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[bookmark: _1ci93xb][bookmark: _Toc152333787]Section 1: Know how to identify development needs
[bookmark: _3whwml4][bookmark: _Toc152333788]1.1 Identify learning styles for self and another 
In order to identify and compare learning styles for myself and a colleague, Georgina, I conducted thorough research which led to Honey and Mumford theory (1986) which was created by British organisational psychologist colleagues Peter Honey and Alan Mumford, who building on David Kolb's (1984) earlier work, developed a widely recognised model of learning styles that divides individuals into four basic categories after meeting in 1970’s. They are well-known for their contributions to management learning, specifically their learning styles model, Honey and Mumford. 
Kolb defines learning as a four-stage process that includes real experience, reflective observation, abstract thinking, and engaged investigation. Whilst Honey and Mumford agreed on the cyclical process, they argued that most individuals the direction a particular phase of the learning cycle. As a result, they created four distinct learning styles. These are categorised as follows: Activist, Reflector, Theorist, and Pragmatist. Their learning styles questionnaire is designed to collate and group individuals via characteristics into the learning style categories. 
Activists are identified by their desire for hands-on experiences in which they actively engage with new ideas and circumstances. Reflectors, on the other hand, like to watch and contemplate before acting, frequently striving to comprehend the underlying ideas. Theorists like analysing and collecting knowledge into rational frameworks, whereas pragmatists favour practical application and experimentation. 

The emergence of several learning styles in recent years has drawn greater attention to the concept that individuals learn in a variety of ways and that one technique to teaching does not work for all or even most people. Styles such as Fleming (2001) who abbreviated four learning styles into VARK. VARK stands for Visual, Auditory, Reading/Writing, and Kinesthetic, and it represents Neil Fleming's learning style approach. Individuals are categorised using this model based on their processing information ability via visual aids, aural methods, reading and writing activities, or kinesthetic experiences. Understanding a learners VARK style may assist in adapting learning techniques to enhance their experience. 
When assessing personal learning styles I completed questionnaires such as Honey and Mumford, Dantec and VARK (Appendix C) along with her colleague Georgina to enable them to assess their own learning skills. Both completed their questionnaires individually and complied their answers together. 
Personal Assessment – Kirsty Rees 
I am Kirsty Rees, 35 year old. Applied Leadership and Management student, mum to two children. Full time employed by Welsh Parliament in a communications and development role. Prior to University education my education experience was sadly very little. Comprehensive School wasn’t the best experience for myself, I struggled to apply any learnt knowledge during examinations and although had committed to studying for examinations I only achieved 5 GCSE’s grade A-C. Upon leaving comprehensive school whilst deciding next steps (educationally and life) I undertook summer work within the legal field and what had been expected to last 6-8 weeks employment resulted in me completing 10 years employment within various roles at the local legal firm before securing employment within my current position. 
When evaluating my learning strategies, I studied the styles briefly and tried to anticipate where I would be after completing the surveys. The outcomes and my expectations differed. Using the Honey and Mumford technique I appear to be a ‘Reflector’ learner which according to FEDA (1995) and Reiff (1992) a reflector learns by listening and sharing ideas, group work and discussions, researching and reviewing and standing back from events and observing. This I tend to agree with, I work best in a group and am able to participate in discussions (when my confidence allows, see SWOT) I am known to ‘step back’ or remove myself from a tense environment when trying to complete complex pieces of work and often find a solution upon returning to said task. Reflectors are reported to become involved directly from the outset then later reflect on the experience, is concerned about others feelings and harmony. This is very accurate, I certainly worry too often about others feelings in the workplace than my own and feel this could negatively affect my personal development. 
My Honey and Mumford scores were particularly close – 
Reflector – 17   Theorist – 13    Pragmatist – 13    Activist – 4 
Upon reviewing theorist and pragmatist characteristics they are similar to those listed on the reflector preferences. Both highlight a ‘Hands on’ experience, looking at solutions from various perspectives and thoroughness. 


