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[bookmark: _Toc500943471][bookmark: _Toc55497519]Section 1: Know how to identify development needs

Developmental need is a continuous organizational activity that involves a participatory process of both the supervisor and the employee which provide the opportunities for the employees to develop their potentials. Such acquired knowledge and skills provide the ability to work at higher levels of competence and to meet new organizational responsibilities. 

[bookmark: _Toc500943472][bookmark: _Toc55497520]1.1	Identify learning styles for self and another

According to Keefe (1979), learning style is “the composition of characteristics, cognitive activities and physiological factors that serve as a relatively stable indication of how a learner perceives, interacts with and responds to the learning environment”.
The following are some of the identified learning styles for both self and another as postulated by Fleming (2001), which he referred to as the VARK MODEL:
a. Visual
b. Auditory
c. Reading/Writing
d. Kinesthetic
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1.2 Use a simple technique for identifying development needs for self & another

	SWOT Person 1

	STRENGHTS

· Innovation
· Good Communication skills
· Interrogative and query skills
· Persuasive skills
· Good team player

	WEAKNESSES

· Feeling of Phobia when addressing the Public (Glossphobia)
· Fear of failure 
· Language barrier
· The fear of numbers (Arithmophobia)
· Procrastination (delay in getting things done)


	OPPORTUNITIES

· Clear-cut career advancement
· Mentoring opportunities
· Leadership capacity building
· Better Job opportunities
· Ability to network

	THREATS
· Fierce competition with colleagues
· Work Pressure
· Economic setback due to Covid-19 pandemic which could result to Job loss
· Technological advancement
· Racism 










	SWOT Person 2

	STRENGHTS

· Technical know-how
· Educational qualification
· Communication skills
· Job experience
· Research
· Increased Productivity

	WEAKNESSES

· Poor financial capacity
· Poor persuasive skills
· Poor eyesight
· Poor feedback mechanism


	OPPORTUNITIES

· Qualify for better Job opportunities
· Sponsorship 
· Bond building 
· Managerial/leadership opportunities 
	THREATS
· Harsh weather condition
· Fear of rejection
· Family and work pressure
· Lack of diversity
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1.3 Identify potential barriers to learning for self and another.

Dangwal, R. & Miltra, S. (1999) described the barrier to learning as anything that prevents the prospective learner from concentrating in the learning process and achieving the desired learning outcomes or goals. Collaborating this view, Ciroma (2014) explained that learning barriers occur when one’s ability to learn is jeopardized, for example, in most developing countries, language is a barrier to student/learners, too many students/learners in a class, lack of supervision, noisy environment etc are some of obstacles that constitute barrier to learning. 
Also, in the views of Mertesedof (1990, p.4), learning barriers can be dispositional, institutional, and situational. Sanchez et al (2019, p.242) opined that barriers to learning have different nature and can occur at different levels such as attitudinal, organizational and contextual. Furthermore, in the words of Khan (2011, p.242), barriers to learning may include personal, emotional, economic, attitudinal or even organizational. 

In the light of this however, Wageeh (2010, p.3), identified three (3) broad interesting categories of learning barriers which are; educational environment, behavioral action and individual attributes.

1. Educational environment: Wageeh (2010) described educational environment as the most obvious barrier to learning, in this context, the areas includes teaching styles, the classroom climate which involves the nature of teacher-student interactions and feedback. It also relates to the way in which the course is organized, such as the time devoted, the nature of programme and the course design etc.

2. Behaviours and actions: These basically entail what a student or learner does about learning. Sometimes students/learners spend a lot of time on worthless activities which can constitute a barrier to their achieving of effective learning outcomes (Wageeh, 2010). Also, when learners are not willing to seek help when in difficulty as a result of lack of confidence or low self-esteem also constitute a barrier to learning. According to Khan (2011), lack of confidence leads to withdrawal from learning.
3. Individual attributes: this refers to the characteristics that we associate to an individual student or learner which can be categorized into three (3) namely; Personal environment and background, including work commitments, resources available to the student/learner, family background, commitment; belief and perception of self, which includes motivation, aspiration, academic confidence, self-efficacy and individual perception of challenge that may prepare students for learning.

[bookmark: _Toc500943475][bookmark: _Toc55497523]1.4	Explain how these barriers to learning can be overcome.

