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[bookmark: _1ci93xb][bookmark: _Toc180750056]
The following report will centre a reflection of the identified professional need both for myself and a team member. Based on the learning style analysis, scheme of the potential hindrances and the proposed programs of development, the improvements of the leadership and management, compliant with the organizational goals, are expected. Applying formats like SWOT, learning style questionnaires, and SMART goals and development this report models reflective CPD.
Section 1: Know how to identify development needs


1.1 [bookmark: _3whwml4][bookmark: _Toc180750057][bookmark: _2bn6wsx]Identify learning styles for self and another 
Self:
I have taken my VARK Learning Styles Questionnaire test and the result reveals that I am a visual learner. I prefer to take information in the contexts of diagrams, flowcharts, and other graphical representations as these help to put information in copyright while it’s stored in a personal database (Ariastuti and Wahyudin, 2022).
Team Member:
The team member says he is a kinesthetic learner. They are comfortable with exercise and practical lessons to learn lesson effectively.


[bookmark: _qsh70q][bookmark: _Toc180750058]1.2 Use a simple technique for identifying development needs for self & another


	[bookmark: _3as4poj]
SWOT Person 1


	
STRENGTHS
Strong organizational skills
Effective communicator
	
WEAKNESSES
Are always stretched for time whenever working on multiple tasks
Lack of adequate technical expertise in new software (Puyt, 2023.).

	
OPPORTUNITIES

Access to online courses
	
THREATS

High rate of growth in technologies



	
SWOT Person 2


	
STRENGTHS

Strong interpersonal skills
Highly motivated
	
WEAKNESSES
Cautious about assuming formal positions
Lack of appropriate decision making for long term strategies

	
OPPORTUNITIES
Mentorship programs
	
THREATS
High workload constraints




Gap Analysis - Person 1 
	Present Position
	Actions
	Desired Position

	Junior Manager
	Improve time management through workshops.
	Efficient Time Manager

	Junior Manager
	Learn advanced data analysis tools via online courses.
	Senior Analyst

	Junior Manager
	Develop strategic planning skills through mentorship and practice (Palacin, 2022).
	Senior Manager




Gap Analysis - Person 2 
	Present Position
	Actions
	Present Position

	Team Assistant
	Enhance project planning skills through structured training.
	Efficient Planner

	Team Assistant
	Build confidence by leading small projects.
	Emerging Team Leader

	Team Assistant
	Participate in leadership development workshops.
	Team Leader




[bookmark: _1pxezwc][bookmark: _Toc180750059]1.3 Identify potential barriers to learning for self and another.
Self:
Time constraints caused by the present load of work being handled.
It is not easy to change with new technologies into use.
Lack of confidence on leadership positions.• Insufficient access to certified development scholarships.puting to new technologies can be challenging (Gatzweiler, 2022).
Team Member:
Low confidence in leadership roles.
Limited exposure to formal development opportunities.

[bookmark: _49x2ik5][bookmark: _Toc180750060]1.4 Explain how these barriers to learning can be overcome.
· Self:
· Use of time management strategies including the setting of a particular time of the day to learn.
· Use basics for beginners’ to begin to familiarize with elaborate technologies 
· Afford an opportunity for participants to attend internal training and other outside training sessions. Urs for learning (Maguvhe, 2023).
· Start with beginner-friendly resources to ease into complex technologies.
Team Member:
· Assign small leadership tasks to gradually build confidence.
· Provide access to internal training programs and external workshops.



[bookmark: _2p2csry][bookmark: _Toc180750061]Section 2: Know how to develop self & others to achieve organisational objectives



[bookmark: _147n2zr][bookmark: _Toc151120442][bookmark: _Toc180750062]2.1 Analyse learning/development options to meet needs of self & another.
	Option
	Pros
	Cons

	Online courses
	Flexible, cost-effective, self-paced
	Limited interaction

	Mentorship programs
	Personalized guidance, real-world insights
	Time constraints for mentors

	Workshops and seminars
	Interactive and practical
	High cost and scheduling issues





[bookmark: _3o7alnk][bookmark: _Toc180750063]2.2 Identify support mechanisms for the development of self & another
Self:
Scholarships to attend online classes. • feedbacks and mentoring sessions with other teachers.• Frequent feedback from a manager who already occupies a higher position.• Co-operation with fellow students in acting out solution-focused teamwork exercises.urses (Utrera-Barrios, 2020).
Team Member:
Regular coaching from a senior manager.
Collaboration with peers through team-building exercises.


