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[bookmark: _Toc30578363]Introduction
This is an introduction to a career development plan, here you will read about how I have found ways of using new skills to further my knowledge and collect information regarding employment, I have done this to further my career and give better prospects. This report will cover overcoming barriers, planning forward and explains how to reflect on the way I have learned or will learn. I have used various learning styles that have the same outcome/ meaning but work differently in their own unique way. I have also given a brief insight into how the employment process works from beginning to end. 















[bookmark: _GoBack][bookmark: _Toc554048826][bookmark: _Toc1376945455][bookmark: _Toc2030761290]1.0 Learning Style                                                                                                                                        My understanding of learning styles is a collection of information and skills that help to identify an individual's self-awareness to the way they learn. Learning styles define the way people learn their strengths, weaknesses, and personal preferences, in some cases even motivation. If an individual were to use Learning styles, I think it can help to create a good method of getting to know them self-better in the workplace and in general learning. I believe it is important to have self-awareness as it helps to develop an individual's confidence and skills in the future. Learning styles help with reflection, situations, and data. When I did Learning styles for myself it helped me to be more aware of my weak points and where to concentrate most. The Learning styles I have chosen to use for myself, and colleague (B.E) will be “Honey and Mumford” questionnaires, also “VAK” learning styles self-assessment questionnaire. I have chosen these as my option as I think it is a true reflection of an individual and helps us to easily recognize our skill points. I have attached Learning styles for myself and colleagues for you to view. I see myself as a Kinesthetic kind of learner personally, as I like to be hands on and get stuck in, rather than read a manual. As an example, I must do Manual Handling at work to use a hoist, we watch a video but then we use the machine our self's. 
My first Learning style questionnaire Results showed I was Kinesthetic which I believe to be true as said above I like to get stuck in and be hands on, and second showed I was a Reflector, the reflector side is based on the fact I like to have a group discussion on the situation to see if people have the same idea. 
My colleagues first Learning style showed them as a visual learner which he agreed with and said he would rather see a demonstration to feel more comfortable. His second questionnaire revealed he was a reflector, he said it is like a reassurance for him and agreed with the answer.
Although we have done this cycle once, I think we should go back and do it again in a few months, even a year's time, just to see the difference.






[bookmark: _Toc910033][bookmark: _Toc431309651][bookmark: _Toc1937497730]1.1 Development Needs
[bookmark: _Toc626219719]For us to develop in the future, we must recognize our weaknesses and turn them into strengths so that we develop in strength and understanding this will help with business success. We will need to develop a strategy to work off. My aim is to use “gap analysis” and “SWOT” for myself and colleague (B.E). We learned that with the help of these is a strong form of self-awareness. Using these methods, I have recognized my weak points and understand where to build on my strengths in the next five years. I have attached a copy of “SWOT” also a copy of “Gap analysis” from myself and colleague for you to view. By studying these methods, it was better to see and give us more control of workload. 
[bookmark: _Toc259763056][bookmark: _Toc1589230165][bookmark: _Toc1941497700]1.2 Barriers
We have learned that Smart objectives are a useful source when it comes to overcoming barriers, as in my experience as a community care worker, we come across barriers all the time usually through understanding barriers. An ongoing barrier as an example for me would be communication and understanding each other. Most of our clients' communication is best understood through visual and using hand gestures due to hearing and other disabilities. To overcome this situation and make things easier for myself and client I would use strategies such as smart objectives, being specific, clear, and realistic as possible with my actions, Measure and take all the time needed to explain until they understand clearly, when they have understood me, I know that I have achieved the outcome I want, also myself and Client have strengthened the communication skill for the pair of us by using this technique. I am sure my client will be satisfied and not feel ignored or not understanding me this way. Barriers can repeat themselves in many forms depending on the work environment, Barriers such as other business competition, staff loss, company reputation, economy and many more. Barriers also come internal or external, for example
Internal barrier would be skills, knowledge, behavior, and attitude of a person working for your company. 
External barrier would be having no car to travel, money problems, family issues, being dependent on others. In the past I have had external barriers due to having children in school, if I have a call to collect them while at work and I have no one else it has affected my position as I am then unreliable.