Colleagues Assessment – Georgina Price 
The author supplied their colleague with the questionnaires of Honey and Mumford and VARK. They requested Georgina to complete the questionnaire alone and they would collate the answers together. 
[bookmark: _2bn6wsx]On completion of the Honey and Mumford questionnaire it appears Georgina is a ‘Activist’ after observing her in during my employment and in our personal lives I agree with these findings. Georgina is often the ‘risk taker’ In our office and is proactive in getting things done. Her preferences to learning is to learn on the task, the disadvantages of the activist learning style is the sometimes jumping into the task too quickly, lack of attention to detail and the inability to delegate tasks. These are issues they had both expected to impact her learning but did not expect the results to be so accurate.  


[bookmark: _qsh70q][bookmark: _Toc152333789]1.2 Use a simple technique for identifying development needs for self & another

Personal and employment Background – Kirsty Rees
I am currently 35 years old, having left education for employment at 16 years old I had never considered returning to any kind of education, let alone university. I have two young children, one with additional needs. My aim is to become a team leader / office manager. Whether that be within my current employment at the office of an elected Senedd Member or otherwise. I feel I have the correct skills to successfully lead a team and enhance a teams development and abilities. 
There are concerns my young family life impact on my ambitions but with the correct support and dedication I am determined to achieve my ambitions. My confidence, or lack of, could also be a factor that is of concern when considering my personal development. I have worked in office environments for all of my working career and have experienced a variety of office managers, these experiences have helped shape the kind of leader I aspire to be. 
In order to fully understand and assess my development I applied my concerns through a SWOT analysis. SWOT analysis is a strategic planning technique that helps identify and analyse an individual's internal strengths and weaknesses, as well as external opportunities and threats in the workplace. It may, however, be used for personal growth to gain insights into a person's present situation and potential for growth. 





	[bookmark: _3as4poj]
SWOT – Kirsty Rees 


	
STRENGTHS
Flexible 
Dedicated 
Hard working
Committed 
Good people skills 

	
WEAKNESSES

Inability to delegate tasks
Lack confidence  
Too empathetic


	
OPPORTUNITIES

Better job prospects 
Better life for family 
Opportunities 
More life experience 

	
THREATS

Young family commitments 
Self sabotage and allow confidence to impact 
Competition in workplace




Colleague SWOT Analysis – Georgina Price 
	
SWOT – Georgina Price


	
STRENGTHS
Great writing skills 
Good time keeping 
People person
	
WEAKNESSES

Lack of ICT skills 
Lack of confidence on telephones

	
OPPORTUNITIES

Life experiences 

	
THREATS

Caring commitments 
Risk taker 



Following the results of the SWOT analysis’, I feel it is necessary to do apply some of the concerns via a GAP analysis for accuracy in the hope it can address any potential gaps and define outcomes. Gap analysis is a strategic management method that enables individuals to enhance their performance and achieve strategic goals. It offers a systematic approach to determine and address the gaps between current and desired goals. It assists in defining objectives, determine causes and helps create an action plan. According to McKenney and Handley (2020), this kind of model can determine which abilities are required for "retooling." 

Gap Analysis – Kirsty Rees 
Current State : Low self-esteem, aversion to new tasks, avoidance of social situations, and self-doubt in professional and personal capacity.
External feedback includes negative judgements from coworkers, missing chances due to apprehension and restricted participation in group activities.
Desired State : Self-assurance: Confidence in expressing ideas and views, proactive involvement in emerging opportunities, resilience in dealing with of challenges, and a positive view of myself.
Positive External Perception: Colleagues and friends perceive you as capable, and confident.
Gap Analysis : Reluctant when making decisions and expressing ideas.
Participation in collaborative tasks has become limited.
Fear of failure has affected my willingness to take on new activities.
Self-limiting feelings and negative self-talk.
Causes of Gap :  Negative experiences or failures in the past that have impacted current self-perception. Constant comparison with others results in a sense of inadequacies.
Fear of Failure has caused concern over making inaccuracies or failing to meet expectations.
Action Plan : Identify where skills or knowledge gaps exist and invest in learning and development such as Level 4 and 5 Applied Leadership and Management course. Set reasonable achievable objectives to increase your sense of accomplishment. To develop resilience, gradually expose myself to difficult situations. Participate in networking or social activities to enhance interpersonal skills. Use positive reinforcement to boost confidence.

