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Induction 
 In this assignment I will be talking about how learning their different learning styles are and how they are used in the workplace whilst reflecting on myself and a colleague.  
In the first section of the assignment, I will use my own learning style and a learning style on a work colleague and compare how different learning styles work for each person. We will also be looking at different development needs for me and my colleague and what barriers are currently holding us back and how we can overcome these barriers and what tools we can use to help.  
I will also discuss the recruitment process and my firsthand experiences with this, discussing the process and evaluating previous interviews I have attended from my point of view and the employer.  

1.0: Identify Learning Styles for me and other 

There are different learning styles in which everyone can identify what style suits them. These are Vark learning (1987) Honey and Mumford (1982) and the Kolb learning cycle (1984) and Dantec. The Honey and Mumford learning style is based on Kolb’s work. There are four different learning styles within Vark and Honey and Mumford, in which a person will prefer one or sometimes even two. Your learning style can be identified by completing a questionnaire for each theory.
  
Charles Saunders Peirce (1839-1914) was the founder of American pragmatism, after 1905 he was known by Peirce ‘’pragmatism’ ’to differentiate his views from those also being labelled ‘’ pragmatism’’. 
Firstly, I completed the Honey and Mumford questionnaire. My results showed that I was a pragmatist. A pragmatist is someone who prefers to listen and to use words rather than tools.  
Then my colleague completed the questionnaire in which they identified that they are an activist. By being an activist, it identifies that they prefer to learn by ‘having a go’ or pursuing something without preparation. Myself and my colleague agree with the results and are comfortable with our learning styles.  
Another module in which my college and I undertook was VARK (Flemming,1987). Both myself and my colleague identified that we have a strong kinesthetic learning preference and again we both agree with the results.
 
When researching and identifying which learning style suited me, I found a method “Go Mad” (Gilbert and Chackrovaity, 2001) that was helpful in my learning style. The structure they used to learn appealed to me a lot and had a more positive approach when writing down your goals.  

1.1 Techniques for identifying development needs for myself and others.
 
I will use a simple technique to conduct a swot analysis (Lewis and littler 1997) to identify simple development needs for myself and a colleague. Swot is an anagram for Strength, Weakness, Opportunities and Threats. 








My personal SWOT Analysis 

	Strengths 
	Weaknesses 

	· Good listening skills 
· Quick learner 
· People person 
· Punctual  
· Reliable  
· Team Player  
	· Doubt myself and ability  
· Not confident in myself 
· Speaking in groups or public speaking 
· Too eager to please 
· Impatient  
· Written communication 

	Opportunities 
	Threats  

	· Career progression 
· More responsibility  
· Opportunity to earn a higher salary 
	· Do not drive 
· Lack of qualifications  
· The global pandemic 


  
By looking at my Swot Analysis there are many ways I can turn my weaknesses into strengths. Many of my weaknesses can be identified and converted into my strengths, for example being impatient. By being impatient it shows I like to get things done quickly and efficiently.  
From my weaknesses I doubt myself and my ability too much even though what I have said or done is correct or I have completed the task previously without issues. I like to people please because I worry about others and what they will think of me and do not want to upset anyone. I also get nervous talking in large groups or meeting new people because I mumble and get my words muddled up where I try and speak too fast so the situation or position, I am in ends sooner. I struggle to write professional emails and letters. Previous jobs have always been hands on and not computer based so my experience in this field is limited, to overcome this I need to ensure I take my time and proofread my work. I need to ensure I am using the tools provided to me such as spell check and the grammar checking tool on the computer.  

The way to turn these weaknesses into strengths is to believe in myself and the job I am doing and reassure myself rather than waiting for others to do so. Regarding talking to others and large groups I need to start talking more, getting involved and participating in group conversations more and to be more confident. I can also write notes and plan what I need to say beforehand if the situation allows, such as in planned meetings or training days in the workplace. I need to ensure I check my work if if paperwork is involved and that my spelling, punctuation, and grammar is correct. By gaining all these strengths this could lead onto bigger and better opportunities and by being confident and showing I can use my own initiative without having to double check it can lead to progression and development within work such as manager roles. 











