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[bookmark: _Toc120718922]INTRODUCTION



[bookmark: _Toc120718923]Varying learning styles are used to ascertain characteristics and preferences of an individual, by being able to identify specific traits, any future learning can be tailored, adapted or modified to simplify the learning process. This is beneficial for developing and progressing, whether it be personally or in a workplace setting.  Specific tools  can be used to identify learning styles such as VARK and the Honey and Mumford Quiz.

[bookmark: _Toc120718924]Section 1: Know how to identify development need
[bookmark: _3whwml4][bookmark: _Toc120718925]1.1 Identify learning styles for self and another 
[bookmark: _qsh70q]

Analysing results of the VARK,  (see appendix 1) it is determined that Person 1 JH, is a kinesthetic learner, which means that this individual prefers to learn by ‘hands on’ practical experience, instead of passively observing or listening to a lesson or lecture. Person 2 MB is a visual learner. 
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	[bookmark: _3as4poj]
SWOT Person 1 JH


	
STRENGTHS

Communication Skills
Support From Partner
Support From Tutor
Support From students
Student Services
Enthusiastic
Develops good working relationships with colleagues
Reliable
Honest
Use my initiative
Hardworking

	
WEAKNESSES

Attention Deficit Hyperactivity Disorder (ADHD)

Procrastination

Time Management

Organisation

Gives up if not involved

IT skills


	
OPPORTUNITIES

Promotion in work
Gain invaluable managerial experience
Better work opportunities
	More income
Better work/life balance
Work less hours



	
THREATS

Interruption of spare time

ADHD

IT Skills







	
SWOT Person 2 MB


	
STRENGTHS

Quick learner
Great communication skills
Accepts criticism along with praise
Motivated
	
WEAKNESSES

Doubtful of self at times 
Lack of confidence
Post Traumatic Stress Disorder



	
OPPORTUNITIES

Expand business
Work less hours
Earn more money



	
THREATS

Childcare

Family ill health

Work commitments
(self employed small business owner)

Mental health





Gap Analysis person 1 


Gap Analysis person 2 



[bookmark: _1pxezwc][bookmark: _Toc120718927]1.3 Identify potential barriers to learning for self and another.

Information collated from the SWOT analysis, identify potential barriers that may prevent  learning. 

Person 1 JH, has Attention Deficit Hyperactivity Disorder, which itself affects individual behaviour and thought processes. Symptoms of Person 1 JH ADHD include impulsiveness, disorganisation and problems prioritising, poor time management skills, problems focusing on a task, trouble multitasking, excessive activity and restlessness, poor planning, low frustration Alongside ADHD, Person 1 JH has a lot of their time interrupted and a lack of IT skills.

The SWOT analysis has identified that potential Barriers for person 2 MB  are work commitments, (self employed small business owner), this may be that they are working a lot of hours and have little time for study, a lack of confidence, family ill health could be pose a large barrier depending on the severity of the illness, whether it is a long term condition or temporary, and would depend on how dependent the family member is on Person 2 MB. Post Traumatic Stress Disorder and mental health are more barriers that Person 2 MB has to overcome. Questions must be asked as to how much of an impact does the condition have on their life, before any support or any barriers can be overcome.

There are numerous different barriers to learning, and different people will experience different barriers personal to the individual; economic, social, cultural, intelligence, self-confidence, motivational, childcare, transport; but by being consciously aware of these barriers, and knowing the behaviour beforehand, steps can be taken to address these barriers in order to ease the learning experience.



[bookmark: _49x2ik5][bookmark: _Toc120718928]1.4 Explain how these barriers to learning can be overcome.

