required to declare current ‘unspent criminal or cautions. and final

You are not legally required to provide any information about criminal offences that have become spent. Certain criminal oflences can be regarded as
spent after  specified rehabiltation period as outined by the Rehabitation of Offenders Act 1974,

Answering 'yes' 1o the quaston below wil not baryou fom “This wil depend on the you provide and the positon you
are appiying for.

0 you have any UNSPENT convictions as outined n the Rehabiftatonof Offeders Act 19747

nay nany. y, where wouid . o sz,

1t s inchudes sl unspant comicions o Summary Hesrings that have been ssued under ity e whil aning inthe Anmad Forces it UK o any ot country, where
ok be an squivaient offnce i England and Wales.

You are not require o diciossany nformaton i restion t convictons st have bacoms SPENT. I thse crcumsances you shoud select NO to i question.

Ploase refr o furthe nformation i the Application form Help - ciminal .
No

0 you have any UNSPENT cations,reprimands o inalwarings as outined nthe Rehabilation of Offenders Act 16747

that may have boon . where twoud be Waies.

1t aisonclutes sl unspont cauions that have been ssued undor ity law whie seving inthe Amed Forces inthe UK o any other county, where  would ba an equivalent
oftence n England and Wals.

ousre. elaion 0 causons, fins warings hat have become SPENT. I thess circumstances you shoukd siectNO fo
i queston.

Please refr to urher infomaton i the ‘Aopication forn Help- ciminal backround secton before completingtis guestion. *
No
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Submit and Declarations  Fieids marked with an asterisk (*) are mandatory

Declaration
“The information in this application formis true and complete. | agree that any omission, or inthe. form
willbe grounds for refecting this or: dismissal by Where I consent that the.

can seek cafication regaring professional egistration etas.
0 1 agres o the above dsciaraton

Next Steps
Once you submit he form your appication wil be avaabl to the Employer. However, you wil be abl to pdate your "Personal Information” shou any.
of your contact detat change.

Al your application foms (submited or nof)can be viewed under ™My Applicatons" when you are logged in.