1. Educational environment: To overcome this barrier to learning, the teaching style or approach should be designed to be engaging and effective. Also, the learning environment should be conducive and inspiring. In addition, the nature of teacher-student interaction and feedback should be friendly and devoid of all forms of superior and inferior attributes. The time frame allotted to teaching a course should not exceed two (2) hours so as to ensure learners assimilate easily.

2. Behaviours and actions: To overcome this obstacle to learning, students/learners should be given adequate orientation on time management and the importance of placing priorities. Also, motivational speakers can be invited to talk to the students/learners on the need to be more serious and focus in order to achieve success. 

3. Individual attributes: To overcome this barrier to learning, the students/learners need to be inspired and encouraged, for example, they should be told that the circumstances of birth cannot prevent them from becoming great in life (sighting several great men and women with poor background as example). Motivational literatures should also be provided to the students/learners facing this challenge. 




[bookmark: _Toc500943476][bookmark: _Toc55497524]Section 2: Know how to develop self & others to achieve organisational objectives

Personal development can be construed to mean the act of initially taking stock of one’s present skills and seeking for avenues for acquiring more skills for their personal, educational and career development. For example, Skill Manager is an online tool designed to give learners the opportunity to record, reflect and plan their experiences and accomplishments as a way to identify their transferable skills and to increase their employability (Allen, 2019).

[bookmark: _Toc500943477][bookmark: _Toc55497525]2.1	Analyse learning/development options to meet needs of self & another.

The following are some of the learning developmental areas to meet needs and improve skills
1. Demonstrate a responsible attitude to personal educational career development: Education is described as a viable paragon for cushioning the effective syndrome of poverty (Corral, 2017). In the same vein, to become successful in your career, adequate attention should be given to more relevant academic qualifications, learners should be encouraged to develop reading culture (knowledge is power).
2. Recognize available opportunities for new learning: learning is a continuous exercise, therefore, to develop one’s career and become successful; there is the need to always improve skills and knowledge especially in the area of technological advancement. 
3. Manage time/competing demands to achieve objective: Time was not created to be wasted; therefore, the importance of good time management cannot be overemphasized. One of the ways to develop career as an employee is to set target/objective with duration of time. Also, managing competing demands effectively and planning is necessary.
4. Create strategy for self-improvement: to develop career, it’s advisable that one should go for training and re-training to improve skills and knowledge. This will not only make the employee relevant it will also enhance his/her productivity (Panji, Muhammad, Nadian & Husna, 2019).

[bookmark: _Toc500943478][bookmark: _Toc55497526]2.2 Identify support mechanisms for the development of self & another

In an organization, devoted employees rely on the support from other groups in order to maintain consistent learning processes for future knowledge. Individual support mechanism can be categorized into two namely; the internal and external sources (Husna, 2019).
a. Support Mechanism for self: To improve leadership skills as a marketing manager, for example, I rely on problem solving methods, group discussions and engagement in healthy competitions as mechanisms for self-development. This will invariably reduce my areas of weakness and enhance my communication skills. As a senior marketing manager, it’s expected that I make use of my leadership skills and prowess to instruct and delegate duties/responsibilities to my subordinates.
Colleagues can support with confidence boosting and motivation so as to be more presentable to the Public. This is referred to as internal support.
b. External Support Source: This support mechanism entails engaging family and friends who can show me different organizations that are involved in helping to develop leaders (Harri, 2017). I can use friends to create artificial audience as I practice better presentation skills and also overcome stage fright.  

c. Support Mechanism for Blanch: Using this method, one can customize design to enhance his/her learning exercise. Make use of learning style that can be completed by previous knowledge or experience gained for perfect Blanch development (Cacciattolo, 2015).
[bookmark: _Toc456901523]







[bookmark: _Toc500943479][bookmark: _Toc55497527]2.3 Prepare development plans for self & another

Basically, Personal development is a necessary tool

[bookmark: _Toc55497528]Self

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals

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

	Leadership skills
	· Training
· Mentorship
	· Books
· Ample time spent with mentors
· Audio/visual materials
	· Comparative analysis on Knowledge and skills achieved
	6 months



Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	
SUPERVISOR

	Medium Term Goals (2-3 years)

	
MANAGER


	Long Term Goals (3-5 years)

