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[bookmark: _Toc500943471][bookmark: _Toc57584227]Section 1: identifying development needs for myself and a Team Member
To develop both academically and in your personal work life, you need to be aware of how you learn to be able to move forward in both areas. Being able to identify your own learning style can be very beneficial, it will give you motivation when learning new things, you will be able to focus and learn more effectively.
There are many learning style questionnaires that can be found, I have chosen three questionnaires that can be used to help identify your own personal learning style. (Diouri et al.), Vark (2020) and Honey and Mumford (1986). These will help you to become an effective learner.



1.1 [bookmark: _Toc500943472][bookmark: _Toc57584228]Identify learning styles  
The Dantec Questionnaire was designed to help figure out your learning style. They say,
"If you're able to use your natural style, you're likely to find learning much easier and quicker”
It is a very simple questionnaire to complete, and easy to work out your results.
I completed the questionnaire and my results revealed I have three ways of learning.  Visual, Auditory and Kinesthetic.  These results make a lot of sense to me, I can adapt easily, but being able to know my own personal way of learning will help me organise my work appropriately. (See my results in Appendix A). I also completed the results for a team member and their results were Auditory Learner, working with this team member and a discussion about their preferred learning style, this result makes sense. If given verbal instructions the team member can complete the task well, when given written instructions extra time is needed, and mistakes happen. (See Team Member Results in Appendix A)

The Vark model includes four learning styles. Visual, Auditory, Read/Write and Kinaesthetic. The questionnaire consists of 16 questions with multiple chose answers, then the program calculates your answers to give you your results. You can also receive more than one result.
I completed the Vark questionnaire and had a Multimodal result. Visual, Read/write and Kinaesthetic, (VRK). 
	 
	Description

	Visual
	This preference uses symbolism and different formats, fonts, and colours to emphasise important points. It does not include video and pictures that show real images, and it is not Visual merely because it is shown on a screen

	Read/Write
	This preference uses the printed word as the most important way to convey and receive information.

	Kinaesthetic
	This preference uses your experiences and the things that are real even when they are shown as images and on screens.


 
Varks description about Multimodal (VRK).
“People with your preference like:
different formats, graphs, diagrams, maps, interesting layouts, space, notes, handouts, print, text, practical exercises, experiences, examples, case studies, trial and error, things that are real “
Again, this makes sense for me, I like to see what I need to do, I make a lot of notes and use them when doing my assignments.
I completed the same questionnaire with a team member and their results was Aural.

	 
	Description

	Aural
	This preference is for information that is spoken or heard. Making statements and using questions are an important for those with this preference.




After completion and a discussion about the team members results, we agreed that this was correct. When the team member is at their university class, they are a very active member when attending, asking questions, and getting involved with class discussions.
(See Appendix B for Vark Results for both myself and Team member)
And Finally, the Honey and Mumford (1986) Questionnaire, this consists of 80 questions with a Yes or No answer. And four different types of learners have been found. Activist, Reflector, Theorist, and pragmatist.
I am a Reflector. Honey and Mumford (1986) said this about Reflectors.
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, seen as those who perform well in the ‘MONITOR’ role above all else.
This rings true with me also, I like to sit back and listen and feedback later.
The team member results were Pragmatist.
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.
Speaking with the team member, they feel they relate to this also, they said they liked to discuss what is needed as it helps them work more efficiently.

(see Appendix C for results)
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[bookmark: _Toc500943473][bookmark: _Toc57584229]1.2 Simple techniques for identifying development needs 






	
SWOT Myself


	
STRENGTHS
Mangers Experience
Works well with others
Trustworthy
Works well under pressure



	
WEAKNESSES
Time Management
Improvement of knowledge in business
Procrastinating






	
OPPORTUNITIES

Working towards 1st degree, Cert HE skills in the workplace level 4
Applying for level 5
Own Business


	
THREATS

Money, security and support for myself and my family.









The weakness holding me back in developing vary, from time management, Knowledge in business and procrastinating call all be worked on and improved, to become strengths. The threat of having no earnings to support my family will push me to create new opportunities Like finding work or starting my own business.
I could use my strength in management experience to improve on my business knowledge to open my own business to take away the threat of no money to support me and my family.