[bookmark: _ihv636][bookmark: _Toc180750064]2.3 Prepare development plans for yourself and another person


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

	
Increase efficiency in time-utilization and better skill in usage of quantitative skill involving analytical tools.
	Participate in online classes; apply tools that have been learned on simple scenarios.
	Cash donations; guidance from subject matter professionals.
	As applied to real projects, effective implementation of tools.
	Within six months.

	Enhance the working relationships as well as communication both oral and written to address customer presentations.
	Undergo a communication course or attend seminars that include basic public speaking skills, go for toastmasters or any local club or even online forums (Fahmi, and Ali, 2022).
	Web-based courses, comments from other learners or tutors, and literature on communication strategies.
	Conveying of presentation contents effectively to the target audiences and favourable responses from relevant presenters regarding the level of alertness. 
	Within four months.

	Develop managerial competencies designed to enable one manage human resource for the purpose of ensuring certain projects yields the required results.
	Fully engage in organizational leadership training activities, and employ for requesting leadership roles in small scale projects or groups’ volunteering activities.
	Mentoring by other leaders, resources and tools which contribute to leadership, and inclusion in team-related exercises,
	Responsibilities in a team environment, project completion with my having led a particular project and feedback that I have received from my colleagues.
	Within six months.







Personal Objectives
	Short Term Goals (next 12 months)

	• Objective: Complete at least two online courses concentrating on the tools of photography. • Action Steps: As with any assignment, homework should be set at certain hours of the week. • Measurement of Success: Others are completion certificates and actual implementation of some of the tasks that have been learnt in minor projects.

	Medium Term Goals (2-3 years)

	Objective: Take charge of a group undertaking in my organization or group within the society. • Action Steps: Try to be a leader and seek advice from successful leaders in your organization. • Measurement of Success: The last evaluation criteria are concerned with the actual accomplishment of the project and the reception from other members of the team (Brundiers, 2021).

	Long Term Goals (3-5 years)

	· • Objective: Necessary to consider further education and get a master’s degree or study advanced programs connected with photography. • Action Steps: Conduct research programs, develop applications and if required seek grant funding. • Measurement of Success: Completion of at least one graduate class within five years.





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

	
Build and enhance knowledge in Leadership and Strategic planning camp.
	Attend workshops; facilitate small groups.
	Mentoring by other manager levels; evaluation of results.
	Positive feedback or enhanced team performance as a result of monitoring and evaluating the team’s performance by another set of eyes.
	Within 12 months.

	
Build up the interpersonal level skills for efficacious relationship and scoring team performance..

	Participate in training sessions with a strong focus on the concept of emotion and response; exercise in listening and comprehending other people’s feelings.
	Availability of seminar or class on Emotional Intelligence; evaluation of interpersonal interactions from peers or trainers/untrained supervisors on factual Interaction analysis 
	Positive change in interaction between subordinates, updated and fulfilling remarks from subordinates, and enhanced effective cooperation of subordinates.
	Within 12 months.

	
Get to understand ways of managing workspace conflict and techniques of negotiating for an amicable solution..

	 Participate in conflict-solver meetings; act out negotiations with partners...
	Contacts with other people who have negotiated or mediated conflicts; availability of literature or seminars on conflict solving methods.
	Achievement of conflict issues without escalation, the reaction of the players involved, and enhanced performance in bargaining situations (Folger, 2021).
	Within 12 months.