Gap Analysis – Georgina Price 
 Current State : Lack of expertise in ICT computer systems, programmes and equipment. 
Insufficient problem solving abilities. 
Lack of confidence with anything ICT related.
Desired State : Sufficient understanding of appropriate programmes and software. Effective troubleshooting and the ability to self-diagnose issues.
Willingness to undertake challenging IT duties and initiatives with confidence. 
Gap Analysis : Inability to independently diagnose and fix any technological issues. Reliance on ICT department. Lack of familiarity with emerging technology. Self doubt.
Causes of gap : Lack of familiarity with the latest advances in the technology industry.
Out of date skillset. Fear of failure and reluctance when dealing with technology.
Action Plan :  undertake ICT basic skills training. Seek guidance from IT professionals. Seek feedback from colleagues and supporting departments.


[bookmark: _1pxezwc][bookmark: _Toc152333790]1.3 Identify potential barriers to learning for self and another.
In my current employment I feel my manager is aware of my abilities and my current skillset. They have provided recognition during my appraisals and in general updates and feedback meetings. At present there is no scope to progress within my current office until a member of the team were to leave or maybe even go to part time hours, until then I will focus on my studies and increasing my skillset to an excellent standard to become the best version of a successful team leader. 
There will also be some personal barriers to my self-development, my young families needs to be met and aging parents. Without my parents support I wouldn’t have been able to continue with my studies. Both parents have experienced health issues within the past few years and as they age and these concerns continue this could become an issue with me progressing further. 
A significant barrier for myself my lack of confidence in my abilities, and I worry that this could lead me to self-sabotage.

Georgina Price 
Georgina is a carer for her elderly father, she is often distracted and contacted during the day by concerns for his safety. She is easily distracted and at present is just starting a new relationship, this could, if continued, become a barrier for herself. She has a busy social life is often on holiday abroad. Her lack of skills and reluctance to learn new skills will be a significant barrier. 

[bookmark: _49x2ik5][bookmark: _Toc152333791]1.4 Explain how these barriers to learning can be overcome.

My childcare is relied solely on my ageing parents, they look after my children whilst I work and study. Their failing health is of a concern, I could ask my siblings and friends to also assist with childcare and limit study time to weekends only or evenings whilst the children are in bed. Personal belief barriers need to be improved, I need to be less self critical and have a positive opinion of my abilities. 
Georgina Price 
Georgina needs to become more focussed and delegate work to colleagues, she can benefit from time management and more organised. She needs to overcome her fear of failure especially regarding the IT side of her work. 
[bookmark: _2p2csry]
[bookmark: _Toc152333792]Section 2: Know how to develop self & others to achieve organisational objectives
[bookmark: _147n2zr][bookmark: _Toc152333793]2.1 Analyse learning/development options to meet needs of self & another.
I am currently studying full time at University Trinity Saint David, skills obtained via the  Applied Leadership and Management course will be beneficial to my development. I am currently completing level 4 and hope to pursue levels 5 and 6 and obtain a degree from my studies. Personal development requires some attention, attending confidence building courses will be an option. 

Georgina Price
Georgina will benefit from IT skills training, once she has obtained much needed basic skills she can then look to progress onto further tailored programmes to suit her abilities.

[bookmark: _3o7alnk][bookmark: _Toc152333794]2.2 Identify support mechanisms for the development of self & another
To feel fully supported in the workplace is incredibly important, to know your colleagues and management team recognise areas for development and offer advice and training options is invaluable and can enforce a positive working environment which in turn, according to Massoudi and Hamdi (2017), ‘’Satisfaction of Employees towards overall Workplace Environment leads to productivity’’.  In my current workplace I do feel supported, there are some periods where I feel they have let me and my colleagues down but at present I feel supported.
At home my support network are my friends and family, my parents are my ‘go to’ for any support required. I am very lucky to have such fantastic supportive parents. 
During my current studies I feel fully supported by my tutor, he is contactable when required and supportive when I have needed to reach out. He is approachable which I feel makes me at ease when contacting him. 