	[bookmark: _Hlk511915604]
SWOT Myself


	
STRENGTHS

Management experience 
Customer service
Works well in stressful situations
Team Player

	
WEAKNESSES

Time Management 
Procrastinating
Improvement in business knowledge




	
OPPORTUNITIES

Applying for a liquor licence
Almost Finished My 1st Degree
Eventually move on to level 5
Own my own business 



	
THREATS

Money is important to me and my family’s security.








	
SWOT Team Member


	
STRENGTHS
Listens well to instructions
Barista Trained
Works well with others
Class participation 



	
WEAKNESSES
Time Management
Attention to detail
Lack of confidence





	
OPPORTUNITIES

Working towards 1st degree
Employment
Work towards my Dream job


	
THREATS

Lack of work
Money
Working flexibility due to class times










The weakness holding the team member back in developing also vary, from Time management, attention to detail and lack of confidence can all be worked on and improved with time and experience to become a strength. The threat of no work and no earnings will give the team member the drive to find a suitable job. And being open and honest with future employers about your studies will help them work around you.
The team members strength of listening well to instructions can help improve attention to detail and lack of confidence, this will help create new opportunities of employment. Which will take away the threat of no money and lack of work.


[bookmark: _Toc500943474][bookmark: _Toc57584230]1.3 Potential barriers to learning.
Life can become very busy for me, I work 20 hours a week, I am a single mother to a six-year-old diva, I have weekly chores, such as packed lunches, and daughter’s homework, I also have household chores to complete daily, like washing uniforms, cleaning, and shopping. I help care for my mother by doing her weekly shop and cooking meals for her. As well as finding time to study, attending classes both in person at the start of the year and moving to online due to the pandemic since.  
Speaking with the team member, I asked if they had any obstacles in their life what they do to overcome them. The Team Member is 19 years old, in their first year of university, first time living away from home, they attend classes full time, and they are a member of the university netball team. They also work part time. 
 


[bookmark: _Toc500943475][bookmark: _Toc57584231]1.4 How can these barriers to learning be overcome. 

I do not have a lot of spare time, and I struggle to manage my time effectively. To overcome this, I rely on help from my mother to look after my daughter to ensure I have quiet time to do my studies and complete my assignments. We have a running rota where my mother will look after my daughter the weekend my assignments are due to be submitted. This enables me to complete the final stages of my assignment, ready for submission.
When I sit to start studying for my assignments, I quite often find myself procrastinating, I found a technique that seems to work for me, I will sit back at my laptop and read the assignment guide from beginning to end to help inspire me to start my studies. My tutor is always available to answer any questions that I need help with.
It is important to me to have a happy work/study and life balance, so I ensure one weekend out of the month is dedicated to family time, no work, no study just family. We bake, and watch films and laugh. It is the best therapy for me.
The Team member struggles with time management like being late for work due to working in between classes, as attending classes is essential to the team members learning. We have discussed her lateness at work on a few occasions and have changed her working time to accommodate her getting to work and class on time. Learning to live alone has brought up some huge obstacles, cooking and household chores etc. After struggling for a few weeks, she finally asked her mother for some help, so each week she has a cooking lesson via skype. They will cook a meal large enough to cut up and freeze off, which also helps the team member save money. Being able to be flexible with work and earning money to help survive student life, to overcome this, the team member has given up her weekends to work, keeping her evenings free for studying and doing assignments.
The biggest barrier both myself and team member are continuing to overcome is the covid 19 pandemic. We are facing such uncertain times; learning has become more of responsibility for us students due to lock downs and social distancing. Classes are being held online, and a lot of group activities have been cancelled, sports are even struggling to continue due to social distancing rules. The ways we both are overcoming this are the same, we both have what’s app groups with our tutor and fellow students, we both use this to communicate with the class, asking questions concerning the assignment and have discussions etc.
I have continued online classes since the start of the pandemic and have found it easy to adapt to learning online, I have struggled being at home with the family and with my own mental health and the mental health of my family, having the weekly class gave me a focus, and the assignments some routine. Which helped me keep some routine within the family.




[bookmark: _Toc500943476][bookmark: _Toc57584232]Section 2: Know how to develop self & others to achieve organisational objectives


[bookmark: _Toc500943477][bookmark: _Toc57584233]2.1 Analyse learning/development.

