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[bookmark: _Toc500943471][bookmark: _Toc55497519]Section 1: Know how to identify development needs
Identifying our learning style is important to understand our advantages and disadvantages of approaching to task given and help us to understand which is the best way of learning for us. 

[bookmark: _Toc500943472][bookmark: _Toc55497520]1.1 Identify learning styles for self and another 

To identify mine and other learning style’s I have researched two different questionaries. It helped me to identify very clearly mine and others best way of learning styles. I have used VARK learning style questionnaire and Honey and Munford Questionnaire. 
Those Questionnaires help us to improve our preforming at work but also our personal development of knowing which approach is the best for us. 
[bookmark: _Hlk58063680]The outcome from VARK research for myself showed that I am kinaesthetic learner which means I am good at problem solving and logical thinking which can be of benefit for other aspects not only learning but also for life skills and employability. As this type of learner, I tend to finish a task that I have started to its perfection. Kinaesthetic learners are also good as a team member. They are very concrete in their approach and they often use videos to adapt their knowledge especially the videos that shows real thing. But on the weaker side of kinaesthetic learners we can lose concentration quickly if the topic is not relevant or concrete. They also find it difficult to follow spoken instructions. As a learner their mostly learn in actions is very difficult for a kinaesthetic learner to sit still and adapt the information which can cause loss of interest of the topic and might produce in failure of the given task. In Honey and Munford my results showed that I am a reflectionist/ theorist learner which means I like to stand back and observe others in action. Reflectionist are thoughtful people who consider the feelings of others. As a reflectionist I also like to collect available data and analyse it to get as much perspective as possible. Reflectionist tend to keep a low profile which gives them opportunity to research the information and assemble it to get the facts right. They can then exchange views with others without any danger. As a reflectionist I need to reach my decision in my own time without pressure from others and I do not like to be tied to tight deadlines. In my questionnaire in Honey and Munford I have also scored high for a theorist learner which shows that I am a logical thinking person and have a discipline approach to given tasks. On our strength sides as theorists learners we tend to plan and organize our tasks as we are perfectionist who will not rest easy until things are tidy and fit into a rational scheme. We rather work independently. On the weaker side of a theorist, I have learned that we have a low tolerance toward disorder and uncertainty. As a theorist I am full of “must” and “should” which can be difficult in day to day living. 
After completing the questionnaire, I agree with the decision that I am a kinaesthetic and reflectionist/theorist learner.
[bookmark: _Hlk58064773]I used my partner as the other member and have used the same technique to identify his learning style. The outcome in VARK showed that he is also a kinaesthetic learner and with a high score for a reader/writer learner which means that he will benefit most from reading and writing text and correcting mistakes.  As a reader writer he tends to put things into categories, he also uses lists and bullet points and numbered paragraphs to make his notes clear and easy to learn from. His high score at Kinaesthetic learner shows that he learns through action. He uses all his senses like touch smell hearing and taste.  It also shows that he is very solid in his approach and realistic and can apply his ideas into life skills. In Honey and Munford research it shown that he is a reflector and theorist as well as me, which means his ways of learning is as remarkable as mine. He learns from demonstration he is also very organised. As a theorist he is a very logical thinker, and he believes that if something its logical it will work just fine. It also shows that he loves harmony and can understand and practice in a complex situation. On his weaker side it showed me that he has luck of patience and he is not willing to take risks.  To support my answer, I add the screen prints to show the result in both cases.
(My results from the VARK and Honey and Munford questionnaire)
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(Other member results from VARK and Honey and Munford questionnaire)
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[bookmark: _Toc500943473][bookmark: _Toc55497521]1.2 Use a simple technique for identifying development needs for self & another

	[bookmark: _Hlk511915604]
SWOT Person 1


	
STRENGTHS
· Organised with task given.
· Speaks other language (Polish).
· Caring and take into consideration other’s feeling.
· Discipline/ perfectionism making sure the outcome of given task is at high level.
· Fully accurate toward given task carrying out in logical way.
· Able of driving.
· Very straight to a point person.
· Capable of work as a team member and as a team leader.  




	
WEAKNESSES
· Lacking patience like to go straight to a point.
· Overthinking given task. 
· Low tolerance of disorder.
· Lack of confident in spelling as English is my second language. 
· Not artistically gifted which make my work sometime look bland and not eye-catching.
· Sympathetic toward others rather than empathetic.
· Stubborn to proceed to the finish line.