[bookmark: _Hlk120744458]Person 1 JH may benefit from shorter study periods to avoid boredom, lack of attention and attentiveness. They should inform their college tutor about their ADHD, suggest frequent breaks during lectures. Contact student services in university to enquire about helpful support mechanisms for students with ADHD. Person 1 JH should diarise and plan allocated study nights and time slots, inform their family and friends that they are unavailable unless its an emergency. From the results of the VARK, and SWOT analysis, it is clear that Person 1 JH needs conversation, and to be interacting with fellow students, tutor and partner. The more Person 1 JH participates in group discussions, assignments and activities, the more they learn.
Person 1 JH also has a lack of IT Skills, this may be overcome by regularly practicing, seeking support from partner, learning each function slowly, Set small achievable goals and targets. 

Person 2 MB will need to address their PTSD and mental health, dependent on severity and how this impacts their life, to overcome their barriers maybe source medical advice from gp possible medication, self help literature may be advantageous, counselling or cognitive behavioural therapy, psychological intervention may be option, all avenues must be explored to alleviate any obstacles from learning and personal development. Sourcing adequate childcare provision should alleviate this barrier, source after school clubs, creche facilities, any local babysitting services, check local groups on social media, enquire with neighbours, friends and family, schedule days and hours for time away from children, that may be dedicated to learning and study, they also work long hours running a small business. Diarise, specific days and times for study and learning.

 
[bookmark: _2p2csry][bookmark: _Toc120718929]Section 2: Know how to develop self & others to achieve organisational objectives - recruitment

Individuals who wish career advancement will need to address the recruitment process.

Stages of the Recruitment Process
Job advert – A company needs staff, they will decide what they want the employee to do, produce a job description and person specification. This outlines, duties and tasks, payscale, hours and all relevant information related to the vacancy. The person specification (optional) will identify qualifications, experience, and all the requirements the employer wants from an employee, then advertise the position to the public making it appealing to attract the right applicants.
Application – Candidates will select a vacancy in which they wish to apply (see appendix 5), and apply for the position, either by covering letter and a Curriculum Vitae (CV) (see appendix 3 ), the CV will need to look professional, and list the candidates key skills and abilities, CVs should emphasise skills relevant to the post in which they are applying, and promoting the candidate to the maximum.  The employer needs to be impressed by the CV. Another way to apply for a vacancy is by a company application form, this  needs to be completed accurately,  and every section of the form should be complete. It is important to be mindful of the Job description and person specification and incorporate the candidates skills to meet the company criteria to improve the opportunity of the selection process.
Shortlisting – The company will select the most suitable candidates from all the applications they have received and invite the applicants to attend an interview.
Interview – The candidate will receive an invitation to attend an interview, with a venue a time and date to attend. There may other criteria required for interview, this will be mentioned in the invitation, for example, a typing test may be required, or a presentation. during this time they will be asked various questions on the post and their suitability. The candidate will answer to the best of his/her ability (this is usually scored and the best candidate has the highest marks)
Test/Presentation – Sometimes the candidate may be asked to perform a test eg. Typing test, or give a presentation, to demonstrate that they have necessary skills to do the job.
Selection – The company, after having completed all the interviews will select the most appropriate candidate for the job. 
References – The employer will check the successful candidates references
DBS checks – These are checks that will highlight any criminal convictions etc. This may or may not be carried out, depending on the type of position applied for. These are completed prior to commencing any employment. 
PPE – If you need Personal Protective Equipment or uniform this should be given before employment, or on your first day.
Training – This could be either before commencing employment or during employment.
Contract of employment – You will sign this document and give one copy to your employer and retain one copy for yourself. (Depending on your employer). This states all the terms and conditons of employment.
Bank Details – You will need to supply your new employer with your bank details for your salary 
P45 – If you have received this from your previous employer you will need to give this to your new employer. This is needed by the company for the Inland Revenue for the candidates wages/salary and tax purposes.
Starting Date – You will get a starting date for employment.


Preparing for interview is essential, it is imperative to give a good impression of an individuals skills and abilities, the covering letter and cv,(see appendix 3 ) or application form needs to look professional and be accurate, and promote the individual as a potential employee. The employer needs to be impressed. When selected for interview, candidates must be very smart and clean in appearance, dress well, and polite. It is beneficial to be knowledgeable about the company beforehand and duties of the post applied. Prepare possible questions the interviewer may ask before going into the interview, and have answers prepared ready. Arrive at the interview early. Candidates must try and remain relaxed and quietly confident.