Personal Objectives
	Short Term Goals (next 12 months)

	
Objective: Attend and actively engage in at least two leadership workshops and complete one small group assignment leading a subgroup of the class (Ismail, 2022).. • Action Steps: Find out about these activities and join them; offer to conduct session about the group’s activities. • Measurement of Success: accumulation of daily workshops, appreciation from the team members and successful implementation of the group work

	Medium Term Goals (2-3 years)

	• Objective: Go through one session on how to increase emotional intelligence and actively apply following techniques in interactions with individuals. • Action Steps: Find a workshop and sign up; use activity with peers for participation in practicing being an empathic listener. • Measurement of Success: Positive changes to interactions with colleagues, peers expressing appreciation at the effectiveness of communication. 


	Long Term Goals (3-5 years)

	
• Objective: Post a passing grade in any recognized Conflict Resolution Training Course and successfully undertake role-playing on negotiation. • Action Steps: Looking for a suitable course; convene a group and practice with other students or colleagues. • Measurement of Success: Cordial and healthy handling of not less than two interpersonal conflict situations with reference to techniques acquired.




[bookmark: _32hioqz][bookmark: _Toc180750065]2.4 Method used to monitor the development of self & another.
[bookmark: _Toc180750066]Progress Reviews should be made through a combination of organized one on one session that covers progress that an employee has made in line with set goals for a specific month. These sessions offer focused time in order to check on the extent of meeting the planned objectives so as to make necessary corrective actions where plans are off course. In its nutshell, it is advisable to conduct as many reviews as possible, for this course sets objectives within focus and oversees to ensure that employees have their attention fixed on the recommended development trajectories. These discussions can also be used for coaching where every employee can be encouraged to review his, her or its accomplishments and opportunities for development.
In any organization, there are different types of Feedback Mechanisms that are very important in ensuring that change and improvement are constant. The evaluation of personal performance and the use of peer feedback enable individuals to develop self-awareness of shortcoming which affect their working lives. While using this approach, individual performance indicators are also stressed, but the viewpoints of many people are being included into the performance indicators so the contribution made by a particular person is viewed from various angles. Employees can be on a schedule to review the goals of an organization  assistance people be accountable (Garcia and Petrich, 2023.).
Weekly tool Reflective Logs is unfolded as learning diaries or journals where key experiences and struggles are highlighted. It has the benefit of making employees cogitate about their behavior and the life processes occurring in their heads. reviews of these logs provide individuals with an understanding of their progress, aspects which they have difficulties overcoming and achievements over time, hence improving their effectiveness in both personal and professional lives.

Section 3: Reflection
From my reflection on my professional growth process, I have realized that having a clear and organized approach, together with having a humble approach while assessing one’s learning process is absolutely of paramount importance. I also found the SWOT analysis quite helpful; it puts one in a complete perspective as to what strengths, and weaknesses one has, what opportunities and what threats are available or present. This analytical approach showed me particular segments where I can improve skills, for instance, in leadership or conflict management. These gaps meant that I was better placed to come up with development plans that focused on clearly defined goals and objectives (Chen, 2020). This not only helped to provide me with clear steps as to how to improve but also made me more responsible for my progress, Furthermore this was done in pair, which helped me massively to see that everybody should be treated individually. People have certain potential and limitation and optimizing development for realisation of human asset is always more effective. For instance, what I opted to build on was my EI, negotiation or interpersonal skills while the other person chose to build on technical skills or project management skills. This diversity in focus enabled everyone to understand each other better, and establish mutual support and cooperation in sharing information and ideas. Another useful measure is the reflective logs that have made it possible to identify personal progress. Upon writing a weekly reflection, I saw the importance of realizing the enlightenment of the development process. This particular engaged me to not only note patterns regarding my behaviour but also to acknowledge occasional boosts along the way. In addition to the achievement of these goals, I have learned more structured planning for future pursuits, including the next five years’ targets like; Higher learning and development of a mentorship program I am confident the lessons I have learned will foster lifetime career advancement. In the end, this exposure has gone a long way to remind me that the principles of purpose and mindfulness are potent levers to success in any line of work.