Georgina Price 
[bookmark: _23ckvvd]Georgina’s experiences with management within our office has been different to mine, she does not feel she is able to approach her manager with concerns, she often requires to leave the office to care for her father and feels as the manager has little experience of this they cannot relate to this. She does not feel fully supported and this shows within her lack to commitment. 

[bookmark: _ihv636]2.3 Prepare development plans for yourself and another person

When considering my own Personal Development Plan I took some time to consider what actions or goals were the most appropriate. It was important the goals were achievable and measurable and met a SMART framework. The SMART framework assists when setting goals and helps make sure that objectives are specific, measurable, achievable, relevant, and are time bound. The SMART acronym stands for:

Specific – Clear and concise objectives leaving no room for confusion
Measurable - Objectives should have criteria to facilitate evaluation of progress
Achievable – Goals should be realistic and attainable
Relevant - Goals should be aligned with broader objectives and the overall mission
Time Bound - A deadline should be determined for achieving the goal. This provides a clear goal for achievement and completeness. 
There are many benefits to producing SMART objectives such as, clarity, motivation, accountability and focus. When discussing SMART objectives with my colleague we ensure they were SMART whilst also considering Zimmerman's (2012) criteria for suitable objectives. 

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

	
Complete my ALAMO Studies within 4 years


	
Complete ALAMO levels 4, 5 & 6
	
Support with childcare, student finance and tutor support 
	
Upon completion of level 6 and achieving a degree.

	
Feb 2027

	
Speak confidently and chair a meeting in front of an audience within 6 months


	
Practice self worth, public speaking and research coping mechanisms 
	
Confidence, practice and patience. 
Practice with friends or in a relaxed environment
	
Successfully chair a meeting 
	
June 2024

	Become an office manager within 5 years



	Become an office manager within current employment or apply for roles 
	Support from family, management and qualifications 
	Become an office manager 
	Dec 2028




Personal Objectives

	Short Term Goals (next 12 months)

	Work on lack of confidence 


	Medium Term Goals (2-3 years)

	
Continue studies and gain qualifications 


	Long Term Goals (3-5 years)

	
Become an office manager and apply skillset



Georgina Price 
	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 IT skills within 1 year



	Gain knowledge on IT systems
	ICT department support. Source training 
	No longer require colleagues support for IT concerns daily
	Nov 2024

	Successfully monitor social media platforms within 18 months 


	Gain basic IT skills 
	ICT training, social media training 
	Extract constituents data from social media platforms successfully
	May 2025






Personal Objectives

	Short Term Goals (next 12 months)

	Gain basic IT skills required for her role


	Medium Term Goals (2-3 years)

	Delegate tasks when required 



	Long Term Goals (3-5 years)

	Seek promotion within current workplace




[bookmark: _32hioqz][bookmark: _Toc152333795]2.4 Method used to monitor the development of self & another.
I will use our yearly appraisals to monitor my on going development. Appraisals are completed by the Senedd Member each October and it’s a platform for me to raise any concerns and discuss performance. This appraisals happen yearly so anything of a pressing nature I will not hold until an appraisal I will discuss with my supervisor at our weekly catch-ups. These tend to take place on a Friday morning and we discuss matters arising from that week and the one ahead. 
We use targeted marketing to ensure we reach our audience on social media, this is part of my role, we use this data to monitor our approach and reach, which in turn supports my performance. 

Georgina also has annual appraisals but does not currently have weekly catch-up’s, this is something she will request. We are also considering creating a constituent feedback form where we will obtain data from the constituent as use this data to monitor our services. 

