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[bookmark: _1ci93xb][bookmark: _Toc118713117]Section 1: Know how to identify development needs

In this report I will be looking at ways to help myself and a fellow student continue our growth in professional development. I will discuss different learning styles that can give us a clearer understanding of what type of learner we are and how we can use these skills to help us achieve our chosen goals. I will also use different strategies to help us plan and prepare for said goals.
To achieve in our continuous professional development, we need to improve our self-awareness. Self-awareness means to know who you are as a person and what you are good at. This can be beneficial in both your professional and personal growth. Our self-awareness can also influence the development and growth of others in a positive way.
By doing this we can identify opportunities for both our professional and personal growth. The 5 ways to build our self-awareness according to (Harvard business review 2015) are to Meditate, write down your key plans and priorities, take psychometric tests, ask trusted friends, and get regular feedback at work. Meditating gives you time to pause and gather your thoughts while breathing techniques are an effective way to alleviate any anxiety you may have. Writing down your key plans and priorities is an effective way to keep track of your progress and log any self-perceived weaknesses and then over time you can see how you have progressed. Taking psychometric tests are useful in discovering our traits and help us better understand our true self. Asking close friends and family to correct any behaviors that you want to change can also be helpful and getting regular feedback at work allows us to better understand our strengths and weaknesses through constructive criticism.
[bookmark: _Int_uyFtfmME]It is a good idea to firstly look at some learning styles questionnaires. This can give us an insight into our real temperament and find careers that best match our personality. (Flemming 1987) believed that we are all one of four types of learners. These being visual, auditory, reading, and kinesthetic. So, he produced a questionnaire to help people better understand what kind of learner they are. To be a visual learner means to take in information from pictures, videos, flow charts and graphs. To be an auditory learner is to take in information by listening, for example during lectures, tape recordings or other students. To be a reading/writing learner is to read handouts, books, take notes and make lists and to be a kinesthetic learner is to take in information doing physical activities such as field trips and use a more hands on approach. 
(Honey and Mumford 1987) questionnaire helps to pinpoint your learning preferences so that you can understand how to better select learning experiences that suit your style. At the end of the questionnaire, you will find out if you are an Activist learner: they like to embrace all new experiences with enthusiasm and excitement and tend to act first and consider the consequences later. A Reflector: likes to sit back and observe before they make decisions or take part in any discussions or activities. A Theorist tends to be a perfectionist and their approach to problems is always logical thinking and analyzing all angles. And a Pragmatist is always keen to try anything. They thrive on new challenges and like to get on with the job confidently at hand. 
Another method that can be used to develop our self-awareness is the Myers Briggs personality test (Briggs 1962). This test is used widely around the world and can give us insight into our personality and suggest what career best suits us. The test is made of four different personality descriptions. So, one could be... 1. introverted or extroverted 2. Sensing or Intuitive 3. Thinking or feeling 4. Judging or perceptive. At the end of the test, you put your answers in the score sheet grid and then based on your answers it suggests the careers best based on your personality type.

1.1 [bookmark: _3whwml4][bookmark: _Toc118713118]Identify learning styles for self and another 

So, to help us achieve our goals we first completed each of the questionnaires just spoken about to get a clearer view of what kind of learner we are. 
Person 1
Vark - I learned that I am an aural learner. I like to listen to instruction and take in information through lessons or audio recording. I am a reading/writing learner- I like to read up on subjects and take notes. And I am also a kinesthetic learner who likes to try things out with a more hands on approach.
Honey and Mumford- I scored highest on theorist closely followed by reflector. As a theorist I prefer to think things through in a more logical way and approach things from all angles and as a reflector I would rather observe and hold back before making decisions.
Myers Briggs test- I scored most for introvert, thinking and judging, the results indicate that careers best suited to me are a manager, judge, or a detective.

