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Introduction
In this assignment I will be analysing, reflecting and evaluating my Continuous Professional Development (CPD).  This method of learning enables individuals to enhance their skills, knowledge, and competencies throughout their careers.  Continuous Professional Development (CPD) encompasses not only formal training and qualifications but also self-reflection, experiential learning and giving regular feedback via one to one’s to pinpoint areas for improvement. By engaging in Continuing Professional Development (CPD), you take accountability for your personal and professional growth, which is advantageous for both you and your organisation. It is an assertive approach to identify your competencies, highlight any training required and recognize any potential career opportunities. The assignment will also reflect the importance of implementing and analysing various learning styles.
[bookmark: _1ci93xb][bookmark: _Toc151120436] 



[bookmark: _Hlk183162572][bookmark: _Hlk180502594]Section 1: Know how to identify development needs
[bookmark: _Hlk183162113][bookmark: _Hlk182745703]It is important to know how to identify development needs to improve self-awareness, identify skills and knowledge, increase self-esteem, set and achieve personal and professional goals, which will promote positive relationships.  (JD, 2023) There are different learning styles that can be used such as VARK, DANTEC and Honey Mumford. You can also use SMART objectives to track progress of learning. All of these will be discussed further.

1.1 [bookmark: _3whwml4][bookmark: _Toc151120437][bookmark: _2bn6wsx]Identify learning styles for self and another 
To identify my learning styles, I used 3 different learning style assessments for myself and two on another person. People differ in the way they learn and process new information. Understanding your learning style is not only about academic success, but also about personal growth. (Loveless, 2023)
I used the VARK learning style which focuses on how learners prefer to absorb information. I discovered that I am a Kinesthetic learner. The VARK model incorporates three other learning styles: visual, auditory, and read and write. By using this tool, I identified that I can quickly pick up new tasks via practical learning, active participation and learning from others.  My barriers of being a Kinsethetic learner are that I struggle with theoretical concepts and classroom environments.
On person 2 I identified they are a visual learner which demonstrates that they prefer visual aids, graphs, diagrams and colour schemed material to understand the information being delivered. The advantages to person 2 being a visual learner is that they can grasp complex ideas via visual aids. Their barriers to this style of learning are that they struggle with auditory instructions and text exercises.
Using the DANTEC learning style identified as an emotional learner.  I am driven by my emotional needs and prefer a structured environment with clear tasks and goals. The barriers to this learning environment are that I am easily distracted if the classroom is too busy. The best way for me to overcome this barrier would be for me to create a personal workspace to alleviate the extra noise giving me more focus.
On person 2 I identified that they are a psychological learner, this means that they prefer to learn through logical thinking, creative thinking or they like to mentally process their information. The advantages of this learning environment are that they learn best through a creative and logical approach and the barriers are they may struggle with tasks that don’t align with cognitive preferences.
Lastly, I carried out the Honey Mumford learning style on myself, which offered a fascinating insight into how we process and retain information, and how we can apply this knowledge to improve our learning experiences and performance at work (Honey, 2024).  I identified as an activist learner and benefit from learning through hands on experiences and like to be involved in group discussions. The advantage of being an activist learner is that I thrive in group settings and really enjoy new challenges and experiences. The barrier to being an activist learner is that I can become bored quite quickly if I must undertake a lot of reading or lectures.





It’s also important to note that learning can be both formal and informal. Please see the table below which identifies the difference between the two.
Please see the table below for examples of formal and informal learning.
	Examples of Formal Learning 
	Examples of Informal Learning