[bookmark: _Toc601321527][bookmark: _Toc1114775578][bookmark: _Toc847772718]1.3 Development options
To practice development options for myself and colleague (BE), I have used self-awareness strategies such as SWOT and COL Learning cycle to help us be more aware of and reflect on exactly what we plan to do next, and where we are going to be, then know where to achieve better results next time round. Using COL, it helps us to learn more about what we are trying to learn eventually. As a development option for myself I have chosen to take a leap in university and study my Leadership and Management degree, being here and getting the training the university provides I know I can develop my future knowledge. I am also going to be using books such as “Skills for the workplace student yearbook” published by (A.Maund, M.Schriek, Tinkler). 
In my career I develop all the time, every year rules change and so does the experience learning style. I must stay updated to develop a new way of learning.
[bookmark: _Toc257719436]Me: COL Learning Style

My experience has been within the care sector for many years
now we can action plan and get a rolling  rota flowing as we have more information and know the client better
everyday i review my clients health & well-being then write a report
no day is the same & getting to know a client takes a few weeks, we look back on the clients reports

[bookmark: _Toc1078106405]Colleague: COL Learning Style
medication administration experience
next step going forward plan
do i need to make a change?
review daily  changes and response to medication



[bookmark: _Toc1717255923]SWOT Analysis
A way of showing you have control 
	Strength
I am confident in my role as a care worker,
I can adapt well to changes,
I have control of my workload
	Weakness
Being short staffed,
The company's reputation is not great,
Time efficiency,
I do not hold my QCF qualification


	Opportunities
Gaining extra hours personally to staff shortages,
Widen job adverts,
Gain reputation back.
Gain my QCF



	Threats
Losing clients to reputation,
Less Money in the company,
Company Reputation,
Other Companies within same role gaining our clients.






[bookmark: _Toc182580852][bookmark: _Toc1745023784]1.4 Support Mechanism
Support mechanism is the support me or anyone else needs to be able to achieve their goals, People who go that extra mile to support you in your situation. In this assignment I have chosen to use a style called 
"Go MAD” Created by, “Gilbert. A. and Chackrovaity, l (2021). 
“GO MAD” stands for “Go make a difference.”  
Go mad helps you to look at your goals, where you are now and what changes you can make. It also helps you to recognize your support mechanism and the people involved in you achieving these changes. When I did the “GO MAD” exercise it made me identify that other people are also the reason we achieve our goal, it showed me that other people have a responsibility and play a part in your everyday goals weather that be at work, school, or general home life. A support mechanism is a wide circle in life itself. I have attached my “GO MAD” chart that I did personally. I have a support mechanism when working out in the community with my colleagues, we depend on each other in many ways for example, double handed calls, having to cover shifts, car sharing to get around, Support is everywhere you go.











[bookmark: _Toc1577309145]1.5 Plan of Action
I have learned that a Plan of action requires measures to be taken to achieve a goal, for this to happen a personal development plan (PDP) based on the areas needing improvement would be a perfect solution. I think that a PDP is also a smart objective but in a table format instead. A PDP can be set out to provide a more accurate plan of action because it helps to break down the topic. It can also be a lifelong process for most business managers. It will help with improving workplace skill and employability knowledge, it is something that can always be reviewed and reflected on when needed. This is an ideal way of managing but also correct performance.
 Personal development plan created by “Morgan. P. (2017) “
I have given an example below of how I think a PDP should be based on my future, top layout is for myself, and bottom column is for my colleague (BE)
[bookmark: _Toc130569154]PDP Table
	What do I want to learn?

I want to get my Leadership & management degree, hopefully then run my own care home 




	What do I have to do?

Attending university, getting my certificates, keeping doing research
	What support and resources do I need?

Library, tutor, Laptop, certificates, knowledge
	Target date



5 years (2026)

	 
I want to be an electrician and work self employed
	
Attending college, studying, and doing research
	
A reliable teacher, library end search enging research
	
3 years (2024)


  A plan of action is a bunch of requirements, skills, and abilities that will be monitored through your life cycle and daily routine. Plan of action has an impact on every individual involved in the employment circle. Everyone involved needs to know the plan to be able to succeed, expand and work together as a team.




[bookmark: _Toc227990987]1.6 Monitor Progress
I have learned that the purpose of monitoring progress is to expand your way of thinking and learning then get better. To monitor progress, I usually work on feedback and action plans from colleagues at work, I have learned that going back on yourself is always an innovative idea for progression. For example, we monitor a new client for a few days, start with the daily care plan routine then gradually write up a weekly plan on a communication log left at their homes where we care for them, then every single visit gets logged along with what tasks that were completed along with medication requested and so on. The communication log is checked weekly for the first four weeks to monitor clients progress and see if we need to make changes, after the four-week probation we then go to monthly progression checks, If any issues arise during any of these four-weekly checks we also arrange team meetings to discuss going forward options, in using the communication logs at the clients house it has been easy to feedback and evaluate each day, we can then assure we have a happy settled client and staff know the routine when they go in. When I have applied for jobs, I usually give it a week and start to chase up the progress of my application with the manager, you come across more interested in chasing the progress and still show your interest. In the past by chasing, it up has also been a case of they were getting around to you for more detail, by me calling it was done quicker over the phone and you have the person's attention. 