	
OPPORTUNITIES
· Gaining knowledge.
· Developing IT skills. 
· Develop better communication skills.  
· Better job opportunities and being capable of earing better money. 
· Time management in workplace.
	
THREATS
· Financial stability.
· Unknown terminology.
· Family and friend’s commitment with childcare needs. 
· Time balancing between my studies and family time.
· Language barrier and discrimination. 











	
SWOT Person 2


	
STRENGTHS

· Organised. 
· IT skilled with an IT degree. 
· Patient.
· Optimistic in life always think positive and incredibly open minded. 
· High Standards of delivering given task.
	
WEAKNESSES

· Sarcastic.
· Shy like to stand back and observer.  
· Lack of confidence.
· Insecure in speaking and writing English language. 



	
OPPORTUNITIES

· Chance to gain knowledge with other perspective. 
· Gain the confident in communication. 
· Future education and courses opportunities.
· Able to work in internationals companies.


	
THREATS

· Lack of time due to full time work and family commitment. 
· Speaking in front of crowd.
· Spelling and grammar in English for work professional expectations.  
· Discrimination in team.  





To produce my ‘Conversion Strategies’, I need to convert my weakness into my strength and my threats into opportunities. To do that I need to analyse my SWOT analysis and I will be using ‘Matching Strategies’.
 To ‘Convert Strategies’ I have used my lack of patients weakness to convert into my strength through my discipline and accuracy to given task  by following those rules I can covert those strengths into my opportunities to gain knowledge for better job opportunities. As one of my threats I have chosen to convert my language barrier to gain an opportunity to become a better communicator by using the skill and  then be able to speak publicly and confidently.
[bookmark: _Toc500943474][bookmark: _Toc55497522]1.3 Identify potential barriers to learning for self and another.
It is important to identify our barriers to learn, and ways to overcome them. It will help us to work more effectively according to our capabilities.
Identifying barriers for the report writer.
 
· Childcare  
I have two young children and they require childcare during my studies. They are both in school during the daytime my course is mostly during the evenings I need to organise an adult to supervise my children during my studies.  
 
· Financial barrier 
I was not able to pay the cost of my course. I am currently unemployed. I cannot afford to pay for my studies the cost of which is £9000 per year. I do not have any saving that could help me with the cost of my studies.
 
· Lack of confident in English language/spelling  
I was born in Poland and Polish is my first language. I speak Polish language at home to teach my children Polish language. I do not have enough opportunities to speak English or wright in English language to practise.  
    
· Lack of time  
As a mum, I have many tasks during the day. The university main campus is based about one and half hours away from where I live. Currently my children attend many after school lessons which are very time consuming and make it difficult to travel.  

Identifying barrier for another member.
· Lack of confident 
Being a shy person can be one of the barriers that can appear during education but also in work and personal life. Not having enough confidence can cause discretion and less opportunities at work but also in personal life. 

· Childcare 
Having dependent children means you need to share your time between life, work, and all others aspect according to the situation. Having young children, childcare is necessary to be in place.

· Work, family, and friend’s commitment 
Working full time not being able to undertake any more responsibilities. Balancing family life and other aspect of pleasure. 

· Language barrier 
English is a second language, and it can be difficult to know all professionally used terminologies.
[bookmark: _Toc500943475][bookmark: _Toc55497523]1.4 Explain how these barriers to learning can be overcome.
Methods of overcoming barriers for the report writer.

· Childcare is one of the more stressful barriers to be overcome to be able to study and have dependent children I need to have professional childcare in place. Use additional help from friends and family when the childminder is not available. 

· Financial barrier can be overcome by researching additional support from websites like Student Finance Wales. Seek support from the university how to apply. Ask family and friends for an extra support in daily maintenance. 
 
· Lack of confidence in English language and spelling. As I state above, English is my second language I need to practice and read more frequently to achieve better results in my learning process.  To become more confident, I need to seek some help from the tutor, university Hub and the library. Use accessible online research like Google Translator. 
 
 
 
· Luck of time to overcome this specific barrier I will need to balance time accordingly between university and children after school lessons.
I am capable of driving which makes travel less time consuming.  After school sessions can be placed in specific time schedule to invest more time for studying.