[bookmark: _1hmsyys][bookmark: _Toc180750067]Section 4: CV

Contact Information:     Kirsty Spears
[Your Address                  61 Penderry Road,Penlan,Swansea 
[Your Phone Number]    07973733164
[Your Email Address] Objective:  k.spears@live.co.uk
Effective and hardworking individual, specialized in the filed of photography and involving experiences in customer service and operating of machinery, desire to apply all-round talents in a fascinating position.• Must be willing to work refunding and balancing tills as well as entering and reconciling daily sales figures.• Made weekly deposits of the takings and became one of the supervisors after five years .• Contributed to employee orientation and development so as to enhance program efficiency.

Supervisor
May 2000 - Present
· Responsible for cashing up tills and logging daily takings.
· Deposited weekly takings to the bank and became a key supervisor after five years.
· Assisted in training and supporting staff members, ensuring a smooth operation.
Family Value
Customer Service Representative
April 1999 - May 2000
A Customer Service Representative
· Ensured effective customer relationship management including taking customers through queries and details about the products to be sold.
· Was responsible for stocking of shelves, and arrangement of items in the store.
· Managed the cash register effectively.
· Engaged in the production of several parts of the machine; ensuring the receptiveness of cars produced.
· Supervised production processes, and in particular, controlling start and stop of the production process.
· Coordinated shoots such as setting up camera, light and equipment to be used.
· Photographed events per clients’ instruction by meeting their expectations of the end product

Lucas SEI
Machine Operations Technician
September 1994 - April 1999
· Involved in various machine parts manufacturing, ensuring the functionality of produced cars.
· Managed production cycles, including starting and stopping operations as required.
Olan Mills Photography
Photographer
May 1993 - September 1994
· Planned and prepared photo shoots, including camera settings, lighting, and equipment setup.
· Captured photographs according to client requests, ensuring satisfaction with the final product.
Education:Bridgend College, Pencoed
Dog Grooming Level 2 & Level 3Pentrenaford Comprehensive, Swansea (1988 - 1993)
· English: C
· Maths: C
· Double Award Science: DD
· Child Care: Merit
· Art and Design: C
· Geography: D
Skills:
· Proficient in photography and photo editing techniques.
· Strong customer service skills with a focus on client satisfaction.
· Experienced in machine operation and production management.
· Excellent organizational skills with attention to detail.
References available upon request.

[bookmark: _Toc180750068]Conclusion
This report shows that development aids and priorities should not be assumed but should be part of a very structured process of need analysis using tools such as the SWOT analysis, SMART goals, and development plans. These methodologies offer a clear approach of how to identify the gaps and assets of individuals, how to develop individual SMART goals and build workable development plans. The use of the mentioned tools makes it possible for the individual as well as the group to achieve optimum development of personal assets that will be of value to the organization. This is associated with recognition of personal and team member learning styles during this process. Every learner has different attitudes to work with and different ways of perceiving knowledge that affect motivation and learning processes. An understanding of these differences enables authorities to provide specific approaches that would improve learning processes and achievements. Moreover, seeing to it that prima facie problems that may hamper an individual from effecting his/her development are set aside; provides that an individual is able to meet his/her development agenda without much hindrance. Appropriate support structures including having mentors and / or peers, proactively seeking feedback, and having healthy, stated, and frequent check-in about progress fosters and sets up conditions conducive to both personal and professional development. One gets to appreciate the Company is more proactive in that; it allows the development of the culture of ‘Engagement’- where people can embrace self-development. Finally, through a planned approach toward addressing development needs, organisations can increase the richness of their human capital to foster success at organizational hierarchical strata.