	Training Courses
	You Tube Videos

	Appraisals 
	Reading Articles/Newspapers

	Workshops
	Social Media Tutorials


 
1.2 [bookmark: _Toc151120438]Use a simple technique for identifying development needs for self & another
Upon finishing a learning style assessment, I carried out a SWOT analysis to gain
insight into the developmental requirements of both me and another individual. A SWOT
analysis is a valuable tool as it identifies strengths, weaknesses, opportunities, and threats.
A SWOT analysis on myself identified strengths in interpersonal skills and that I pay attention to detail, but it highlighted a lack of organisational skills which can impact on my stress levels complicating my workday unnecessarily. Identifying this weakness enabled me to pinpoint opportunities for improvement, including the development of organisational systems and procedures to give me more work structure.  To implement these systems, I need to allocate additional financial resources for the development of a website and an online ordering system. Conducting a SWOT analysis on person 2 identified their strengths as being determined, have great empathy and able to form relationships with others and allowing people to share valuable information.  However, the weaknesses were that person 2 experiences anxiety in unfamiliar settings affecting their progression in both a professional and personal life. A solution would be undertaking the ALAMO qualification to enhance confidence and knowledge, alleviate anxiety and promote confidence into their personal and professional development going forward.























	[bookmark: _3as4poj]
SWOT Person 1


	
STRENGTHS

Good at working with people.
Building strong working relationships
Excellent rapport with customers
Attention to detail

	
WEAKNESSES

Disorganised
Time management
Not assertive enough
Need to delegate more
Lack of fondant knowledge



	
OPPORTUNITIES
Implement an IT system to add structure and track stock control and orders.
Employ more staff to increase order capacity and business revenue.
Attend local fondant cake covering classes.
	
THREATS
Hiring new staff can result in recipes and ideas being copied for personal gain.
Employing highly skilled staff comes at a cost.
Some training courses are not local so would result in business being closed and loss of income.











	
SWOT Person 2


	
STRENGTHS
Determined to succeed.

Approachable and Empathetic.

Good communicator both verbally and written.


	
WEAKNESSES
Anxious in new environments which prevents development and learning new skills.
Unable to absorb information quickly.
Lacks confidence with Maths



	
OPPORTUNITIES
Continued support from my employer for continuous development of new skills.
Completing the ALAMO will help me implement new ideas in the workplace.
Continuous support from family and friends who let me sound out ideas and help with their implementation.




	
THREATS
My anxiety is heightened when in a new working environment.
Lack of time to enable a work life balance.
If my car breaks down, I won’t have reliable transport for work and university.













Following on from the SWOT, I carried out a gap analysis to identify the reasons you aren’t achieving certain business goals. It identifies your current position and where you want to be and highlight areas that are preventing progression, setting target goals to maximise personal development. (Leonard, 2022)


Please see the table below for the Gap Analysis on myself and person 2.
Gap Analysis - Person 1 
	Present Position
	Actions
	Desired Position

	Weak at fondant skills which hinders my income because I can only offer limited services.
	Undertake an online course in fondant work, view online tutorials and speak to cake class providers and book onto relevant courses.
	To be able to produce fondant covered cakes to a high standard to increase revenue by June 2025

	Lack of confidence and being assertive means that I struggle with confrontation and dealing with customer complaints which can hinder my relationships with customers.
	Research online assertiveness training to develop coping mechanisms.
	To be able to deal with customer complaint effectively and efficiently to ensure customer satisfaction by March 2025.

	Lack of systems to support online orders and for increased sales. This means the business doesn’t move with the times, missing out on extra revenue opportunities.
	Look into having a website developed to take online orders.
Research resources such as postal boxes and trial them.
	Implement an operational website by the end of 2025 to increase customer reach. Trial postal boxes to measure freshness and demand.









Gap Analysis - Person 2 
	Present Position
	Actions
	Present Position

	Limited knowledge of cake baking and decorating skills which limits the support I’m able to give to my employer to increase productivity.
	One to one training and attending external courses to gain more skills and knowledge.
	Be able to assist with the decorating of cupcakes and large cake orders efficiently by December 2025.

	Lack of time management skills which means I waste a lot of time on non-productive activities, and I don’t complete priority work deadlines.
	Plan and make to do lists for daily tasks.
	Do a weekly review and adjust plan accordingly to maximise time available to complete more tasks

	Lack of IT skills which means that completing my degree is more time consuming, as I don’t understand the programme fully. 
	Contact the university and ask if they run any courses for Microsoft word 365. Fill out the form for extra support or use the QR code. 
	To be more experienced and confident when using Microsoft 365 by August 2025.



[bookmark: _1pxezwc][bookmark: _Toc151120439]

1.3 Identify potential barriers to learning for self and another
The table below identifies the barriers to learning for myself and another. 