To be able to continue learning and developing, attending classes is very important to be able to learn the material needed for the assignment. Being able to hear the information by the tutor and having class discussions with fellow classmates help you to understand and learn the material. The tutor has given us tools and is always at hand with guidance to give us the skills and knowledge to complete the assignment. We also have other ways of communicating, our what’s app group and Microsoft teams enables us to talk with our tutor and classmates when we are not in class, sharing knowledge and tips about our assignments, we even have a little joke to help lift our spirits.
Doing regular job appraisals, meetings with management and team members to feedback important information about job roles, important information regarding the business and one to ones can help improve the team members skills and improve my knowledge of running a business.





[bookmark: _Toc500943478][bookmark: _Toc57584234]2.2 Support mechanisms for the development.
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[bookmark: _Toc456901523][bookmark: _Toc57584235]Gilbert, A (2001)

Using the GO Mad make a difference tool by Gilbert, A (2001) can help to identify support methods for the development of myself and the team member.
[image: A picture containing text
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Johari Window Luft and ingram (1955)
The Johari window is a tool that can be used to examine your own behaviour in relation to yourself or other people around you.
Both these exercises can benefit both myself and the team member, then used correctly they can help you improve in both academic and work life.
(See appendix)




[bookmark: _Toc500943479][bookmark: _Toc57584236]2.3 Development plans 

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

	

Improve time management

	Get a daily planner to help sort tasks out for work and personal life.
	Support from management and family
	Completing tasks within the time scale set
	1 month

	
Stop Procrastinating


	Improve concentration skills, ensure all daily tasks are complete to free up time to complete my studies
	Support from work and family.
	Completing assignments in a timely manner
	After each module

	

Improve business knowledge

	Set up weekly one to one with management to learn new skills about running a business, complete CertHe skills in the workplace level 4
	Support from management in my workplace, support from my tutor regarding my course.
	Taking on more responsibilities within the business.
Each assignment pass
	1 month for work
November 2020

	Complete CertHe skills in the workplace Level 4
	Attend all classes, complete 6 modules and submit in time. Use Moodle and other tools provided.
	Support from my Tutor, fellow students, and family.
	Completing assignments on time. Feedback from my tutor and peers
	November 2020




Part 3: Personal Objectives




	Short Term Goals (next 12 months)

	Complete and pass level 4 CertHe skills in the workplace.
Gain as much knowledge about running your own business.

	Medium Term Goals (2-3 years)

	Gain more knowledge about running your own business.



	Long Term Goals (3-5 years)

	
Open my own business

	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

	

Improve time management

	Get a daily planner to help sort tasks out for work and personal life. Speak with potential employers about flexible start and end times
	Managers in my workplace, tutors, and fellow students
	Completing tasks within the time scale set
Feedback from my manager
Feedback from my tutor
	1 month

	
Attention to detail


	Improve concentration skills, ensure all daily tasks are complete, ask for further training 
	Support from my manager.
	Feedback from manager
	1 week

	

Lack of Confidence.

	Improve concentration, one to one meeting with manager
	Support from management in my workplace. Support from my university
	Feedback from manager and tutor.

	Weekly

	Complete and pass university course
	Attend all classes, complete 6 modules and submit in time. Use Moodle and other tools provided.
	Support from my Tutor, fellow students
	Completing assignments on time. Feedback from my tutor and peers
	June 2021



Team members Personal Objectives
	Short Term Goals (next 12 months)

	Complete university Course
Employment

	Medium Term Goals (2-3 years)

	Continue in Further education



	Long Term Goals (3-5 years)

	Dream Job



Both myself and Team member completed a Personal development Plan (PDP). This tool is a great way of planning where you want to be and how you can get there. It is a detailed action plan to further yourself and team members in your career. Using this method can help you keep track and monitor your personal development.

[bookmark: _Toc500943480][bookmark: _Toc57584237]2.4 Monitor the development.

To be able to monitor my own personal development I have asked for monthly one to ones with my manager, the main objective of this will be to reflect on my PDP, I will also have the opportunity, to amend my PDP or add new goals, and I can see if I have improved in my career. How well I have done with the tasks given, and what I can improve on going forward. Feedback from my tutor can also be essential to my personal development.
We have set up the same plan for the team member to have one to one’s monthly to reflect on their PDP and could update their own PDP. Feedback from their tutors can also be beneficial to their personal development.






