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

Development needs can arise for several reasons. They could be areas that will help in your current role, to help develop personally, or to help in your career. Development needs relating to the job role may arise from –
Key Tasks and Responsibilities – do you have all the knowledge, skills and abilities to effectively achieve these? Would any further development help? 
(PRD factsheet 2013)

Having apprentices that are continually developing their skills and abilities to achieve the quality of work that the business is required to provide. 


[bookmark: _Toc500943472][bookmark: _Toc53314824]1.1 Identify learning styles for self and another 
[bookmark: _Toc503452305]Honey & Mumford Learning Styles

[bookmark: _Toc500936059][bookmark: _Toc503264700][bookmark: _Toc503265655][bookmark: _Toc503452306]Finding your Own Learning Style

Honey and Mumford, two British psychologists, have developed a means of assessing the way we learn most effectively. In their learning styles questionnaire, learners are asked to agree or disagree with 80 statements concerning the process of acquiring new skills and knowledge.

Four different types of learner have been identified – activist, reflector, theorist, and pragmatist – depending on the responses to the questionnaire.

[bookmark: _Toc503264701][bookmark: _Toc503265656][bookmark: _Toc503452309]Honey and Mumford Summary

Activists learn best from ‘having a go’ and trying something out without necessarily preparing. They will be enthusiastic about role-play exercises and keen to take risks in the real environment. Activists are considered as those most keen to ‘DO’ in terms of the learning cycle.

Reflectors are much better at listening and observing. They are effective at reflecting on their own and others’ experience and good at analysing what happened and why. In terms of the learning cycle, reflectors are those who perform well in the ‘MONITOR’ role above all else.

Theorists’ strengths are in building a concept or theory based on their analysis. They are good at integrating different pieces of information and building models on the way things operate. They may choose to start their learning by reading around a topic. Theorists will see their role as strongest at the ‘REVIEW and EVALUATION’ stage of the learning cycle.

Pragmatists are keen to apply whatever they learn and will always work out how they can apply it in a real situation and plan how to put it into practice. They will value the information/ideas that they are given only if they can see how this relates to practical tasks that they need to do. It is the ‘PLAN’ stage that is most suited to pragmatists.

My preferred learning style is activists and pragmatists according to this questionnaire. This is an accurate learning style for me. I like to plan my jobs before I start but am also keen to just have a go at anything which is both the activist and pragmatist learning style. 

I asked a family member to complete the questionnaire and their highest score was a reflector. They agreed this was their best learning style as they prefer to listen and observe rather than get stuck in like I do. 




[bookmark: _Toc500943473][bookmark: _Toc53314825]1.2 Use a simple technique for identifying development needs for self & another

SWOT Analysis 

SWOT stands for Strengths, Weaknesses, Opportunities, and Threats, and so a SWOT Analysis is a technique for assessing these four aspects of your business.
You can use SWOT Analysis to make the most of what you have got, to your organization's best advantage. And you can reduce the chances of failure, by understanding what you're lacking, and eliminating hazards that would otherwise catch you unawares.

(Mind Tools 2020)
	
My SWOT Anaylsis 

	
STRENGTHS

· Building work 
· Hard working
· Confident
· Time management 
· Dedication
	
WEAKNESSES

· IT
· Impatient 






	
OPPORTUNITIES

· Skills for the Workplace course
· Take an IT course
· Contacts in the industry

	
THREATS

· Lack of work
· Competition
· Personal health








	
My Partners SWOT analysis  

	
STRENGTHS

· Hard working
· Reliable
· Organised
· Dedication 
	
WEAKNESSES

· Confidence
· Academic 






	
OPPORTUNITIES

· AAT course
· Volunteering

	
THREATS

· Cost
· Time 








[bookmark: _Toc500943474][bookmark: _Toc53314826]1.3 Identify potential barriers to learning for self and another.

We all have barriers to learning. They can be internal or external barriers. Internal barriers can be family, relationships, money worries, dependency on other people. External barriers can be skill levels or level of knowledge. 
My barriers to learning are my lack of free time due to being so busy in work and my lack of IT skills. 
My partners barriers to learning are the cost of her course and free time. 


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

Overcoming barriers to success involves assessing the situation, consulting experts, considering alternatives, and acting. To manage your career effectively, you need to take charge of your own development. By assessing your own skills, getting advice from others, learning new skills, and making informed decisions, you can achieve your goals.