[bookmark: _Toc180750069]References
Ariastuti, M.D. and Wahyudin, A.Y., 2022. Exploring academic performance and learning style of undergraduate students in English Education program. Journal of English Language Teaching and Learning, 3(1), pp.67-73.
Brundiers, K., Barth, M., Cebrián, G., Cohen, M., Diaz, L., Doucette-Remington, S., Dripps, W., Habron, G., Harré, N., Jarchow, M. and Losch, K., 2021. Key competencies in sustainability in higher education—toward an agreed-upon reference framework. Sustainability Science, 16, pp.13-29.
Chen, G., Chan, C.K., Chan, K.K., Clarke, S.N. and Resnick, L.B., 2020. Efficacy of video-based teacher professional development for increasing classroom discourse and student learning. Journal of the Learning Sciences, 29(4-5), pp.642-680.
Fahmi, I. and Ali, H., 2022. Determination of Career Planning and Decision Making: Analysis of Communication Skills, Motivation and Experience (Literature Review Human Resource Management). Dinasti International Journal of Management Science, 3(5), pp.823-835.
Folger, J.P., Poole, M.S. and Stutman, R.K., 2021. Working through conflict: Strategies for relationships, groups, and organizations. Routledge.
Garcia, T. and Pintrich, P.R., 2023. Regulating motivation and cognition in the classroom: The role of self-schemas and self-regulatory strategies. In Self-regulation of learning and performance (pp. 127-153). Routledge.
Gatzweiler, M.K., Frey-Heger, C. and Ronzani, M., 2022. Grand challenges and business education: Dealing with barriers to learning and uncomfortable knowledge. In Organizing for societal grand challenges (pp. 221-237). Emerald Publishing Limited.
Ismail, I., Putri, R.S., Zulfadhli, Z., Mustofa, A., Musfiana, M. and Hadiyani, R., 2022. Student Motivation to Follow the Student Creativity Program. Riwayat: Educational Journal of History and Humanities, 5(2), pp.351-360.
Maguvhe, M.O., 2023. Supporting Students Experiencing Barriers to Learning in Inclusive Education Settings: A Critical Requirement for Educational Success. In Using African Epistemologies in Shaping Inclusive Education Knowledge (pp. 375-393). Cham: Springer Nature Switzerland.
Palacin, D., 2022. Design and development of a web application for skills’ Gap analysis.
Puyt, R.W., Lie, F.B. and Wilderom, C.P., 2023. The origins of SWOT analysis. Long Range Planning, 56(3), p.102304.
Utrera-Barrios, S., Verdejo, R., López-Manchado, M.A. and Santana, M.H., 2020. Evolution of self-healing elastomers, from extrinsic to combined intrinsic mechanisms: A review. Materials Horizons, 7(11), pp.2882-2902.


[bookmark: _Toc180750071]Appendices

Appendix B: Continuous Professional Development Record
	Date
	Activity
	Formal / Informal
	Provider
	Skills Gained
	Relevance to Role

	2024-01-10
	Online Course: Data Analysis Basics
	Formal
	Coursera
	Data analysis techniques
	Essential for improving technical proficiency in data tools.

	2024-02-15
	Workshop: Time Management Strategies
	Formal
	Local Training Center
	Time management skills
	Critical for enhancing productivity under pressure.

	2024-03-05
	Team Building Exercise
	Informal
	Internal Team Lead
	Team collaboration
	Strengthens interpersonal skills and team dynamics.

	2024-04-12
	Mentorship Session
	Informal
	Senior Manager
	Leadership insights
	Provides guidance on leadership roles and responsibilities.

	2024-05-20
	Online Course: Effective Communication
	Formal
	LinkedIn Learning
	Communication skills
	Vital for effective stakeholder engagement and team communication.

	2024-06-15
	Workshop: Strategic Planning
	Formal
	Professional Association
	Strategic planning
	Enhances ability to contribute to long-term planning efforts.

	2024-07-10
	Reflective Practice Session
	Informal
	Peer Group
	Self-reflection and feedback
	Encourages personal growth and awareness of development areas.

	2024-08-25
	Seminar: Leadership in Management
	Formal
	Industry Conference
	Leadership strategies
	Directly applicable to aspiring leadership roles.

	2024-09-15
	Online Course: Advanced Data Tools
	Formal
	Udemy
	Advanced data analysis techniques
	Supports transition from junior to senior management roles.

	2024-10-05
	Group Project Leadership
	Informal
	Internal Department
	Project management
	Builds confidence in leading team projects effectively.