Person 2
Vark – Is an Aural learner so takes in information by listening and she is also Reading/Writing learner who likes to read information and take notes.
[bookmark: _Int_JTpvh5l5]Honey and Mumford-  She scored highest for reflector so opts to sit back and observe before giving any input. She also scored high for Theorist and likes to approach things from all angles before committing to anything.
[bookmark: _2bn6wsx][bookmark: _qsh70q][bookmark: _Toc118713119]Briggs test - The test showed she scored highest for Introvert, sensing, feeling, and judging with the results indicating the career best suited for her would be an Interior designer, nurse, or counselor. With the knowledge of these learning skills, I will use them to better understand my own self-awareness and learning styles.
Use a simple technique for identifying development needs for self & another.
A technique we can use to identify our development needs is S.W.O.T analysis. S.W.O.T was founded by Albert Humphry (1960) and is a strategy used to help a person or business identify their strengths and weaknesses, opportunities, and threats. It helps to assess any internal or external forces that may create opportunities or risks to a business or a personal plan. 
[bookmark: _Int_HVYQJkab]I will be using this technique to help myself and person 2 identify the pros and cons we may face whilst working towards our goals. We both have the same goal which is to obtain a level 4 on a business course.
Below are two S.W.O.T Analysis that I have used to identify our strengths and weaknesses, opportunities, and threats.

	[bookmark: _3as4poj]
SWOT Person 1


	
STRENGTHS

· [bookmark: _Int_kHD780Vp]Good time keeping
· Good listener
· Empathetic
· Team player
· Reliable



	
WEAKNESSES

· Lack confidence.
· Self-doubt
· Overthinker 
· Lack of knowledge




	

OPPORTUNITIES

· Achieve a qualification in Applied Leadership and Management



	

THREATS

· Work commitments
· Family life
· Finding the time to study







	
SWOT Person 2


	
STRENGTHS

· Positive attitude to learning.
· [bookmark: _Int_37wG4qaH]Good time keeping
· Enjoys problem solving.
· Committed to try her best.



	
WEAKNESSES

· Self-doubt
· Lacks confidence.
· Gets distracted.







	
OPPORTUNITIES

· To pass her level 4 business course in the hope to start her own business.




	
THREATS

· Family obligation
· Finding the time to study








Gap Analysis person 1 

	Aim
	How
	Desired

	· Academic writing
	· Attend workshops
· Attend lessons
· Tutor feedback
	· Be at an acceptable level of report writing

	· Presentations
	· Attend workshops
· Practice in front of family/friends
	· Feel confident and comfortable to do presentations for a group of people

	· Quantitative skills
	· Maths tutor
Game based learning
· Daily practice
	· To help in my career
· Be better at problem solving

	
	
	





Gap Analysis person 2 

	Aim 
	How 
	Desired 

	· Academic writing
	· Attend study skills
· Work shops
· Tutor feedback

	· To get to a level to pass her level 4 course

	· Referencing 
	· Attend lessons
· Ask tutor
· Online resources
	· To be able to reference confidently and correctly

	· Presentations 
	· Workshops
· Practice Infront of family/friends
	· To be able to talk comfortable in front of a group of people

	
	
	




[bookmark: _1pxezwc][bookmark: _Toc118713120]Identify potential barriers to learning for self and another.

By using Gap analysis, I have identified Where I am (first column), where I want to be (last column) and the steps I will take to get there (middle column). Now I will identify any barriers that may prevent me and person 2 from reaching our targets.
Person 1

· Family commitments                             
· Work commitments
· Finances
· Level of knowledge
· Perceived abilities
· Anxiety 

Person 2    

· Family commitments
· Finances
· Childcare
· Lack of skills
· Lack of knowledge
· Perceived abilities

[bookmark: _49x2ik5][bookmark: _Toc118713121]Explain how these barriers to learning can be overcome.
 
There are a few things we could do to try and overcome these barriers to reach our desired target.

Person 1

· Introduce a rota at home so that I can dedicate time to family and study time.
· Ask my manager for a bit of leeway if needed.
· Put money aside every month to help fund extra learning.
· Practice mindfulness and breathing techniques
· Be kinder to myself.
· Research and ask others.

Person 2

· Introduce a rota at home.
· Put money aside every month to help fund extra learning.
· Ask family/friends for support with childcare.
· Attend workshops, practice at home, ask university for support.
· Research and ask others.
· Be kinder to herself.


[bookmark: _2p2csry][bookmark: _Toc118713122]Section 2: Know how to develop self & others to achieve organisational objectives
To achieve our organisational or personal goals we must know the strengths and weaknesses within the organisation and within ourselves. There are several techniques that can be used to guide us through the process and from this a personal development plan can be created and utilised to help us reach our goals.