[bookmark: _1hmsyys]
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[bookmark: _Toc152333798]Appendix B Continuous Professional Development Record

	Formal Learning
	Informal Learning 
	Start Date 
	End Date 
	Duration 
	Status 
	Details 

	First Aid training 
	
	June 2019
	June 2019
	2 Days
	Completed
	Undertook first aid & defibrillator training 

	Your Firms Ambassador 
	
	July 2010
	July 2010
	1 day
	Completed
	Receptionist and hospitality training 

	
	In house casework training 
	Oct 2017
	Oct 2017
	5 days 
	Completed 
	

	ALAMO UWTSD
	
	Feb 2023
	Feb 2024
	1 year 
	Ongoing 
	Applied Leadership and Management university 
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Honey and Mumford: Learning Styles Questionnaire

There i no time limit to this questionnaire. It will probably take you 10-15 minutes. The
accuracy of the results depends on how honest you can be. There are no right or wrong
answers. If you agree more than you disagree with a statement put a tick. If you
disagree more than you agree put a cross by it. Be sure to mark each item with either a
tick or cross. When you have completed the questionnaire, continue this task by
responding to the points that follow.
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T have strong beliefs about what is right and wrong, good and bad.
T often act without considering the possible consequences.

1 tend to solve problems using a step-by-step approach,

1 believe that formal procedures and policies restrict people.

I have a reputation for saying what I think, simply and directly.

Toften find that actions based on feelings are as sound as those based on
careful thought and analysis.

1 like the sort of work where I have time for thorough preparation and
implementation.

I regularly question people about their basic assumptions.
What matters most is whether something works in practice.
1 actively seek out new experiences.

When I hear about a new idea or approach I immediately start working out
how to apply it in practice.

Tam keen on self-discipline such as watching my diet, taking regular exercise,
sticking to a fixed routine etc.

1 take pride in doing a thorough job.

1 get on best with logical, analytical people and less well with spontaneous,
“irrational” people.

1 take care over the interpretation of data available to me and avoid jumping
to conclusions.

1 like to reach a decision carefully after weighing up many alteratives.
T'm attracted more to novel, unusual ideas than to practical ones.
I don't like disorganised things and prefer to fit things into a coherent pattern.

T accept and stick to laid down procedures and policies so long as I regard
them as an efficient way of getting the job done.

Tlike to relate my actions to a general principle.

In discussions 1 like to get straight to the point.

I tend to have distant, rather formal relationships with people at work.
I thrive on the challenge of tackling something new and different.

T enjoy fun-loving, spontaneous people.
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1 of2 | )

A 52

1 pay meticulous attention to detail before coming to a conclusion.
Ifind it difficult o produce ideas on impulse.

1 believe in coming to the point immediately.

I am careful notto jump to conclusions too quickly.

1 prefer to have as many sources of information as possible -the more data to
mull over the better.

Fiippant people who don't take things seriously enough usually imitate me.
Tlisten to other people's point of view before putting my own forward.

T tend to be open about how I'm feeling.

In discussions I enjoy watching the manoeuvrings of the other participants.

1 prefer to respond to events on a spontaneous, flexible basis rather than plan
things out in advance.

Ttend to be attracted to techniques such as network analysis, flow charts,
branching programmes, contingency planning, etc.

It worries me if [ have to rush out a piece of work to meet a tight deadline.
T tend to judge people’s ideas on their practical merits.
Quiet, thoughtful people tend to make me feel uneasy.
I often get iritated by people who want to rush things.

Itis more important to enjoy the present moment than to think about the past
or future.

1 think that decisions based on a thorough analysis of all the information are
sounder than those based on intuition.

Itend to be a perfectionist.

In discussions T usually produce lots of spontaneous ideas.

In meetings I put forward practical realistic ideas.

More often than not, rules are there to be broken.

1 prefer to stand back from a situation and consider all the perspectives.

1 can often see nconsistencies and weaknesses in other people's arguments.
On balance I tak more than 1 listen.

1 can often see better, more practical ways to get things done.

1 think written reports should be short and to the point.

1 believe that rational, logical thinking should win the day.

T tend to discuss specific things with people rather than engaging in social
discussion.