My colleagues SWOT Analysis 
 
	Strengths 
	Weaknesses 

	· Trustworthy 
· Creative 
· Organized  
· Friendly 
· Assertive 
· Empathetic  
	· Networking  
· Self-conscious 
· Communication in writing  
· Time management  
· Confidence  

	Opportunities  
	Threats 

	· Chance to meet new people 
· Opportunity to gain knowledge  
· More responsibility  
	· Self-doubt  
· Travel  
· Family ties  


  
After analyzing my colleagues SWOT analysis, they can turn their weakness into strengths by arranging to do things with people they feel comfortable with to build their confidence. When they have things planned and organized, they can ensure they have everything ready prior or even the night before to ensure they are on time. Some of their weaknesses can lead to threats as if you turn up late to work it could lead to loss of job as they are not punctual or having other more important commitments in their eyes such as children can cause them to be off work or not as reliable as others.  

1.2 Identifying barriers to learning 

	 
	                     Barriers 
	                 Remedies 

	                Myself 
	· Doubt myself 
· Work commitments  
· Unable to drive  
· Confidence  
	· Research the job or task  
· Plan ahead and ensure annual leave can be used for other commitments 
· Arranging transport ahead of time 

	                Colleague 
	· Family  
· Time management  
· Financial  
	· Arrange times to meet when not busy or children are in school 
· Always plan ahead 
· Consider a job with extra income 


 
I have identified my barriers and identified that especially around my work commitments other opportunities can be hard, especially with the university course too. Because I must study and complete assignments whilst working a full-time job it can be difficult to find the time. I also work different shifts so I cannot have the same routine, and this could affect me not just mentally, but it can also be physically draining. Another barrier that I have is I am unable to drive, I rely on public transport or my partner to drop me off, this can cause difficulties as sometimes buses are not reliable, or my partner is working as they also work full time. This can cause me to either be incredibly early or sometimes late the things. My final barrier is that I doubt myself too easily and I am not confident even though I could be right, I still need assurance from a colleague or my manager. 
As the table shows my colleague also has a few barriers they struggle with. They have young children and a family; working can make it difficult to arrange time to spend with family due to long working hours you need to ensure you have an excellent work life balance. However, this can lead onto their financial barriers as they need to ensure they spend time with their children, but it can mean they miss out on hours at work creating less income. They also struggle with time management, in order to ensure they are on time they can plan ahead and be organized they can make sure everything such as their uniform is ready the night before. 

1.3 - Development options 

In learning there are many barriers to overcome, but there are ways in which my colleague and myself can overcome these.  

Often speaking about your barriers to an outsider can be beneficial because they can tell you the truth without having concerns they may upset or hurt you or cause a rift between your relationships. Within the workplace getting feedback can help overcome barriers and to encourage development by having regular performance reviews, this gives an opportunity to discuss positives, what needs to be improved and any concerns you may have. There are also many ways the university can support you with your assignments and classes, your tutor is available on the phone via text message when not in class. 

My personal barriers which I think are holding me back from my progress and life goals are trying to get my Rota from work at least a few weeks ahead so I can arrange to meet up with family and friends and have time to complete my university course. Another barrier which I need to overcome is to learn to drive because it is just not convenient having to rely on public transport or others. It opens so many doors you can travel further for your dream job and be more flexible with hours and going in on short notice. By attending university my employer would also benefit from this also overall due to the qualifications gained and my knowledge built. 

When talking to my colleague about their barriers and how they can overcome them I suggested they set multiple alarm clocks, or they get up earlier to prepare themselves for the day. Alternatively, they could speak with their manager to swap shifts at work with another member of staff to best fit their needs. 

1.4 - Identifying Support mechanisms  

By identifying the areas that need development there are many ways myself and my colleague can get support from home life, work life and university. 

With my own support mechanisms, I can receive support from my family and friends as well as work colleagues and my tutor. If I felt I could not discuss my barriers with someone who knew me self-help books and online forums are available to help and suggest ways I can overcome this. I struggle with assignments so another support I could get is from my tutor or the books provided, and notes taken during the weekly classes. Whilst working the best way to get feedback from the employer is to get appraisals or have a review. They can give you support and advice and push you in the right direction that you want to go. 