[bookmark: _Toc500943481][bookmark: _Toc57584238]Section 3: Know how to prepare for the recruitment process 


[bookmark: _Toc57584239]Reflection 
[image: ]
Gibbs (1988)
The Gibbs reflective cycle enables us to reflect on previous occurrences and learn from them.
[bookmark: _Toc57584240]3.1 Description

Applying for jobs can be long and tedious, Employers have different recruitment processes, so when completing application forms, it can either be repetitive or time consuming. And that is before you get to the interview stage. This is part of the recruitment process; the employer will be able to see who took the time to complete it correctly to move on to the next stage. Other employers ask for just a CV. A CV is a short, detailed report that can showcase what you got to a potential employer. (See Appendix D for My CV)
Searching for a job can be simple with access to the internet, I used Google to apply for a job I was interested in and to help improve my personal development. Google then sent me direct to a job site called Carahee, here I sent my cover letter relevant to the job applied for, and my CV. (See Appendix D for my cover letter)
The job entails a step up in responsibilities which interests me very much, to help me improve my knowledge in the industry, the salary was good and the easy and quick way of applying was a bonus.
[image: Graphical user interface, text, application, email
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[bookmark: _Toc57584241]3.2 Feelings
I Personally think that having the opportunity to send your CV, is the best way to highlight your knowledge and skills in your desired career. You have a chance to show your personality in the way you communicate your written skills. You can show your potential employers what they are looking for is you. This gave me a sense of confidence when applying for this position, I felt I had the right skills needed, and highlight them.





[bookmark: _Toc57584242]3.3 Evaluation

Going through the motions of searching for jobs and applying can become exhausting, both mentally and physically, however when applying for this job, with how quick and easy it was made the experience refreshing, giving me the confidence to keep searching and applying for suitable jobs. While I continue to work on my PDP this has also given me the confidence to take the next step in my journey.




[bookmark: _Toc57584243]3.4 Analysis

With the company keeping their recruitment process simply, it gave me the confidence to apply and send my Cover Letter and CV over to them. I received an email a few days later asking me to be available at a day and time of their choosing. This made me uneasy due to my current commitments, however I managed to sort them and made myself free for the telephone interview. During the interview I found myself thinking about their demands and asked them about it, I explained my commitments to them, and they understood and explained it was just for the interview process and was impressed that I asked if that was a company policy to be available and a moment’s notice.


[bookmark: _Toc57584244]3.5 Conclusion
The whole process of researching, applying, and attending an interview gave me more of an understanding about myself, even though I am eager to improve my personal development, I have important commitments that I must factor into my career life, being open and honest about my family life to a potential employer is a value that I will continue to use for future jobs.




[bookmark: _Toc57584245]3.6 Action Plan

Going forward I will continue to monitor my own personal development by doing my PDP on a regular basis, amending, and updating with new goals. Gibbs (1988) is a tool I feel comfortable using to refresh me if I feel lost.
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Team Member results
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Lianne Davies
Home Address: 41 Heol Deva, Cardiff, Wales CF5 5NA  
Home: 029 20 319513 
Mobile: 07961522111



Summary
[bookmark: _Hlk45192868]I have a strong focus for driving company growth and revenue in a fast-paced and competitive climate. I am a Flexible problem solver with a positive attitude, successful at juggling multiple priorities while delivering superb customer service with a smile. Computer-savvy and organised with strong attention to detail.