1 like people who approach things realistically rather than theoretically.
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final version. 4 )
the questions you ticked on the list below:
Q(SG 1 am keen to try things out to see if they work in practice.
57. I.am keen to reach answers via a logical approach. 2 7 1 5
[x] 58 Ienjoy being the one that talks a lot. 4 13 3 9
59, In discussions T often find I am the realist, keeping people to the point and 6 15 8 1
avoiding wild speculations.
10 16 12 19
[ 60. 1 like to ponder many alternatives before making up my mind. 7 25 14 21
[£] 61 In discussions with people T often find T am the most dispassionate and 23 28 18 27
objecive: 24 29 20 35
V[ 62. In discussions I'm more likely to adopt a "low profile” than to take the lead and
do most of the talking. 32 3L 22 37
[ 63. Tlike to be able to relate current actions to a longer-term bigger picture. 34 33 26 44
64. When things go wrong T am happy to shrug it off and "put it down to 38 36 30 49
experience’. a0 3 I €0
[ 65. 1 tend to reject wild, spontaneous ideas as being impractical.
o 43 41 47 53
66. It's best to think carefully before taking action.
5 4 4
] 67. On balance I do the listening rather than the talking. * 6 51 i
68. I tend to be tough on people who find it difficult to adopt a logical approach. 48 a2 57 56
Most times I believe the end justifies the means. 58 o5 61 59
T don't mind hurting people’s feelings so long as the job gets done. 64 60 63 65
1 find the formality of having specific objectives and plans stifiing. 71 62 68 69
I'm usually one of the people who puts life into a party. 72 66 75 70
1 do whatever is expedient to get the job done. 74 67 77 73
74. 1 quickly get bored with methodical, detailed work. 79 76 78 80
A75. 1am keen on exploring the basic assumptions, principles and theories Totals i > 13 13
derpinnin d events. ~ - -
underpinning things and even| Activist Reflector Theorist Pragmatist
' 76. T always interested to find out what people think.
[X77. Tiike meetings to be run on methodical lines, sticking to laid down agenda,
etc.
Y] 78. 1 steer clear of subjective or ambiguous topics.
79. Tenjoy the drama and excitement of a crisis situation.
] 80. People often find me insensitive to their feelings.
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VAK Learning Styles Self-Assessment Questionnaire 9. 1f I was buying a new car, T would:
) read reviews in newspapers and magazines
b) discuss what I need with my friends
Circle or tick the answer that most represents how you generally behave. ) test-drive lots of different types.
(It's best to complete the questionnaire before reading the accompanying explanation.) 10. When T am learning a new skill, T am most comfortable:
) watching what the teacher is doing
b) talking through with the teacher exactly what I'm supposed to do
1. When I operate new equipment I generally: ©) giving it a try myself and work it out as I go
a) read the instructions first
b) listen to an explanation from someone who has used it before 11. 1F T am choosing food off a menu, T tend to:
) goahead and have a go, I can figure it out as T use it ) imagine what the food will look like
b) talk through the options in my head or with my partner
2. When I need directions for travelling T usually: ) imagine what the food will taste like
) look at a map
b) ask for spoken directions. 12. When T listen to a band, T can't help:
) follow my nose and maybe use a compass ) watching the band members and other people in the audience
b) listening to the lyrics and the beats
3. When I cook a new dish, T like to: ) moving In time with the music
) follow a written recipe
b) call a friend for an explanation 13. When T concentrate, T most often:
) follow my instincts, testing as T cook ) focus on the words or the pictures in front of me
b) discuss the problem and the possible solutions in my head
4.1F 1 am teaching someone something new, T tend to: ) move around a lot, fiddle with pens and pencils and touch things
a) write instructions down for them
b) give them a verbal explanation 14. T choose household furnishings because I like:
) demonstrate first and then let them have a go a) their colours and how they look
b) the descriptions the sales-people give me.
5. 1tend to say: ) their textures and what it feels like to touch them
2) watch how I do it
b) listen to me explain 15. My first memory is of:
©) you have a go 2) looking at something
b) being spoken to
6. During my free time T most enjoy: ©) doing something
2) going to museums and galleries
b) listening to music and talking to my friends 16. When T am anxious, T:
©) playing sport or doing DIY a) visualise the worst-case scenarios
b) talk over in my head what worries me most
7. When I go shopping for clothes, T tend to: ) cant sit still, fiddle and move around constantly
) imagine what they would look like on
b) discuss them with the shop staff 17. T feel especially connected to other people because of:
) try them on and test them out ) how they look
b) what they say to me
8. When I am choosing a holiday T usually: ) how they make me feel
) read lots of brochures
b) listen to recommendations from friends
) imagine what it would be like to be there
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