[bookmark: _147n2zr][bookmark: _Toc118713123]2.1 Analyse learning/development options to meet needs of self & another.

Kolb learning cycle is a useful tool we can use to analyse our professional development. It is made up of four stages of experience.
Stage 1= (Proactive experience) Consciously deciding to have an experience.
                (Reactive experience) Allowing an experience to find you.
Stage 2= Reflect and Review- What was the experience?
                                                 What went well?
                                                 What did not go well?
Stage 3= Concluding the experience- What did I learn from the experience?
                                                              What can be improved?
Stage 4= Action plan- I can return to the task with what I have learned from my first experience and try to implement changes and try things differently. (Kolb & Fry 1975)
Another method that can be used to track our progress is S.M.A.R.T analysis. George T. Doran (1981) suggested that our goals should be Specific, Measurable, Achievable, Realistic and Timebound. 
I want to achieve at least a 70% mark in my report writing. by the end of next year. And to do this I need to improve my academic writing. I can use S.M.A.R.T to track my progress.
S= I want a 70% mark.
M= It is measurable because I have already started the learning.
A= It is achievable if I put the work in.
R= Yes, it is a realistic goal.
T= I want to achieve this by the end of 2024.

Person 2 wants to pass level 4 in an Applied leadership and Management course.
To do this she must attend lessons, study, and complete all assignments.
S= She wants to pass level 4
M= Yes, she has already started the course.
A= Yes if she works hard and studies.
R= Yes, it is a realistic goal
T= She wants to achieve this by 2024.

[bookmark: _3o7alnk][bookmark: _Toc118713124]2.2 Identify support mechanisms for the development of self & another

It is always beneficial to have a good support system around us when going through changes and in time of need. And each support source can support us in separate ways. 
Person 1

· My partner
· My family
· My friends
· My colleagues
· My tutor
· My classmates


Person 2
· Partner
· Family
· Friends
· Tutor
· Classmates 
[bookmark: _23ckvvd][bookmark: _ihv636]


2.3 Prepare development plans for yourself and another person

Person 1
	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

	Academic writing



	Attend lessons,
Study,
Workshops,
Tutor feedback


	Library,
Handouts,
My university resources,
Online resources

	
70% mark
	
12 months

	
Presentations 


	
Gain knowledge of the presentation subjects,
Practice for family/friends
	
Books,
Online videos,
Tutorials 
	
By my confidence
	
6/12 months

	
Management skills



	
Attend course,
Study,
Complete assigned tasks
	
Tutor,
Library,
University resources,
Peers, 
	
Level 4
	
12 months




Personal Objectives

	Short Term Goals (next 12 months)

	· Improve academic writing.
· Learn how to do presentations.
· Gain a level 4 qualification in Applied leadership.


	Medium Term Goals (2-3 years)

	· Progress in my current role
                               Or
· Find a new job



	Long Term Goals (3-5 years)

	· Be in a better paid job that I am happy in
                         Or
· Self employed 





Person 2

	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

	
Academic writing


	
Attend lessons,
Study,
Tutor feedback
	
University resources,
Library,
Online resources

	
Gaining a level 4 qualification
	
12 months 

	
Presentations 


	
Research,
Practice for family/friends
	
Online videos,
Books,
Tutorials 
	 
By her confidence levels
	
6/12 months

	
Management skills



	
Attend the course,
Study,
Complete the assignments
	
Tutor,
Library,
Peers,
University resources
	
Gaining level 4
	
12 months









Personal Objectives

	Short Term Goals (next 12 months)

	· Academic writing
· Presentations
· Level 4 in Applied leadership course


	Medium Term Goals (2-3 years)

	
· Generate more customers on a larger scale.


	Long Term Goals (3-5 years)

	· Have her own business.




[bookmark: _32hioqz][bookmark: _Toc118713125]

2.4 Method used to monitor the development of self & another.

Now that we have a clear understanding of our goals both short and long term, we can use methods to track our progress.
Learning logs- At the end of each learning session we will write a description of what happened, what we learned and our plan to do something better/different using a S.M.A.R.T objective.
Journal- As we go through our course journey, we can write down all our thoughts, ideas and worries into a journal.
Kolb’s learning cycle- We can use this to reflect on what went well/what did not and what can we next time to make an improvement.
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· NVQ Level 2 Hospitality Services
· NVQ Level 1 & 2 early years care and education. 
· NVQ Level 2 Teaching assistant. 