· Hospitality background
· Front desk experience
· Courteous
· Computer Knowledge
· Team Building
· Customer relations
· Service-Orientated
· Diligent
· Efficient	

Most Recent Work
Part Time Manager 06/2017 to 05/2019
Kappuccino’s LTD – Cathays, Cardiff.
Duties
· Responsible for day to day running of business while on shift.
· Responsible for opening or closing on shift.
· Responsible for buffet, sales, order completion and Payment.
· Training of all Team Members on food spec, Hot Drinks, and handling money.
· Health and Safety Training for Team Members
· Handled understaffing, disputes, terminating employees and administering disciplinary procedures.
· Increased Revenue and profits through sales and relationships with local businesses and regular customers.
Kappuccino’s Was sold in May 2019 and taken over by Metchy’s Café LTD
Part Time Manager 05/2019 to ongoing
Duties
· As Above

Work History
Team leader, 01/2010 to 10/2015
Premier Inn – Cardiff City Centre, and Pencoed, Bridgend.
Duties
· Increased hotel revenue, profits and market shares through sales and relationships with companies. 
· Trained all staff in handling sale opportunities.
· Developed departmental objectives, work schedules and budgets. Ensuring all staff had sufficient training, individual jobs to ensure objectives were being met.
· Health and Safety, to ensure safety of both staff and guests. 
Led a comprehensive safety training for all staff members.
· Handled understaffing, disputes, terminating employees and administering disciplinary procedures.
· Audited workplace, employee and management policies and procedures.
· Shadowed employees to determine an accurate description of the duties and skills required for each position.
· Coordinated and conducted new hire pre-interviews.
· Reviewed and confirmed that all final paid hours corresponded   with timesheets.
· Attended all managerial meetings, conferences to stay up to date on aspects of the business.
Reason for Leaving: Became a Single Full Time Mother.
Head housekeeper, 11/2009 to 01/2010
St Mellon’s Hotel and Spa – St Mellon’s, Cardiff.
Duties
· Improved customer service ratings by ensuring all bedrooms were cleaned to the highest of standards.
· Recruited and trained new members of the guest service team.
· Greeted and welcomed all hotel guests with a smile.
· Accommodated guests' requests for items forgotten and or extras for their room.
· Resolved service-related problems in a timely manner.
· Solicited feedback through questionnaires to evaluate levels of guest satisfaction.
· Attended daily, monthly, and quarterly meetings to stay up to date on the day to day running of the business.
Reason for Leaving: Job promotion, Increase pay.
Previous works 
Housekeeping Supervisor 2001 to 2004, Conference and banqueting Supervisor 2004 to 2007 Holland House Hotel, Cardiff.
Public Area Cleaner, Room Attendant, Laundry Attendant, Housekeeping Supervisor 1998 to 2001
Education
GCSE’s and an Active member of the Athletics’ and Netball Team.
1994 to 1998
Glyn Derw High school - Ely, Cardiff.
Diploma in Performing Arts 1998 to 1999
Willows High School, Tremorfa, Cardiff
Level 2 in Food Hygiene 2019
CertHe Skills in the workplace 2020 to ongoing
About Me

I am a talented, ambitious, and hardworking individual, with broad skills and experience within the hospitality industry. I am adept at handling multiple tasks competently and working well in high pressured situations. 
One of many key strengths I have is communication; building strong relationships with people, to deliver the best results. 
I am currently enrolled at University of Wales Trinity Saint David, working my way towards completing my course CertHe Skills in the Workplace Level 4.
Cover Letter
Lianne Davies
41 Heol Deva
Ely 
Cardiff
CF5 5NA
Lianne34davies@gamil.com
07961522111
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Dear Sir,
Re: Restaurant Manager (Ref: Google)
I am writing to express my interest in the above vacancy, which I was thrilled to see posted in the Jobs section on Google.
As a senior professional in the hospitality and catering sector, I have experience in providing the very best customer service with excellent interpersonal skills and a proven ability to cope under pressure. Having a held a few deputy managerial positions at both chain and private restaurants and the hospitality industry, I feel I am more than ready to make the step up to the role of Restaurant Manager and make a significant difference to the restaurant’s bottom line, having experience in sales should suit this position.
This position enables me to combine my two biggest passions in life, which are food and business. I have excellent management skills and have managed a team of up to 60 staff members in a previous job as a Conference and Banqueting supervisor. My in-depth knowledge of business operations and marketing make me the ideal person to be running a successful restaurant. Additionally, I have experience in planning menus, ordering supplies, training new employees, and dealing with customer questions and complaints.
Please find attached a copy of my CV for a more in-depth look at my work history. If you need any additional material or have any queries regarding my application, please do not hesitate to get in touch. Thank you for this opportunity and your consideration.
Yours sincerely,
Lianne Davies 
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