Also prioritising my time well and using that time to start an IT course. 

[bookmark: _Toc500943476][bookmark: _Toc53314828]Section 2: Know how to develop self & others to achieve organisational objectives

Description
· Showing commitment to own development
· Supporting and encouraging others to develop their knowledge, skills and behaviours to enable them to reach their full potential for the wider benefit of the organisation
Self
· Using all situations as potential learning opportunities
· Being a role model by devoting time to own development
· Engaging in formal and informal learning and development activities
· Updating professional/ specialist skills
· Engaging positively with appraisal processes
· Seeking, accepting and acting upon feedback, and learning from it
Others
· Giving praise for work well done
· Making time to think about the development of colleagues
· Providing constructive feedback to colleagues at all levels
· Ensuring equal access to development opportunities for all
· Using delegation as an opportunity to develop others
· Empowering others by locating decision making at the lowest possible appropriate level
· Providing creative work opportunities to stretch and develop colleagues
· Encouraging others to learn from mistakes without blame
· Encouraging colleagues to take calculated risks
· Coaching and mentoring others
Organisation
· Supporting succession planning by identifying and developing colleagues with high potential
· Supporting others to undertake alternative duties, short-term secondments etc
· Encouraging others to contribute to institutional-level activity
· Identifying the changing needs of the organisation and incorporating these into own and others’ development plans
Behaviours indicating further development needs
· Blocking the progress of high potential colleagues
· Believing that ‘development’ equals ‘training’ and not engaging with informal development methods
· Being intolerant of mistakes and apportioning blame
· Focusing on others’ weaknesses rather than their strengths

(University of Bristol 2002 – 2019) 


[bookmark: _Toc500943477][bookmark: _Toc53314829]2.1 Analyse learning/development options to meet needs of self & another.




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

To support development, you should receive recognition and praise when a job is done well. You should be given feedback. 
[bookmark: _Toc500943479][bookmark: _Toc53314831]Giving recognition and rewards to your employees can motivate them, and it encourages loyalty — which are driving forces behind employee growth. When workers feel valued and their efforts recognized, performance levels increase.
(Glassdoor for Employers 2008 – 2020)

2.3 Prepare development plans for yourself and another person

PDP supports the idea that learning is a lifelong and life-wide activity. The process of PDP can strengthen the capacity of learners to reflect upon their own learning and achievement and to plan for their own personal, educational and career development. This is a core learning process, required throughout the education system and in many employments and continuing professional development contexts.

(Personal development planning: guidance for institutional policy and practice in higher education. The Quality Assurance Agency for Higher Education (QAA), February 2009.)

	Skill Behavior
	Action Needed
	Resources Needed
	Date for Action 
	Date for Review
	Goal
	Met

	IT Skills
	Take a course
	Computer 
	January 2021
	End of Jan
	I want to be able to use a computer confidently
	



My Partners PDP 
	Skill Behavior
	Action Needed
	Resources Needed
	Date for Action 
	Date for Review
	Goal
	Met

	AAT Course
	Start the Course
	Money and Time
	January 2021
	After the first 1
	To become a qualified Accountant 
	




Part 1: Personal Analysis 






Part 2: Setting Goals

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
Computer Skills


	
Take an IT course
	
Time and money for the course
	
Having confidence using IT
	
6 months time 

	


	
	
	
	







Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	Develop IT Skills
Complete this course


	Medium Term Goals (2-3 years)

	Expand my business



	Long Term Goals (3-5 years)

	Hope to benefit from the results 
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2.4 Method used to monitor the development of self & another.

[image: ]
To make sure your goals are clear and reachable, each one should be:
· Specific (simple, sensible, significant).
· Measurable (meaningful, motivating).
· Achievable (agreed, attainable).
· Relevant (reasonable, realistic, and resourced, results-based).
· Time bound (time-based, time limited, time/cost limited, timely, time-sensitive).

(Mind Tools 2020) 

Specific

My goal is to expand my business, achieving excellent quality of work and employ other trades to work for me. This is important to me because whilst doing a job that I love im also providing a future for myself and my family. 

Measurable

My goals only cost is my time. Not having much free time as constantly working towards making my goal achievable. 

Achievable
By dedicating my time and effort I can achieve this goal. With the support of my family and other people in the trade. 