Work Experience
· Housekeeper -Langland Care – 2020 – Present

· Housekeeper- Brynfield Manor – October 2016 to 2017
I worked in this nursing home as a house keeping assistant. My duties included cleaning the resident’s rooms, communal areas, bathrooms and corridors and the general upkeep of the home. I also worked in the laundry room. And if the care home were short staffed, I would lend a hand with caring for the residents. e.g. helping them to get dressed, helping them to eat, escorting them to the bathroom or their bedrooms.
· Domestic Cleaner- Mrs Bucket Cleaning Services - 2015 to 2016
I was a mobile domestic cleaner. I would travel to costumers’ home or premises to carry out tasks they set for me. This would include all aspects of cleaning and deep cleaning.
· Housekeeper- Dragon Hotel - 2014 to 2015
My duties would consist of changing beds, polishing, dusting high and low, cleaning bathrooms, hoovering, and mopping floors. All of which had to be completed to deadlines and at the highest of standards. This role was extremely fast paced and physical, so I gained experience of working under intense pressure with strict expectations from management.
· Teaching Assistant - Brynhyfryd Primary School - September 2012 to August 2013 
Whilst working towards a NVQ 2 Teaching Assistant I was able to have a placement at the school. During my time there I would support one to one, groups and the classroom teacher. I would help supervise play times and field trips.
· Learning Support Assistant- Seaview Primary School - September 2003 to August 2006
As a learning support assistant my role was to provide support for children on a one-to-one basis and small groups. This would be for children that needed extra help in their curriculum studies. I also helped the class teacher in the day-to-day preparation of lessons and supported all the children with their work. I would supervise at lunch time and play times on a rotational with other staff. It was at Sea view primary that I gained my NVQ 1& 2 in childcare and development. I was taken on as an apprentice and when I qualified, they employed me full time.
· Mayhill family centre- SWANSEA COUNCIL - 2004 to 2005
This was a seasonal job where I would support children in playscheme in the school holidays. The day would consist of planning and setting up lots of activities for the children, supervise mealtimes and support children and parents on field trips.
· Office Cleaner- Civic Centre - 2003 to 2005
I had my own floor to clean. Duties included emptying all the bins, polishing desks, chairs, equipment. Dusting high and low, hoovering, toilets, basins, and mopping. This was an evening job that I went to after working in my day job at sea view primary school.
· Commercial Cleaner- Monadchoice - 2001 to 2003
I worked between two nightclubs on the Kingsway and occasional builders clean on new pubs or clubs within Swansea city centre. Duties included deep cleaning, buffering, polishing, hoovering, changing bins, removing chewing gum, clean toilets, urinals, and basins, sweeping, vigorous mopping on wooden floors in one of the nightclubs, glass cleaning, Dusting high and low. This was an extremely physical job, and I gained a lot of experience during my time there.
· Retail Assistant- Sainsburys -1999 to 2001
This was a seasonal job that I would do in the half terms as I was still in school. Duties included restocking shelves, unloading deliveries, packing costumers shopping, and assisting any costumers who needed help.
Education
· NVQ Level 2 Hospitality Services- 2022-2023
· NVQ Level 2 Teaching Assistant- 2012 to 2013
· NVQ Level 2 Early years care and education -2003 to 2004
· NVQ Level 1 Early years and education- 2002 to 2003

Full U.K Drivers Licence




[bookmark: _Toc118713128]Appendix B Continuous Professional Development Record

CPD 
	Continuous Professional Development Plan
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Formal Learning & Development 
	Informal learning & development
	Start date
	End date
	Duration 
	Status 
	Details 
	
	

	
	
	
	
	
	
	
	
	

	 CertHE Applied Leadership & Management in the Workplace
	
	Oct-23
	Sept-24
	1 year
	In progress
	University of Wales Trinity Saint David
	
	

	
	
	
	
	
	
	
	
	

	ILM L4 Certificate in Leadership & Management
	
	Oct-23
	Sept-24
	1 year
	In progress
	ILM
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