	
CHIEF EXECUTIVE OFFICER





[bookmark: _Toc55497529]Person 2

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals

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

	Statistical Package for Social Sciences (SPSS)
	· Training
· Tutorial
· Practical Classes
	· Software Package
· Laptop
· Manuals 

	· Ability to use SPSS independently
	3 months




Part3: Personal Objectives

	Short Term Goals (next 12 months)

	            
Should be able to teach SPSS

	Medium Term Goals (2-3 years)

	
Acquire international certification on SPSS

	Long Term Goals (3-5 years)

	
Ability to design software, become a Consultant on SPSS






[bookmark: _Toc500943480][bookmark: _Toc55497530]2.4 Method used to monitor the development of self & another.

According to Gonza’lez and Torrano (2008), they identified the following as the methods which can be used to monitor the development of self and another:
1. Self-Report questionnaires
2. Structured interview
3. Teacher’s judgment
4. Think aloud measures
5. Trace methodologies
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Section 3: Know how to prepare for the recruitment process

[bookmark: _Toc55497532]Reflection on the Recruitment Process

[image: ]
Gibbs (1988)
The concept of recruitment describes the processes involved in identifying, attracting, interviewing, selecting, hiring or engaging employees to fill in vacant positions in an organization. In other words, the recruitment process includes activities and practices carried out or performed by an organization with the main purpose of identifying and attracting potential employees (Breaugh and Starkes, 2020). 

[bookmark: _Toc55497533]3.1 Description
In any organization, recruitment processes begin with preparation, advert placement of vacancies either on the organization’s website, electronic or print media with basic information such as vacant positions, requirements, timeframe etc. This gives job seekers the opportunity to apply and the organization the opportunity to fill in vacancies (note: Applications can be made online or manual depending on the organization)

Selection stage one: weed out unqualified applicants.
Selection stage two: rating and ranking candidates
Selection stage three: successful candidates are invited for oral or written interviews.
Selection stage four: simulated work exercise and the employment proper.

[bookmark: _Toc55497534]3.2 Feelings

Relatively, considering the procedural processes involved in the recruitment exercise in my organization, I felt that the company was fair in the selection process because successful candidates were employed based on merit. This was against my earlier belief or thinking that favouritism will characterize the process.
[bookmark: _Toc55497535]
3.3 Evaluation

To evaluate the recruitment process positively, credit will be given to the organization for hiring employees based on merit; this was obvious in the computer-based test for applicants and the interview. 
On the other hand, we could score the organization low for not taking cognizance of strict adherence to Covid-19 preventive measures during the interview. 

[bookmark: _Toc55497536]3.4 Analysis

In my opinion, I can deduce that the organization does not only have good working policies but also adhered to it. 
The system of recruitment in my establishment should serve as a model for other upcoming organizations.
[bookmark: _Toc55497537]
3.5 Conclusion

Here the learners are expected to summarize responses, articulate what has been learned and what reactions would be best in the future (University of Cumbria (2020, p.4).
What else could you have done? Simply make appropriate recommendations.





[bookmark: _Toc55497538]3.6 Action Plan

This entails how the learner will deal with similar situation in the future
The learner can use action plan method to formalize the outcome of his/her reflection (Waln, 2017, p.663), (University of Edinburgh, 2020).

Action Plan on the recruitment experience basically involves the implementation of well-articulated new strategies or approach that will minimise the challenges associated with the old procedures and by extension, improve efficiency and effectiveness in the entire process.


RECRUITMENT OBJECTIVE

STRATEGY DEVELOPMENT

RECRUITMENT ACTIVITIES

INTERVENTION PROCESS VARIABLES

RECRUITMENT RESULT
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Source: Breaugh, J.A, Starke (2000)
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Appendix A

28,  Saint Stephen Court,
 Swansea Marina SA1 1 SA,
United Kingdom
2nd December, 2020.

The Manager,
British Council Customer Service UK,
Bridgewater House, 58 Whitworth Street, 
Manchester, MI 6BB, UK.

Dear Sir,
APPLICATION FOR THE POSITION OF CUSTOMER SERVICE ADVISER
With reference to the recently advertised job vacancy on your organization’s website, I write to express my interest in serving as your Customer Service Adviser.
Among other qualifications, I hold a degree in Fashion Design from Kwazulu Natal University, South Africa (2002-2004).
With over fifteen years successful international working experience dealing with clients, I believe I have what it takes for the job. 
Kindly find attached resume for details.
Thank you.