Relevant 
My goal is defiantly worthwhile, it’s a business that will always have work provided I can give excellent quality of work and competitive prices. 

Time bound 
I am working towards this goal straight away. I am building up my clients and getting to know other tradesmen. 

Smart Goals on a family member 
Specific
My partners goals are to become and accountant. She has always worked in finance and wants to keep pushing herself up the career ladder. She is studying from home which will take 3 years to complete whilst also working part time in an accounts firm. 

Measurable 
The course is expensive and will take time to save for it. It will take a few years to become qualified, but she will know when this is achieved after she had completed the course. 

Achievable 
She can accomplish this goal, but it will take some time to learn and to pay for it. 

Relevant
This will be worthwhile for her as this is her dream job, it will give her financial stability in the long term. she wasn’t ready to do this course before as she was too young and wasn’t interested but is now ready to put in all the effort required. 

Time bound
This course will take 3 years to complete. 

[bookmark: _Toc500943481][bookmark: _Toc53314833]Section 3: Know how to prepare for the recruitment process
[image: Recruitment Process]
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Recruitment Planning
Recruitment planning is the first step of the recruitment process, where the vacant positions are analysed and described. It includes job specifications and its nature, experience, qualifications, and skills required for the job, etc.
A structured recruitment plan is mandatory to attract potential candidates from a pool of candidates. The potential candidates should be qualified, experienced with a capability to take the responsibilities required to achieve the objectives of the organization.

(Tutorial point 2020) 

During the planning stage a job description and job specification is drawn up for the role. 
A job description provides details of the job, for example, the title of the role a brief description of the duties, the location and rate of pay. 
The job specification is a more detailed description of the job and the duties needed to be carried out by the candidate. Also in a specification are the requirements of the candidate for example qualifications needed for the role, experience and training needed. 

The next stage is searching through all CV’s to see who has the requirements needed for the job and ringing them to give them an opportunity of an interview. 
Reviewing of Resumes and Cover Letters
Reviewing is the first step of screening candidates. In this process, the resumes of the candidates are reviewed and checked for the candidates’ education, work experience, and overall background matching the requirement of the job
While reviewing the resumes, an HR executive must keep the following points in mind, to ensure better screening of the potential candidates −
· Reason for change of job
· Longevity with each organization
· Long gaps in employment
· Job-hopping
· Lack of career progression

(Tutorial point 2020) 

The final stage is the interview. There are three types of interviews, individual interviews, interview panels and selection boards. 

These are some things to consider before accepting an interview.

· Recruitment Interviews 
· Offer of Employment 
· References 
· The Bribery Act 
· Qualifications 
· Work Permits 
· Personnel Records 
· Complaints Procedure 


Reflection on the recruitment process 

‘It is not sufficient simply to have an experience to learn. Without reflecting upon this experience, it may quickly be forgotten, or its learning potential lost.  It is from the feelings and thoughts emerging from this reflection that generalizations or concepts can be generated.
And it is generalizations that allow new situations to be tackled effectively.’
(Gibbs, 1988)
[image: ]
Gibbs' Reflective Cycle was developed by Graham Gibbs in 1988 to give structure to learning from experiences.  It offers a framework for examining experiences, and given its cyclic nature lends itself particularly well to repeated experiences, allowing you to learn and plan from things that either went well or did not go well. It covers 6 stages:
· Description of the experience
· Feelings and thoughts about the experience
· Evaluation of the experience, both good and bad
· Analysis to make sense of the situation
· Conclusion about what you learned and what you could have done differently
· Action plan for how you would deal with similar situations in the future, or general changes you might find appropriate.
(The University of Edinburgh 2020) 

[bookmark: _Toc53314835]3.1 Description
I looked online and looked over the PowerPoint presentation slides to find the information on the recruitment process. I looked at templates for CV’s, Job descriptions and Job Specifications. I then created my own CV and Job description. 

[bookmark: _Toc53314836]3.2 Feelings
I found researching information relevant to the module, was hard to find the right information at first. As I was reading all the information online, I was struggling to make sense of it all. 
With the help of my partner, I managed to figure out how to research better. 
I found it a daunting experience as this is the first time, I have ever done an assignment. 
[bookmark: _Toc53314837]
3.3 Evaluation

My experience with this assignment has been both good and bad. I have struggled with the IT and research side of it. 
However, I have learnt about my strengths and my future goals and how to achieve them effectively. 