My colleague has also many support mechanisms they can turn to for instance they struggle with time management so they can ask family to contact them to ensure they are ready, or they can try to plan ahead of time by looking up earlier bus timetables which they can find online. Also, with financial barriers there are people who can help you with money such as family or the government, or if you do not have enough income from your job, you could discuss increasing your hours where possible. 

1.5 Development Plan for myself 

When looking into my SWOT analysis (strengths, weaknesses, opportunities, and threats) I have created a personal development plan (PDP) for myself where I have noted my threats and how this can be turned into more opportunities. For example, developing my confidence can lead me to more opportunities within work such as a promotion and socially making more friends and attending more social events. There are areas I wish to develop over time, and I have set myself target dates as seen in my table below. 
 
My smart objective: 

	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 

	Develop my confidence  
	Push myself to attend events I would not normally do such as group meetings on a topic I am interested in where it gives me the opportunity to meet new people and talk to them.  
	I will need access to a diary and a forum where events are published. 
	Set a target to attend X amount of events over a period of time.   
	May 2022 (Date of my wedding as I will have to do a speech in front of 110 people) 

	Learn to drive 
	I need to ensure I save money and contact local instructors for their availability and costs  
	Access to a computer to research local driving instructors and to open a savings account with my bank 
	Ensuring I put savings away monthly and setting a total target to reach. 
	December 2022 (have lessons arranged by this date) 

	Develop my communication skills both verbally and written 
	Complete additional training and courses either online or in person 
	Access to the computer or discuss with my tutor what is available within the university  
	Review my work weekly to see what requires improvement  
	June 2022 

	Money management 
	I need to set up a budget with my monthly wage and have a savings account 
	Open a savings account with my bank 
	Ensuring I budget and put savings into my savings account every month 
	June 2024 (with the aim to have a deposit for a house)  


 




My personal goals: 

	                                                        Short term goals (12 months) 

	Within the next 12 months I want to gain my first qualification from university in professional career development and to get married to my fiancé. 

	                                                      Medium-term goals (2-3years) 

	Within 2-3years, I want to have gained my qualifications and honors degree from the university in professional career development and with that I would like to be promoted within the company I currently am employed with or move to another managerial job. I also want to have brought my first home and to have learnt to drive. 

	                                                            Long term goals (3-5) 

	Within 3-5 years I would want to open my own local independent business within the hospitality trade. I would only be able to achieve this by doing the 3-year university course and using the knowledge of the hospitality business that I have worked in for 16 plus years. 

	 


 
1.6 Monitoring progress of development 

There are a variety of methods you can use to monitor your development; however, we have used the personal development plan approach. By creating a personal development plan, you can monitor your progress not just for a short term but for a long term too. You can ensure you are reaching your targets and goals set by yourself in a realistic timeframe.  

By creating my personal development plan (PDP) you can observe how your goals are progressing weekly, monthly, and yearly. You can do this by using a smart objective, not only can you use this to keep track of your goals, but you can also see if there is something you are struggling with and rectify it. These plans are not always set in stone, and you have the opportunity to amend and change as time goes on if you feel there are problematic or unrealistic targets as often unexpected things can occur. 
 
My workplace has a 4-week 6 week and 12-week review in place for new starters during their probation period. This is for the management team to discuss your performance and any improvements needed. It is also beneficial for you as a staff member as you can discuss your concerns and decide whether you feel comfortable in the role and at the workplace. The reviews are good to establish whether you are enjoying your job and whether the management feel you are suitable and competent.  

My colleague who has been with my company longer than myself would have had the same reviews in place during their probation, however once probation has passed, and you have been offered a permanent position you then have yearly reviews. These reviews are in place to ensure the same level or standards are kept and identify any new development opportunities which many have arisen such as progression within the company. It is also an opportunity for my colleague to discuss any concerns they have, if any. My colleague can also create their own SMART table to identify their own goals and make their own targets to reach these.  
 