Yours faithfully,
Dolce Howells


[bookmark: _Toc55497541]Appendix B

CURRICULUM VITAE

PERSONAL DETAILS
Name: 	Dolce Howells
Mobile: 	07491 052463
Email:  	dolcechowells08@gmail.com
Address: 	28 Saint Stephens Court, Swansea Marina SA1 1SA

PERSONAL PROFILE
I am reliable, hardworking, punctual and cope well working under pressure, as part of a team or working independently. I have wide ranging organisational and communication skills and have gained administration and management skills whilst working as a Zara Store Manager and whilst working at Cardiff Airport. I also have worked in South Africa, Portugal, Germany and have three years’ experience working as a front desk receptionist provider.
I possess basic knowledge of Microsoft Word, Excel and Power Point which I have used in Administrative jobs previously held.
I am fluent in English, Portuguese and basic conversational Spanish and Italian.
I have developed an interest in TV production and have worked on police dramas and on Casualty.

EDUCATION AND QUALIFICATIONS 
1998 – 2000: 	Isaac Newton School, Maputo, Mozambique. Achieved Secondary School Certificate
2000 - 2004: 	Kwazulu Natal University, South Africa. Achieved a Degree in Fashion Design
2005– 2006: Worked in  Zara 
2010 – 2013: 	Certificate in Child Care 
2014 – 2015: 	Diploma in Psychology Swansea University (DACE)
2015 – 2016: 	Diploma in Health & Social Care NVQ level 3, Swansea Business College
2016 – 2017: 	Health & Safety Courses: Manual Handling, First Aid and Food Safety Certificate
2017 – 2018:	Teaching assistant course Diploma, Tycoch College, Swansea 
2020 To Present: Leadership and Management, Skills for the Workplace Outreach, University of Wales, Trinity St David

WORKING EXPERIENCE
2018 (Oct) – 2019 (Apr): Fei Food (Production Line)
2018: 		Worked in wedding events Oxwich Bay
2016 – 2017: 	Community Volunteer Swansea. This job involved working in the community as a volunteer assisting member of the community who could not speak English. 
2006 -2008: 	Worked as sales Assistant Zara (Portugal) 
2008– 2009: 	Promoted to Manager Zara (Portugal)
2004 – 2006: 	Massimo Dutti  as Sales Assistant
2001 – 2003: 	Waitress at Retail Plus restaurant Durban (daytime job)
2001 – 2003: 	Waitress at Morningside restaurant Durban (night-time job)

KEY SKILLS
· Experienced Customer Services Administrator
· Effective Communication Skills
· Receptionist experience, bookings and appointments
· Event organiser experience
· Language communication skills – Portuguese, Spanish, Italian
· Polite and efficient with good standards of personal hygiene and food safety
· Able to efficiently communicate with clients at all levels
· Able to deal tactfully and politely with customer enquiries in a diplomatic professional manner
· Strong work ethics
· Confident, friendly and enthusiastic person with a good sense of humour
· Worked for the BBC in Cardiff (Casualty)
· Full drivers license and own vehicle 
· First Aider (expired)

[bookmark: _Toc55497542]Appendix C

DOLCE HOWELLS
28 Saint Stephen Court, Swansea Marina SA1 1 SA. dolcechowells08@gmail.com

The Manager,
British Council Customer Service UK,
Bridgewater House, 58 Whitworth Street, 
Manchester MI 6BB, UK.

RE: CUSTOMER SERVICE ADVISER JOB LISTING ON YOUR WEBSITE

Dear Mr. Hough,
With my qualification, skills, competence and experience, a closer look at my attached resume will reveal that I am a good fix for the Job.
With over fifteen years international working experience, I bring to the table the requisite knowledge and skills outlined in my resume for the position of customer service adviser with following areas of specialization
·  Experienced Customer Administrator
· Effective Communication Skills
· Polite, efficient, friendly and enthusiastic administrator 
Also, I am very fluent in Portuguese, Spanish, Italian and English. I have also performed all the duties and responsibilities listed in the position advertised.
Attached here is my resume and application letter.
Thank you.

Yours faithfully,
Dolce Howells
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