[bookmark: _147n2zr][bookmark: _Toc120718930]2.1 Analyse learning/development options to meet needs of self & another.

In order to develop and improve chances of recruitment it is important to reflect on any rejections. Unfortunately candidates do not always succeed in finding new employment and it is important to remember the recruitment process, to identify areas that the candidate can improve. 
There are many ways to reflect on past events such as Gibbs ‘model of reflection’. 
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Gibbs, G. (1988). 

Academically, both indivduals can benefit from evaluating their assignments grades and discuss feedback from their tutor throughout their learning journey. This would highlight areas needing improvement. They also need to attend classes regularly and absorb the knowledge gained in class and research the topics  learned at home. The more study and research, the easier things will become.
Whilst in work Person 1 JH can speak with their manager, enquire about their work to  review their progress, and have feedback. 

During the recruitment process Person 2 MB can observe and monitor their own confidence levels by how nervous they felt in the beginning, and during the interview and reflect on that, to identify how they can improve their confidence levels and take measures to address it. In work Person 2 MB can gain feedback from customers and clients and identify areas of improvement.
Individuals can improve anything by practicing and the more times you attempt things, the more people learn, by reflecting on past experiences, and identifying the areas of improvement therefore gaining confidence, and improving the outcome for next time. 
Both individuals can set SMART goals they want to achieve and the means to obtain them. Then afterwards reflect to see how far they have progressed to achieving them.

[bookmark: _3o7alnk][bookmark: _Toc120718931]2.2 Identify support mechanisms for the development of self & another
[bookmark: _23ckvvd]
Person 1 JH has identified his partner, fellow students and tutor are support mechanisms,  the more Person 1 JH participates in the learning process, either in class discussions or whether it be a development plan in the workplace by interacting they develop and improve. Student services may also offer support
Person 2 MB has identified support mechanisms, they prefer checklists and like track progress by looking over them over time periods. Family and friends are a support mechanism to learning and development. Attending university classes regularly, and by studying will improve their personal development. Setting smaller more achievable goals. 
[bookmark: _ihv636]



















2.3 Prepare development plans for yourself and another person

Person 1 JH Development Plan

	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

	
HNC Applied Leadership and Management in Skills for the Workplace

	
Attend university, complete assignments, research.
	
Tutor, students, partner, research online, laptop.
	
Assignment results and feedback from tutor
	
3 monthly
Ongoing

	
Team Leader responsibilities


	
Speak to my manager about progression and shadowing

	
Managerial support
	
Training / shadowing 
	
6 months

	
IT Skills
	
Practice regularly on laptop. 
	
Laptop / Allocated Time / Support from partner

	
Competency of keyboard skills
	
Monthly
ongoing



Personal Objectives

	Short Term Goals (next 12 months)

	Complete HNC in Applied Leadership and Management in Skills for the Workplace
Learn Team Leader duties and responsibilities
Regularly practice keyboard skills

	Medium Term Goals (2-3 years)

	Complete HND in Applied Leadership and Management in Skills for the Workplace
Gain promotion in work
Competent IT Skills, source college course.



	Long Term Goals (3-5 years)

	Achieve BA in Applied Leadership and Management in Skills for the Workplace
Desired job role
ECDL



Person 2 MB Development Plan

	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

	
HNC Applied Leadership and Management in Skills for the Workplace

	
Attend university, complete assignments, research.
	
Tutor, students, partner, research online, laptop.
	
Assignment results and feedback 
	
3 monthly
ongoing

	
Teaching
	
Attend more courses. Complete a teaching course within the beauty industry.
	
Visual more videos, more exams.
One to one lessons with a beauty professional.