Person 1
	Learning Style
	Learning Type
	Work Barriers

	VARK
	Kinesthetic
	Difficultly in understanding the theory element of learning. This limits my concentration in a classroom-based environment.

	DANTEC
	Emotional
	I am easily distracted and discouraged if I don’t understand the task in hand, I become anxious and demotivated which means I zone out and fail to retain information.

	HONEY MUMFORD
	Activist
	I become bored by reading lots of information. For instance, if I am building something I tend to not read instructions properly and then make mistakes because I just jump in.





Person 2
	Learning Style
	Learning Type
	Work Barriers

	VARK
	Visual
	Has trouble reading information and following written instructions. This can hinder them if they need to attend lectures as they find it hard to concentrate. 

	DANTEC
	Psychological
	Trying to process too much information at one time can impact their ability to retain information. This causes them to switch off.

	HONEY MUMFORD
	Reflector
	Struggles with fast paced environments and needs time to absorb and reflect on tasks. This can be obstructive to their learning if they need to learn new tasks quickly.






1.4 [bookmark: _49x2ik5][bookmark: _Toc151120440] Explain how these barriers to learning can be overcome.

Barriers to self-learning for myself:

1: Theoretical Content: Being a Kinesthetic learner, I struggle with the theory aspect of learning and prefer more hands on practical based work such as attending workshops or group-based discussions.

2: Limited Concentration: If I don’t understand the task in hand I get easily distracted. I have learned that introducing short breaks and being able to walk around allows me to re set and complete the task.

3: Information Overload: I find it challenging to concentrate when receiving a lot of information at one time. To overcome this, I need to prioritize and concentrate on using the information only relevant to the task in hand.

Barriers to self-learning for Person 2:

1. Following written instructions: As a Visual learner access to visual aids such as power point presentations or pie charts will aid her learning process. 

2. Information Overload: May struggle with understanding the content of information when vast amounts are delivered at one time. Planning and targeting information to the task in hand can avoid feeling overwhelmed.

3.Fast paced learning: Allowing time to reflect on activities such as writing notes, journal writing and then sharing feedback in group discussions.

[bookmark: _2p2csry][bookmark: _Toc151120441]Section 2: Know how to develop self & others to achieve organisational objectives
[bookmark: _Hlk183289121]For a business to stay successful, people need to work on themselves and help others 
grow. Each staff member should have clear roles and responsibilities outlining what is expected of them and how their role is vital in sustaining the business. Using a SMART analysis is useful and identifies five points to calculate goals which are, Specific, Measurable, Achievable, Relevant and Time- Bound, enabling specific goals to be set to effectively to create a plan for success. (Leonard, 2022). The SMART analysis informs a Personal Development Plan (PDP), by listing current achievements and setting both business aligned and personal goals for the future. Setting goals in stages means they're easier to achieve which is vital for personal progression. (Rolfe, 2021). Having a system to evaluate and observe daily tasks and regular 1:1 meeting will inform the PDP process and track progress. Positive feedback at work makes people feel better about themselves, leading to better working relationships and higher team morale. A GAP analysis will assist with setting goals, highlighting area for improvement to progress your professional development and identify training requirements to reach your goals. Investing in your own growth and others can instil more efficient productivity, a stronger work ethic and better team communication.  Growth is crucial to the long-term survival of a business. It also drives business performance and profit. 


[bookmark: _147n2zr][bookmark: _Toc151120442]2.1 Analyse learning/development options to meet needs of self & another
In section 1 I have analysed various learning and development options for both myself and person 2. I am now able to understand how to maximise learning opportunities for myself and maximise output. This will help me plan and stay focused. It has also enabled me to consider solutions to problems rather than a scatter gun approach. By identifying weaknesses via the SWOT analysis, I can look at strategies to overcome them. Person 2 is a visual learner, and I am a KInesthetic learner which means we have different approaches to learning which mean we can support each other in different ways to get the best out of each other. 