 





[bookmark: _Toc1914127948]2.0 Reflection on recruitment process
The recruitment process is quite a wide cycle. An employer will use internal and external methods when selecting the appropriate applicant, then finally making the interview date and employment offer. 
An employer needs to consider numerous things,
· Can you reach the requirements needed and on time?
· Will you fit in?
· Availability?
· What skills do you have relevant to the position?
· Your attitude when meeting face to face
· Can you adjust to change?
First thing first, we find the applicable job to meet our experience then forward a Cv with the relevant qualification that matches that role, the employer will read and match against other candidates to narrow down the number of candidates that have applied, if successful you will be brough it for an interview. Again, the employer will have to decide the right candidate for numerous reasons, then the employer will send out a letter of offer and ask for at least two references. Once your references have been confirmed you will then be contacted again for the induction process, if successful you will 9/10 be accepted for the role on a probationary period, usually three months. 
[bookmark: _Toc637912902]Learning Cycle Colb
“The Colb Learning Cycle Concrete, (Kolb, 1984) “

Experience- Providing quality care to the vulnerable
observe & reflect on experience- every client requires different form of care in a variety of ways
theorist and development of concepts/ ideas-
care plan in place, daily tasks set out relevent to each individual
Testing new concepts- having a routine, have debelpoed a better learning from development of concepts




[bookmark: _Toc1970591283]References
We have learned that references are required as a personal character reference, this is a brief description of an individual and their personality as well as skills. A reference is usually from your last employer that you worked for, as they know you well. A personal reference is usually required during your application process, every CV should state “References available on request,” this way if you get to the interview stage it gives the employer the opportunity to ask for your referee details. You cannot ask a family member to be a reference for you as they are not part of your work history. A reference should only be a few lines long not too much as your CV covers everything else. An employer usually asks for two references minimum. If you have not yet been employed and have no work history, you can ask your teacher or college tutor to support a reference for you if the person knows you well. 

[bookmark: _Toc1751993292]Appendix 1 – Job hunt
When looking for a job intend to use search engine and job sites, the important thing Todo is know what you are looking to do and research the company where you apply, I tend to look at previous employers' reviews to see what they have to say about working for the company, see what the company's reputation is like as this is important because your name will be in the company if successful. Eventually when I have found the relevant job, I send my cv across and hope for the best, to make sure my cv is noticed I then send a covering letter via email, just to show I am really interested, this sometimes grabs the employer's attention sooner too. In my experience I have chased up my application process after one week if I have no feedback just to ask if my application has been seen. 
    JOB
      INTERVIEW
  APPLICATION PROCESS
JOB DESCRIPTION & PERSON OR             JOB SPECIFICATION




[bookmark: _Toc619238750]Appendix 2- Job Application
A job application requires a lot of information for the employer. Applying for a job is the hardest part of an application, and the employer asks so many questions which are relevant to them. A job Application is a standard business document that has the appropriate questions relating to you and the employment you are applying for. It is made to help an employee determine the suited candidate for that role. An employer will compare your Job Application to other peoples that have applied for the same role, this document will be your first impression to the employer before they meet you. This is the first stage of getting you to the interview process, therefore requires as much background and information as you can give. For my last job application, I applied online. The application was 3 pages long, I disagree with some of the questions they like to ask, and I think a lot of it is unnecessary. I disagree that they need to know your sexual orientation and feel this question should not be essential to the employer, Education is not necessary as this information is processed on to the CV already. I think in future they should leave out skills and qualifications and replace with what is on a cv instead.
[bookmark: _Toc2112486696]Example Application Forn 
[image: ]


[bookmark: _Toc523977731]Appendix 3- CV
A CV is a documentation of a person's specification, when applying for jobs an employer will look at a CV for relevant qualifications and experience to that specific job applied for. A cv can tell an employer a lot about a person's experience. A CV is what gets you through the recruitment process. It calls also apply weather you will fit in within the colleagues already in that employment, which you must be a team, this is by reading your personal statement. If possible, an employer does not like to see gaps in your work experience, if you were off you need to state the reason and the dates to and from. In my experience updating your CV every time you have new employment or go to college is a way of keeping up to date, so you have no gaps for the employer to question you on. You need your CV to attract the person reading it to get to the next stage, so the more information the better. If you have no previous work experience an employer would rather see your skills and impressive qualities than nothing at all. I have attached my most recent CV for you to have a look. I have learned a plan of action called “Deming Cycle,” (PDCA), it is a Plan, Do, Check, Act, and this is useful in the job application and cv process for anyone to use. 