Methods of overcoming potential barriers for others. 
· Lack of confident can be overcome by trying to communicate with others more often.  Willing to attend course to gain more self belief. Read valuable articles and books to overcome the barrier. Do not be afraid to ask questions. Take more risks that could bring new opportunities in personal life and future career development. 

· Childcare barrier can be overcome by having a professional childcare in place. Also, by asking family and friends for some addition support with childcare if needed. Use time accordantly for life commitments.

· Work, friends, and family commitments barrier can be overcome by asking for support from the employer. Take extra holidays when needed. Extra support from family members and friends to devote enough time to develop yourself. 


· Language barrier the methods to overcome would be to read more frequently. Use dictionary to help with the terminologies to gain knowledge use online research e.g. Google Translator. Practice reading and writing do not be afraid to make mistakes grammatically or verbally. Ask friends to correct your pronunciation.
[bookmark: _Toc500943476][bookmark: _Toc55497524]Section 2: Know how to develop self & others to achieve organisational objectives
Developing self and others is important in our lives to overcome our external and internal barriers. By developing in all aspects of life we can create better opportunities for ourselves and others around us. Simple techniques like SWOT analysis and Personal Developing Plan can help us monitor and develop our selves in a successful way.  
[bookmark: _Toc500943477][bookmark: _Toc55497525]2.1 Analyse learning/development options to meet needs of self & another.

Two develop needs for report writer
Attending my Skills for Workplace course to improve my English language and confidence skills.
By accompanying the course, I can increase my qualifications and improve my second language.
As an additional benefit I will improve my management and leadership skill to undertake problem solving and logical thinking. It will also give me the chance to practice and discuss other perspective and gaining knowledge in more effective way. 

Two Develop needs for other.

 One of the development needs for others would be to become more confident and have  self belief. It is crucial to have some confidence in life to have more opportunities and be able to take more risks that could be beneficial in future job opportunities or life commitments. Second development needs for others could be applying for a financial and accounting course to gain a degree which could possibly boost confidence up but can also be beneficial of getting the education and possibly future financial stability in life. 

[bookmark: _Toc500943478][bookmark: _Toc55497526]2.2 Identify support mechanisms for the development of self & another

Identify the support mechanism for report writer. 

Online module materials are one of my support mechanisms as studying is something very new for me. I can find many useful links and videos that gather information that help me reach my goals in learning. As much as the online module is immensely helpful the library is powerful support mechanism. Books contains loads of information and we need them to gain knowledge. My family and friends are one of my biggest support mechanisms as they are always there supporting me. They also believe in me a lot which gives me loads of confidence and pushes me towards my future goals. I also can find support in my class members they seem to be very helpful and we all working towards similar goals at the moment and by being on the same topic we are capable of helping each other. One of the biggest support mechanisms for me during this academic year is our tutor Julia Adult she is a wonderful lecturer she tends to explain the topic given in a very professional and understandable manner. Finally, the support mechanism for me is the whole university itself for example the Hub of the university gives support in all aspects for students which is fantastic. They able to help us from as little as copies of books to organising appropriate help in learning difficulties such as lack of IT skills or even dyslexia. 


Support mechanism for others
· Family and friends can be very encouraging to overcome our weakness in life. They can support us mentally and encouraging us to develop ourselves in more effective ways by simply given us time to learn and develop. 
· Available online research to help with English language as they are mostly free of charge and easy access.
· Time balancing finding time to support self-care for walks exercises holidays etc with support from family and friends.
· [bookmark: _Toc456901523]Financial security having a full time job and a supportive employer that can help with future development for example paying for a college course and give time to learn. 

[bookmark: _Toc500943479][bookmark: _Toc55497527]2.3 Prepare development plans for self & another

[bookmark: _Toc55497528]Self

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals


	[bookmark: _Hlk55665555]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
	SMART Goal.

	English Speaking and spelling. 



	Need to practice and speak more in English. 
	Use online or book dictionary. Watch more programs in English. Read more books.   
	Being confident in speaking and writing my assignments.
	Next review date:
 30th 
January 2021 

Following review date: 30th Sep 2021
	Speak English confidently be able to get high score in writing 30/09/2021. 

	Finish my course with above average score. 