[bookmark: _3o7alnk][bookmark: _Toc151120443]2.2 Identify support mechanisms for the development of self & another
[bookmark: _23ckvvd]Support mechanisms are essential for personal and professional development.  Family and friends can offer emotional support and encouragement, establishing a stable foundation for development. I have a strong family support network. My family supports me by providing childcare for my two children, such as school runs or emergency care if they are ill; do weekly shopping for the business. If my parents are ill or away on holidays this impacts on my support network which and I adjust my working weekly hours to accommodate these tasks.  I have excellent employees who continually support me emotionally when I have new ideas and always welcome a new challenge. I also have a supportive partner who will always allow me to sound out new business ideas and offer financial support. Fortunately, my customers are hugely supportive offering reliable feedback and sharing my business on social media platforms for extra exposure.  Organised resources, including training programmes, online courses and video tutorials are essential for acquiring new skills and knowledge. This can enhance skills and help you stay relevant and on trend. Mentoring is highly effective, providing personalised guidance, feedback, and assistance to address any challenges and promote professional development. You can identify support mechanisms for yourself and others by adopting the “GO MAD principle” (‘Go Make a Difference’), which promotes thinking outside of the box and making changes. It is a thinking and coaching framework which helps turn small efforts into larger successes. When you change the quality of your thinking, amazing things happen. (Our Approach - Go MAD Thinking, 2024). 


[bookmark: _ihv636][bookmark: _Toc151120444]2.3 Prepare development plans for yourself and another person
By completing a PDP (Personal Development Plan) for myself and another person we were able to set individual goals for each other and identify how we can each achieve them. Goal setting is important as it motivates you by indicating areas of achievement. Identifying areas of under achievement highlights training and learning opportunities to increase competence in you job role. Whilst employers will set company-based targets a PDP is an opportunity to outline your individual goals so you can close the gaps and support business sustainability and your own personal growth.

Person 1 (Self)
	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

	Time management and organisation skills which will allow me to be more productive at work.

	I need to undertake a time and motion of my weekly activities. 
I will ensure that my to do planning falls within in COVEY  matrix quadrant 2. (The Covey Time Management Matrix Explained, 2024)
	I would need cover in the shop to complete the study.
Take time at the beginning of my day to complete to do lists with employees.
	I will check my to do list to make sure we are on track with relevant orders. Check with employees that they are also on track with their daily tasks which will indicate the daily progress.
	Monthly.

	I want to learn how to conduct an efficient method of stock taking.

	Evaluate my current system and consider why it isn’t effective.
	Research ideas for hints and tips for effective methods: discussion with other business owners.
	The schedule for the stock take will be checked weekly to avoid overbuying and make sure stock levels are correct.
	Weekly.

	I want to develop fondant skills.

	Look into available for local courses.
	I would need to consider the location of courses in case I need childcare support.
	Customer satisfaction and feedback.
	Demand based.








	Short Term Goals (next 12 months)

	
To improve internals systems such as stock control systems will promote more efficient time management resulting in greater productivity and increase business revenue.

	Medium Term Goals (2-3 years)

	Once my stock levels are on target this will enable me to develop an online ordering system and website which will enable me to reach a wider audience and increase orders/ revenue.



	Long Term Goals (3-5 years)

	I would like to open another shop and appoint a suitably qualified manager to sustain both businesses. This would provide extra finances to enable me to be mortgage free.





PDP for person 2
Person 2 (Other)
	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

	
Basic baking and piping skills
	Take part in one-to-one piping and baking sessions with my employer
	Look at online tutorials for new techniques and have support from my employer to guide me.
	Via weekly feedback and trial sessions with my employer
	March 2025

	To decorate 
basic occasion cakes

	Book a course to learn basic fondant skills at Swansea sugarcraft.
	I will need time off work to attend the classes. 
	I will practice fondant work until I can produce fondant cakes for the shop.
	Weekly

	
Management Skills 

	Observe and learn business policies and efficiency from my manager.
	I will need to buddy up with my manager through a structured mentoring system.
	I will take over small management tasks once comfortable to increase my knowledge in readiness to step up.
	Quarterly 








Personal Objectives
	Short Term Goals (next 12 months)

	
Undertake basic piping skills to be able to help decorate cupcakes to increase daily production.