[bookmark: _Toc1399255698]My CV
Carole-Anne Thomas
07400 491 962 
Caroleannethomas603@gmail.com 

Personal Summary 
I am a kind caring confident individual who possesses a wide range of skills relevant to the care sector. I can work effectively as an individual and as part of a team. I am self-motivated and can be relied upon to complete any given task, to a high standard. I have a full clean driving license and my own transport; I am always willing to undertake new training necessary to help me in any role in the workplace. Soon my aim would be to become a care home manager, as this role has always been a big part of my life. 

Relevant Qualifications- in house & online training
* Pova L2     *Manual Handling    *First aid    *Medication    *Stoma Care    *COSHH 
*Catheter Care    *Food & Hygiene   * Vulnerable adults L2 

Work Experience 
September 2021-currently university 
I am currently studying at university Wales Trinity, trying my best to achieve my Leadership & Management honors degree. 

March 2019-August 2021 Right at Home Cardiff & Newport
 During these dates I worked as a community care worker, I worked with elderly clients in their own homes, assisting them with daily tasks such as washing, dressing, meal preparation, medication, catheter changing, Stoma care, light house cleaning, and assisting them with trips to the local shops, this was an extremely rewarding job and I currently hold a care of the year award for 2020-2021 from this role which made me more determined to keep giving my best.


June 2017-January 2019 Self-Employed Domestic Cleaner 
I had a baby in April so I decided to be self-employed as I could 
then choose my own hours to fit around family life & school runs. It was trial & error, but I succeeded and pulled off a six-month contract with Cardiff Lettings estate agents, I was responsible for cleaning commercial and residential properties ready to be let. Coming to the end of this contract I then managed to meet a property owner that managed Airbnb lettings and had a few rentals that needed regular cleaning around the Cardiff, Penarth, & Barry area, unfortunately this only lasted until 2020 due to the Covid pandemic being identified. 

November 2012-2016 The Forge Care Home 
I returned to work here as a care worker after having my second child, as a care worker my duties here included full care and attention to vulnerable clients that needed nursing care, my duties included bed baths, pad changes, dressing, feeding clients & making them as comfortable & as happy as I could every day. 

2010-2016 Homemaker
 I made the decision to stay at home and raise my children as my partner went to work.

October 2005-2010 The court nursing home
 After leaving high school this was my first ever employment, I was employed as a care worker and given the opportunity to assist & support bed ridden and mobile clients with their day-to-day routines of washing, dressing, feeding, assisting them when on their feet and chatting where possible. 

Hobbies & Interests 
· Spending quality time with family 
·  Renovating my own home 
·  Walking outdoors & exploring unfamiliar places 
·  Music 
· Keeping fit 

REFERENCES AVAILABLE ON REQUEST 










[bookmark: _Toc476249748]Appendix 4- Cover letter
I have learned a cover letter to be an introduction to you as a person and a way of presenting yourself to your job application. A cover letter does not need to be expansive, a maximum five seconds to read is reasonable; it is just a small brief reason as to why you are applying for that specific role and showing why you think you are a viable candidate to fit that description they are looking for. I personally send a cover letter via e-mail attached with my cv just to get that extra bit of description in. Cover letters are a unique way to sell yourself to an employer and they are just as important as a cv. In the past I used to send only my cv along and did not always get a reply, I realized by sending a cover letter it upped my chances of a phone call or interview. It gets the employer to know your personal preference side a bit more. When I give a cover letter and then go for my interview its always felt abit more comfortable as though the employer knows me a little already.

[bookmark: _Toc195849986]Example cover letter
 Dear Sir/ Madam,
I am writing to apply for the advertised role of care worker, I saw the advertisement on indeed jobs website, Ref: 123456, Please find my cv attached for this position. 
I currently hold 5 years' experience in the above role, most recent job ended 3 months ago. I believe my skills and knowledge can be relevant to your company. I hold all the specified certificates and have an up-to-date DBS. I enjoy a challenge, I can be reliable and prompt, I am available for employment as soon as possible. Would require notice for interview, I am always willing to undertake new training for the role as required, I currently have my own transport and hold a driving license.
I hope this can be of beneficial use to you,
Thanks for your time
Carole-Anne Thomas
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