[bookmark: _Toc53314838]3.4 Analysis

To make sense of the situation I have asked for help from my partner who shown me how to research and help with IT skills. 
I need better time management. 
I could have started the assignment sooner if I didn’t have a busy work schedule. Before starting the course, I didn’t anticipate how much I would struggle using the laptop. I would like to learn how to use Microsoft word and how to research the internet. 
I have learnt that I enjoy learning new skills and I am keen to keep learning. I have learnt to make myself positive goals for the future using the Smart action plan. 

[bookmark: _Toc53314839]3.5 Conclusion

I should have prioritised my time better and started my assignment sooner as well as learning how to do research. 
However, this is challenging me with skills I’m not used to and I am enjoying learning new knowledge to better my skills. 

[bookmark: _Toc53314840]3.6 Action Plan

To give myself more time to research more information. And to take up an IT course. 
I would also like to learn how to use Microsoft packages, mainly Word and PowerPoint. I want to gain confidence to be able to do my assignments by myself. 
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Learning styles results 

Activists learn best from ‘having a go’ and trying something out without necessarily preparing. They will be enthusiastic about role-play exercises and keen to take risks in the real environment. Activists are considered as those most keen to ‘DO’ in terms of the learning cycle.
Pragmatists are keen to apply whatever they learn and will always work out how they can apply it in a real situation and plan how to put it into practice. 
[bookmark: _Toc53314843]
Appendix B 

Job Description 
Multi-skilled Builder/Plaster/Labourer/Ground Worker
An exciting opportunity has become available for the following full-time positions, Multi-Skilled Builders, Plasterers and Ground Workers/Labourers based in Swansea. The successful candidate’s salary can be negotiated depending on experience; must have access to their own transport and tools is desirable. The employer is looking for an immediate start. Full-time and Permanent (Mon- Thurs 8am-4:30pm and Fri 8am- 3:30pm).
Role Requirements
· Must have previous Multi-Skilled Building, Labouring, Plastering or Ground Worker experience
· Must have your own transport
· Be able to start immediately
Role Responsibilities
· Will be responsible for several on-site tasks
· Working on various sites in and around Swansea
· Required to work as part of a team and use own initiative
Company
Our client is a reputable, family run business who are based in Swansea. They are highly experienced in the construction and maintenance industry and boast a great team who work to the highest standard.
They understand that property maintenance can be difficult to find time for. Therefore, their team carry out property maintenance across all buildings new and existing and do so with as little disruption as possible.
The company have experience in extensions, repairs, maintenance, plastering and rendering. All jobs are completed to the highest standard, making their team one of the most reliable in the area.
Why should you apply?
· The chance to join a reputable company
· The chance to showcase your knowledge and skills
· Would be joining a hard-working team
· Negotiable salary depending on experience
· Full time, permanent position



[bookmark: _Toc53314844]Appendix C

Darren Hodgson
27 Hopkin Street
Brynhyfryd
Swansea
SA5 9HN
07377984994
Hodgsond1971@gmail.com


Professional Summary
I’m a motivated professional with a proven record of building relationships and managing projects from concept to completion. 
Skilled in building cross functional teams, demonstrating exceptional communication skills and making critical decisions in the workplace. 
I am adaptable with an ability to work independently or with a team. 
Personal Summary
I’m a multi skilled builder and have been self-employed for over 20 years; trading as a plasterer.  I can put my hand to most things and have many years’ experience in Carpentry, Plumbing, Electrics, Tiling and Roofing.  
I am 48 years of age; I am looking for full time employment rather than being self-employed. 
Experience
DJ Plastering and building – 14 years – Self Employed 
Jeff Cartwright, Painting and Decorating – 6 months – Sub-contracted 
Darren Jonah – Plastering – 2 months – Sub-contracted 
Mark Evans – Plastering – 2 years – Self Employed
HM Thomas – 2 years – Employed – Roofing 
Education
Neath College - Plastering qualification – 1992


[bookmark: _Toc53314845]Appendix D

Darren Hodgson
27 Hopkins Street
Brynhyfryd

06/12/2020

Dear Sirs

I write to you because you are currently seeking a multi trades person. 
I have experience with all the trades and have worked in this sector for over 10 years. 
I am hardworking, reliable and dedicated. 
I have attached my CV. 
I look forward to hearing from you. 

Many thanks 
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