	Medium Term Goals (2-3 years)

	
I will learn basic skills to decorate large occasion cakes so that I can increase order capacity and earn more money for the company I work for.


	Long Term Goals (3-5 years)

	
I will complete management level tasks to become fully competent to manage a successful cake shop and to oversee daily operations, staff and business growth. This will enable me to earn more money to save for a house deposit.



[bookmark: _32hioqz][bookmark: _Toc151120445]2.4 Method used to monitor the development of self & another.
As discussed throughout there are several ways to monitor yourself and others self-development. The Coveys time management matrix can have great benefits within the workplace. It is split into 4 quadrants - 1 for urgent and important tasks that have an impending timeline; 2 focuses on tasks that have a sense of responsibility. Identifying and working on tasks in quadrant 2 avoids quadrant 1 becoming overloaded.  3; focuses on urgent but not important tasks which is generated by poor management in quadrants 1 and 2. 4; consists of non-urgent or important tasks. Even though these tasks normally have no time related goals it’s still valuable to identify them to prioritise tasks. (What Is a Covey Matrix and What Makes It a Helpful Tool?, 2024)
Systems such as appraisals and one to ones are both valuable feedback processes which identify goals and monitoring in order to support personal development and to measure and reward performance. This promotes good working relationships with line managers allowing the time for feedback and promoting self-confidence of good work. I have focused on the benefits of a PDP to track my own or another team members progress, as it is an efficient way of establishing precise goals and monitoring progression over time.  It pinpoints clear objectives, like technical skills or developing leadership potential. I can evaluate what I have accomplished, where I have weaknesses, and any changed goals in line with what I need to do to stay on track incorporating both realistic individual and career-based goals. Regular one-on-one meetings feed into this assessment of development, offer suggestions, any difficulties and looking at solutions. In addition to guaranteeing accountability, using a PDP as a monitoring tool offers transparency for both the employer and employee.  According to Armstrong (2021), a well-maintained PDP promotes lifelong learning and offers a useful strategy for accomplishing organisational and personal objectives. This approach guarantees that development is a shared priority by encouraging honest communication and teamwork. 




[bookmark: _Toc151120446]3: Reflection

I recently had a job interview that did not go the way I had hoped. I thought about how well I prepared, how I did in the interview, and how I felt during and after the event. I used Kolb's (1984) Reflective Model to look at what happened, figure out what went wrong, and prepare a better plan for next time. The opportunity to actively reflect on this process is important for my ongoing professional growth because it helps to consider making changes for future interviews.

Real-Life Experience
I was really interested in the job, but it was clear right away that I wasn't ready for the interview.  I hadn't done enough research on the company, so I didn't really know what the job fully entailed.  I hadn't slept well the night before the interview, so I felt tired which affected my concentration. I had a hard time answering questions in a clear way during the interview. I often stumbled or went off-topic. When competency-based questions were asked, I wouldn't give clear examples and would start rambling, which gave a bad impression. As the interview went on, I felt more and more nervous and anxious, which made me appear more incompetent.  I was upset, disappointed, and frustrated after the interview because I thought I might lose a job opportunity I really wanted.

Observation with Reflection
When I thought about what happened, I realised that the main problem was that I didn't do enough planning, I didn't investigate the company's values, goals, and specific job requirements. This lack of preparation made it harder for me to give accurate, well-thought-out answers to the questions. Not getting enough sleep the night before also altered my confidence and ability to concentrate. Schön (1983) says that reflection turns experiences into chances to learn. This situation made me realise that I need to improve how I prepare for interviews and take care of myself.

Conceptualisation in Abstract
This experience made me realise how important it is to be ready, clear headed , and able to manage yourself in a professional manner Eraut (1994) says that ongoing professional development means actively getting better at skills that help you deal with problems. To do well in future interviews, I need to learn a lot about the company policies and values, read the job description carefully, and practice giving concise answers to questions asked. Also, I need to put my physical and mental health ahead of important things. For example, I should get enough sleep, eat well, and destress the night before to maximise my chances of a successful interview.

Trying things out actively
I've planned to make sure I succeed in the future:

- Research: Before the interview, I will look into the company's history, values, and most recent accomplishments. I will also read the job description to make sure my answers are in line with the job role.