2.0 Reflection of the recruitment process 

Interviews can be nerve racking and you can often feel nervous and overwhelmed, on the other hand it is also exciting making you feel one step closer to your goal. It is important you prepare before you attend the interview, it is vital you research the company and the role you have applied for. You need to ensure you read and are familiar with the contract details for the role you are applying for, so you are aware of the hours, and whether the position is permanent or not. It is important the night before you have any information or documents they requested, and your outfit prepared. When attending the interview, being presented well is a key factor as you get 3 seconds to make an everlasting impression “first impressions count”.  

Some job applications are a lot more detailed than other jobs. When applying for the council or the civil service for example they require a lot more information and a lot more background checks are required in comparison to applying for a job at a local supermarket. Vacancies that require more information can be time-consuming and often take a few days and are more difficult to complete.  
Most employers now prefer a copy of your CV rather than completing their own application form, therefore it is particularly important your CV is up to date and professional. On the other hand, if an employer does wish to use the application form process it is essential when planning an application form not to be too long winded and does not include questions which are not essential or relevant to the position advertised.  

I have recently, within the last couple of months, started a new job role, I applied using a recruitment website as they have my CV on file and were offered an interview. I was contacted directly by the employer rather than a third-party agency; this made the interview offer more personal and the company saw fit that I worked their rather than a third party assuming this. As mentioned above I ensured I researched the company, had answers ready for general interview questions and practiced these with my partner beforehand and I ensured I was knowledgeable about the role I applied for.
  
I was slightly anxious before the interview as I discussed above, I am not confident with people I am not familiar with, and I was unhappy in my previous I really wanted this opportunity. I ensured I knew where the building was beforehand and left with plenty of time, so I was not late. I arrived and was approached by a member of staff. I explained I was here for an interview, and they asked me to wait in the lobby whilst they got the individual interviewing me. The manager came and introduced themselves and took me to the restaurant where I was interviewed where they asked me a few questions about my experience and offered me a trial shift for the following week. I left feeling positive as I was offered a trial shift and keen to impress.  

I attended the trial shift the following week, again before this the anxious feeling came back but I ensured I was prepared the night before and my clothes were ironed and ready. When I attended, I was greeted by the manager and spent the next few hours shadowing her, dealing with customers, and being shown the basics of the system and how to use it. After this shift they offered me a position within the company which I gladly accepted.  

Looking back on the interview process I need not have been anxious; I have experience and know my knowledge and background would be an asset to the company. I should have had more confidence in myself as I do believe they could sense I was feeling anxious when I arrived and was greeted by the staff member and introduced to the manager. However, I was extremely happy to have been offered the job despite not having experience in the position applied for and not being as confident as I should have been.  

If I had not been offered the position, I would have requested some feedback so I know what I can approve on for any future jobs applied for. Feedback is vital for development and giving people the chance to change and approve on their downfalls.  

My reflection on the recruitment process is, sometimes it works and is successful and sometimes it is not. The way that the process is carried out can sometimes be unfair. 

Many times, I have filled out an application form and completed the section where I am from, and this has gone against me because of the area I live and was brought up in. The area has had a bad reputation which people judge me for before knowing me. 

 I have also had a few telephone interviews and have not been successful for a second interview or given the job. But how can a company base their decision over the phone? This is evidence that telephone interviews and job applications are unfair as you cannot get to know someone's true personality over the phone. As a successful candidate you should be given the opportunity to give a great first impression by a physical interview where the employer can get to know you on a more personal level. Over the phone it can be difficult to build a rapport with the interviewer and gives you less time to sell yourself as with my experience phone interviews are much shorter.  

I understand in some cases you can be more confident on the phone and prepared. As you are not face to face with the interviewer it can make you more at ease and feel more confident as you can keep your research on the employer and job role in front of you. Also being in your home environment can increase your comfort level.  

Telephone interviews are easier to arrange, especially if you are already in employment as it requires less time by eliminating travel to the interview location. However, this can be an opportunity for potential employers to establish the best route and transport to their potential new job and help the interviewee also decide if it is feasible to travel too daily.  