	
Pass rates, feedback from other beauty professionals including feedback from clients
	
6 months

	
Better business management skills

	
Study 
Enrol on course
	
Feedback
	
More clients.
Business expansion
	
12 months




[bookmark: _32hioqz][bookmark: _Toc120718932]2.4 Method used to monitor the development of self & another.

A Personal Development Plan is a living tool which is used to monitor and review, and track progress of an individual. These are often done annually in the workplace. There are normally 4 key stages to a Personal Development Plan 

What goals are you aiming for?
Without an idea of what goals you are aiming for, it is hard to offer a strategic plan on what direction to take to achieve them.
This initial stage requires a certain degree of honest self-analysis. What vision do you hold for your future? What goals would be significant to your career path? Prioritise these goals and remember to differentiate between short, medium and long term goals.

Weigh in on your current situation
Once you have clear idea of where you would want to be, the next step is to determine where you are at. Questions such as what competencies you have that play to your strengths, skills you need to develop in your chosen field, what resources are available that will allow you to build these skills and what are the threats that may impede your end goals are all a good place from which to start strategizing.  
A concrete actionable plan
What actions do you need to take to realise your identified goals? What resources are available to you and what would you need to address areas of weakness? 
For example, would you need finance to fund further independent, industry-specific training or how much time would on-the-job training take? Your plan of action should be centred on a reasonable timescale by factoring how long each objective will take to achieve.
Review your progress
Sometimes even the best laid plans don’t always go according to schedule. Undoubtedly a PDP is an incredibly useful tool in mapping out a successful future, however, it does take constant reviewing, reflecting and updating to keep your focus firm on what you want to achieve and the steps you need to take your career path to greater heights.  
Successful careers are launched with a carefully laid out plan and a proactive attitude. Without a clear path to follow, it is easier to become distracted and lose focus on your objectives.  This is where a Personal Development Plan offers the structure and management of your career progression.
[bookmark: _1hmsyys]https://www.topuniversities.com/blog/why-you-need-make-personal-development-plan
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Honey and Mumford Quiz Results JH.docx
Your learning style results

The highest score reflects your main learning style. If you have two equal scores please give both when asked.

Your scores

Theorist: 16
Activist: 12
Reflector: 18
Pragmatist: 14

Theorist: your score 16

These learners like to understand the theory behind the actions. They need models, concepts and facts in order to engage in the learning process. Prefer to analyse and synthesise, drawing new information into a systematic and logical 'theory'.

· Models

· Statistics

· Stories

· Quotes

· Background information

· Applying theories

Activist: your score 12

Activists are those people who learn by doing. Activists need to get their hands dirty, to dive in with both feet first. Have an open-minded approach to learning, involving themselves fully and without bias in new experiences.

· Brainstorming

· Problem solving

· Group discussion

· Puzzles

· Competitions

· Role-play

Pragmatist: your score 14

These people need to be able to see how to put the learning into practice in the real world. Abstract concepts and games are of limited use unless they can see a way to put the ideas into action in their lives. Experimenters, trying out new ideas, theories and techniques to see if they work..

· Time to think about how to apply learning in reality

· Case studies

· Problem solving

· Discussion

Reflector: your score 18

These people learn by observing and thinking about what happened. They may avoid leaping in and prefer to watch from the sidelines. Prefer to stand back and view experiences from a number of different perspectives, collecting data and taking the time to work towards an appropriate conclusion.

· Paired discussions

· Self analysis questionnaires

· Personality questionnaires

· Time out

· Observing activities

· Feedback from others

· Coaching

· Interviews
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		Jason  Hancock

Personal Profile





		

		

		I have worked as a driver for the past 30 years in various roles; Class 2 HGV Driver, 7.5 Driver, Forklift Driver, Crane Operator, Machinist.  I have primarily worked in the Steel Industry, but more recently freight and believe I have gained diverse knowledge and work experience to be an excellent asset to your team.



My key strengths are:

Class 2 HGV licence, CPC, digital tachocard

Self-motivated undergraduate with a positive attitude.