- Mock Interview Techniques: Participate in mock interview scenarios with colleagues or a family member.

- Self-Care - The night before an interview, I will make sure I get enough sleep, don't think too much, and use relaxation techniques to stay calm and collected.

Why reflection is important
Reflecting on this experience has been a useful way to learn. Kolb's model helped me figure out why I didn't do well and allowed me to form a structured plan for my continuous improvement. Reflection helps you evolve as a professional by turning setbacks into chances to grow. By putting into practice what I've learnt, I can make sure that I'm better prepared, more confident, and able to do well in future interviews.



Section 4: CV
An Effective CV gives a short summary of your key skills, experience and qualifications pertinent to the job applied for.  A good CV should be a representation of your abilities, experiences and qualifications.  Everything You Need to Know, (2023). Indeed, Career Guide. 
Refer to my CV in Appendix A






















[bookmark: _Toc180750068]Conclusion
After completing this assignment on Continuous Personal Development I have learnt that there are many tools and frameworks you can adopt to gain an insight to your strengths and weaknesses. In allowing yourself to identify your strengths this can instil confidence and highlight what you can bring to your team. In identifying weaknesses this then allows you to explore what opportunities are at hand such as training courses to allow you to reach your goals and set objectives. In applying the GO MAD principle this is a great tool to check that you are ready to take the leap and change your way of thinking to achieve success. This framework is applicable to any work or life situation and gain more self-awareness and by identifying which learning environment is better for you.  I will certainly be using these tools to assess my current employees to highlight their strengths and weaknesses to see how they complement each other and to identify any training gaps to ensure that my business is highly successful. 
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[bookmark: _Toc151120447]Appendix A: Curriculum Vitae
[bookmark: _Hlk183000197] 
Janine Davies 
07530668405 | fieldyj1980@gmail.com | 
 
 
PROFESSIONAL SUMMARY 
I have excellent customer service skills, and these have been developed in my diverse working background. I can work off my initiative but also thrive in group setting environments. I am open to learning new skills and welcome new challenges. 

EXPERIENCE 
Title Shop Owner									  
 Date - (Current) 
Company Name, Location							                                           
· Oversee day-to-day operations 
· Manage financial aspects of the business such as bookkeeping 
· Carry out weekly stock taking to ensure stock levels are accurate 
· Ensure I am compliant with health and safety regulations, food standards and licensing     requirements. 



Title	Company Buyer		 Start 05.05.2013 Date - End 12.09.2018 
Mollart Engineering - Resolven 
· Preparing purchase orders, managing procurement and tracking delivery timescales 
· Sourcing the best prices for lead time products 
· Building external relationships with suppliers 
· Paying attention to details and working to deadline effectively 


SKILLS 
Excellent communication skills both verbal and IT. 
Dealing with customer complaints  
Understanding the business model and values 
Financial Forecasting 
Management Skills 
Problem Solving  
 
 
EDUCATION 
Bishop Gore Comprehensive School – 5 GCSE’s Math's, English, Science, Drama, Home Economics  
 
QUALIFICATIONS

· GNVQ – Customer service and call handling – 2005 
· Food hygiene certificate – 2024 
· Allergy awareness - 2024 



[bookmark: _Toc151120448]Appendix B: Continuous Professional Development Record


	Date
	Activity
	Formal / Informal
	Provider (if relevant)
	Skills Gained
	Relevance to Role

	March 2024
	Food and Hygiene Certificate level 2.



	Formal.
	Online.
	Up to date legal requirements for food hygiene regulations.
	Vital as without this food hygiene rating would be low.

	April 2024
	Allergy awareness certification.



	Formal.
	Online.
	Up to date information of food allergies and intolerances.
	Vital as health and safety issue and explanation required for customers.

	June 2024
	Cake decorating classes.



	Formal.
	Swansea Sugarcraft.
	Advanced cake decorating.
	Ability to offer greater options to customers.

	February 2024
	You tube video tutorials on buttercream methods.


	Informal.
	Online.
	Knowledge of piping and different buttercream techniques.
	Better options for customers.














Appendix C: Reflective Model.
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