In the hospitality industry (the industry I have worked in for the past 16 years) they often do group interviews when there are a number of vacancies available. For the employer this is a fast and effective way to fill a number of positions, however the interviewees it can feel more of a competition, and it can be difficult for some personalities to come through, typically the loudest Candidates dominate group interviews. Regardless of who dominates the room everyone has less time to sell themselves and group interviews can also be impersonal. Any personal questions the interviewer may wish to ask can be harder to do in a group interview and the interviewee may not feel comfortable giving their best response Infront of other candidates they do not know.  

Group interviews, however, allow the employer to see how you interact and present yourself around people you are not confident with or have a relationship with. It also gives you the opportunity to show how you work within a team and depending on the job role applied for your leadership skills. 
In conclusion, interviews are essential to growing a business and ensuring the best staff are employed for the job role available.  
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Appendix A
No application form was required for my current role.

Appendix B 
CURRICULAM VITAE: Nathan Moon 

Personal Details 
Address: 439 Cowbridge Road West Cardiff CF5 5TF 
Telephone Number: 07927167451 
Email: nathanmoon23@hotmail.co.uk 

Personal Profile 

I am hardworking and sociable. I was on the Princess Trust and Fairbridge course in Cardiff where I achieved a City and Guilds. By doing these courses I learnt various skills such as teamwork and navigation skills I also gained qualifications in different areas.
 
Skills Summary 
· I can adapt quickly into new environments 
· I am willing to learn new things.  
· I work well independently as well as part of a team  
· I can use my own initiative.  
· I have excellent communication skills  
· I am able to work under pressure in busy periods. 

Career History 

GP Caterers- Pillars Cardiff Supervisor- August 2017 til present  
I returned to the company after being offered a supervisor position. My responsibilities here included meeting and greeting customers, taking orders and serving them, opening and closing the tills, handling the money, cashing up and doing banking at the end of a shift. Furthermore, I am responsible for opening and closing the restaurant, running shifts and delegating jobs. I must speak with suppliers to ensure we are getting the best pricing and place orders in line with the restaurant's needs. I must ensure all invoices are paid on time and the paperwork is up to date and completed. 

Village Urban Hotel Cardiff Team Leader/ Assistant Manager December 2015 til July 2017:  
My responsibilities here include managing a large team and running conferences, weddings and large parties. I must ensure all party organizers are greeted, the rooms are set up to their liking and throughout the night everything runs smoothly. I delegate jobs to the team, handle money and cash up at the end of the night. Twice a week I take on the role as the hotel manager and have to ensure all problems that arise are dealt with in a timely manner and the guest is reassured and left happy. 

Frankie and Bennys Cheltenham Server July 2013 til September 2016:  
My responsibilities here include meeting and greeting customers, taking them to their seats and taking their orders, ensuring I offer everything available. I handle the money and make payments from the customers. I also work on a bar where I make a variety of drinks from cocktails to coffees. 
 
GP Caterers- Pillars Cardiff September 2007 til June 2013:  
My responsibilities here included meeting and greeting customers, taking orders and serving them. Three times a week I assist the head chef and help prepare the meals. During my time here I became a cashier where my responsibilities involved opening and closing the tills, handling the money, cashing up and doing banking at the end of a shift. 

Education 

Michealston Community College 2001-2007  
Maths 		 Geography  
English 		Religious Studies  
Science 		         Physical Education  
History  
 
Where I received all C and above at GCSE level. 

University of Wales Trinity St Davids October 2021- Present  
CERTHE skills for the workplace 

Interests 
I enjoy socializing and watching sports and meeting new people. I like to cook for my friends and family as well as going on rides on my scooter in my free time. 

References 
Available on request. 
 
 
 
 
 
 
 
 
 
 
 
 
 










Appendix C

Cover Letter 

To Whom this may concern, 
I am writing to apply for the vacancy for the position as the Front of House Receptionist at the Copthorne Hotel.
I am currently working as a restaurant manager within the hospitality sector. I have excellent communication and problem-solving skills and I am able to work well during busy periods and under pressure. I work well within a team but can use my own initiative. 
I am looking for a new challenge and opportunity to progress within a well-established company. My experience dealing with the public and working within and managing a strong team would be a great assist for any team and this role. 
If you have any questions, please do not hesitate to contact me. 
I look forward to hearing from you. 
Kind regards, 
Nathan Moon

Nathan Moon- BMSK005- 2107645
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