Comprehensive, up to date knowledge of driving regulations, work-place procedures and practices including Health and Safety guidance.

Excellent customer service skills with positive customer feedback.

Team-player with excellent communication, interpersonal and organisational skills in a variety of deadline orientated settings.

Seek out new responsibilities irrespective of reward and recognition.

Experience

Class 2 HGV Driver – DX Logistics – Present Date



Ensure safe delivery and collection of goods (freight).

Maintain expert knowledge and understanding of driving regulations.

Loading and unloading of goods. Weight, Dimensions etc.

Team player, excellent interpersonal skills with colleagues.

Offer exemplary customer service to customers, clients and suppliers at all times

Provide feedback and suggest possible actions to appropriate Team Leaders where challenges are encountered



Best Connections  – Sep 2019 – Jan 2021 

Class 2 HGV Driver / 7.5t Driver



Ensure safe delivery and collection of goods (parcels).

Team player, excellent interpersonal skills with colleagues.

Offer exemplary customer service to customers and clients and suppliers at all times

Provide feedback and suggest possible actions to appropriate Team Leaders where challenges are encountered



Credon Timber Engineering – March 2015 –  Sep 2019

Class 2 HGV Driver



Ensure safe delivery and collection of goods (timber).

Loading and unloading of goods. Weight, Dimensions etc.

Team player, excellent interpersonal skills with colleagues.



Rhys Davies Logistics – 2013 – 2015

Class 2 HGV Driver 



Ensure safe delivery and collection of goods (carpets).

Maintain expert knowledge and understanding of driving regulations.

Loading and unloading of goods. Weight, Dimensions etc.



Dyfed Steel – 1997 - 2013

Machinist 



Driving various cranes, manned and pendant

Operating Front Loader

Operating Forklift 

Shunting back and forth on yard.

Loading and unloading of goods. Weight, Dimensions etc.

Team player, excellent interpersonal skills with colleagues.



Education

University of Wales Trinity St Davids – Sep 2022 – Present Date

BA (Hons) Applied Leadership and Management in Skills for the Workplace.



Bryngwyn Comprehensive School – Sep 1986– Jul 1991   



References

References are available upon request.
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DX Shift Manager Vacancy.docx
Shift Manager

An exciting new Shift Manager opportunity at DX!

All about you

You will be friendly, hard-working and love the buzz of getting things done. We value team players and here at DX we are committed to providing our people with the technical and personal skills to progress their careers.

About us

We are a leading independent parcel, mail and logistics services company operating throughout the UK and Ireland delivering the important things in life. DX Freight provides next-day or scheduled delivery services for parcels and freight, as well as comprehensive logistics solutions, including warehouse management and the operation of customer-liveried vehicles. Our brand is what we do every day and our values set the tone for how we want our colleagues to go about their business of delivering the Delivered Exactly promise.

 

What will it feel like to be part of our team?

At DX, we know our people are our foundation of success. We are passionate about your career progression with us. We strive to develop and promote from within whenever we can, so if you want to develop your career DX will provide the training and the opportunities!

 

Role summary:

The Shift Manager role reports to the Operations Manager and is to lead and manage all aspects of the daily shift operation in a cost effective and productive manner. The Shift Manager will be responsible for ensuring that service is in line with Service Level Agreements and Key Performance Indicator targets. The Shift Manager will also effectively manage all colleagues on the shift to ensure all Customer expectations are achieved. 

 

Essential Criteria

· Previous experience in the mail or distribution industry.

· Previous experience in managing a team.

· Able to produce progress reports in a concise manner.

· Ability to work on own initiative and results driven

· Ability to identify problems and design deployable solutions.

· Always maintain a calm and rational presence, even when in pressured situations.

 

Benefits:

· Attractive rates of pay

· Holidays: 25 days + bank holidays

· Pension, Life Assurance, full uniform and other additional benefits 

We look forward to hearing from you!
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