	2024-11-01
	Feedback Session with Senior Manager
	Informal
	Internal Organization
	Performance feedback
	Provides insights for improvement and aligns goals with organizational objectives.



[bookmark: _Toc180750072]Appendix C: Reflective Model


The model employed in your professional growth journey is very similar to Gibbs Reflective Cycle. This model is widely recognized for its structured approach to reflection and consists of six stages:
1.	Description: You write about the things that happened to use, for instance, SWOT analysis and partnership with your colleague.
2.	Feelings: You explain how these experiences affected you, and explain a gain in appreciation of planning and self-reflection.
3.	Evaluation: You assess the strengths of your travel process, including strengths in admitting the need for certain skills and setting up programs to fill in the gaps, as well as the advantages of individualized approaches to learning.
4.	Analysis: You examine the importance of practicing being reflective and what it was like for you to keep these logs:
5.	Conclusion: You make judgments over what you have garnered from this experience and the emphasis accorded to mindfulness and critical evaluation in the growth of professionalism.
6.	Action Plan: Some of the future career goals include continued education and setting up of a mentorship program in explaining the application of the lessons learned.
In this way, through such reflective cycle not only you are getting a look into the past experiences, but also a blue print for future learning making this a very effective model to practice for lifelong learning.























Your work should be checked for grammar errors, follow a report structure, include in-text citations, have a separate Reference section populated with full references of all your information sources, and follow APA V7 referencing style.

Discuss:
Meaning: Examine and consider different aspects or points of view. It involves presenting a balanced argument by considering various perspectives, providing evidence, and drawing conclusions.
Evaluate:
Meaning: Assess the strengths and weaknesses of a particular idea, theory, or argument. You need to provide judgments based on evidence (it is effective because) discussing the significance and implications of the subject matter (which therefore allows … to happen).
Analyse:
Meaning: Analysis involves breaking down a complex topic into its constituent parts and examining how these parts relate to each other. (… made up of …) You are expected to explore the structure, components, and relationships within the subject (links with to form …), often using evidence to support your observations.
Describe:
Meaning: Provide a detailed account of its characteristics, features, or qualities (It is big, small, tall, heavy…) It involves presenting information in a clear and factual manner, without necessarily offering an evaluation or analysis.
Identify:
Meaning: Recognising and naming key elements or components of a given subject. It's often about pointing out specific aspects without delving deeply into their analysis or providing extensive details.

Reference… reference… reference… 


GUIDANCE NOTE ON WHAT I WILL MARK AGAINST
linked to the five generic assessment criteria below 
[bookmark: _Hlk180502338]1. Engagement with Literature Skills (10 marks)
Guidance specific to this assessment: 
You should include at least ten references. These should be taken from appropriate journals, textbooks, and reliable websites. A reference list should be provided using APA referencing convention. In-text citations should correspond to the reference list and be in the correct format. 
2. Knowledge and Understanding Skills (25 marks)
Guidance specific to this assessment: 
Demonstrate your knowledge of the relevant models and theories such as SWOT, SMART, Johari etc. for identifying learning needs.
Conduct three learning style questionnaires on self (and any two on your team member) and consider formal and informal learning and its benefits. 
3. Cognitive and Intellectual Skills (25 marks)
Guidance specific to this assessment: 
Consider barriers to learning and suggest some strategies for overcoming them. Briefly analyse learning and development opportunities and options for both; self and another. Identify support mechanisms for self and another.
4. Practical Skills (30 marks)
Guidance specific to this assessment: 
Practical use of all the tools and techniques in this report.
Apply all the learning from the SWOT and learning styles, etc, and produce a PDP specific to self and a team member with a minimum of three objectives to improve employability skills. Describe a method that could be used to monitor the development of self and another member of the team
Create an industry relevant CV and a CPD record for self.
5. Transferable Skills for Life and Professional Practice (10 marks)
Guidance specific to this assessment: 
Demonstrate effective formal report writing skills, with appropriate diagrams, graphs, charts, and tables inserted where necessary and/ or questionnaire results summary in the Appendix. 
Consider your layout, grammar, and report structure. 
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