	Attend to my classes, put time toward my research and learning use my feedback from the tutor and work on the pointed aspect.
	Use a library to find my research and online materials that will help me gain the information that I need for the assignment. Our tutor Julia   
	Be happy with my final mark on end of study.
	Next review date: 20th January 2021  
Following Review date: 10th March 2021
	Work accordingly toward above average score on every assignment
30/09/2021 

	
Gain confident and self belief. Develop better communication skills.  


	Attend to my course speak to others more frequently.
	Practice. Attend to the course. Read more do not overthink the task given. 
	Being capable of presenting my work in expected manners and be able to speak in front of people with confident 
	Next review date: Every two months.
Following Review date:
30th 
September 2021 
	Be confident to speak publicly. Communicate in clear and understandable way grammatically correct by 30/09/2021.


Part 3: Personal Objectives
	Short Term Goals (next 12 months)

	
To complete Skills for Workplace course to give me the skill I need for my future education and better job opportunities. 
Learn English to perfection and become better at spelling. 
 


	Medium Term Goals (2-3 years)

	
To complete the full degree in business and management BA Degree. 
Gain some work experience.
 Be more confident


	Long Term Goals (3-5 years)

	
To have the skills needed in managing my own business and be finically stable and independent.
Getting new bigger home for me and my children.




[bookmark: _Toc55497529]Person 2 

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 
Part 2: Setting Goals
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review
	SMART Goals. 

	
Be more self-confident and open to others 

	Attend self-confidence improvement course 
	Read appropriate articles and books. Practice with family and friends to get more confident.
	Become more confident and be able to give a speech in front of the crowd 
	Next review date: Every three months.

	Be capable of public speaking and have confidence by 30/09/2021

	Financial and accounting degree. 
	Apply for the university. Read. 
	Education. Family, childcare, library and internet research about the open days at the university  
	Finishing my course. Get a job in accounting.
	Next review date: 1st September 2021.
Following review date:
1st
September 2024
	Have a degree at accounting and finance work in well perspective company by 30/09/2024

	Speak other language. Improve English with spelling and grama. 


	Undertake some language lesson online. Read and write more in English. 
	Practice, online course. Books and dictionary. 
	Able to speak other language. Spell correctly in English and be grammatically correct. 
	Next review date: 20 January 2021. Following review date: 
1st September 2021
	Speak communicatively in different language. Undertake spelling test in English and gain high score by 1/09/2021.












Part 3: Personal Objectives
	Short Term Goals (next 12 months)

	Learn to speak Polish language fluently. 
Apply for university. 

	Medium Term Goals (2-3 years)

	Start up a small business in Poland to become more financially stable.
Start the course for finance and accounting.


	Long Term Goals (3-5 years)

	Have a degree in finance and accounting.
Find a well pay job in good perspective company.  







[bookmark: _Toc500943480][bookmark: _Toc55497530]2.4 Method used to monitor the development of self & another.

The methods to monitor the development of self and others need a stable structure and be consistent with our possibilities.  The best way to monitor ourselves development is logical thinking make an action plan with bullets point that will keep us on track to be able to complete our goals step by step. By keeping to the time management, we will be able to monitor the progress using the same techniques for both and the review date can be adjusted to gain the skills.  PDP and SWOT analyses are perfect to keep work effectively and accordingly towards set goals. 









[bookmark: _Toc500943481][bookmark: _Toc55497531]Section 3: Know how to prepare for the recruitment process 
Professor Graham Gibbs published his Reflective Cycle in his 1988 book "Learning by Doing”
Gibbs reflection cycle is shown below.

[bookmark: _Toc55497532]Reflection on the Recruitment Process 

[image: ]
Gibbs (1988)

[bookmark: _Toc55497533]3.1 Description
 I have applied for General Managers position at Home Bargains Company by using the online website. Before applying for the position, I created a CV suitable for the position by using the skills I had learned from Skills for Workplace course. I have successfully gained an interview at Home Bargains.
[bookmark: _Toc55497534]3.2 Feelings
At first, I was very worried. I was not sure if I have used the websites correctly to search for my job. On another hand I was overly excited to gain the dreamed position. It was also difficult for me to write a perfect CV and a cover letter as I still have not enough experience. The interview was interesting. The questions were complex and strictly connected to the offer position and company expectations. 
[bookmark: _Toc55497535]3.3 Evaluation
Due to the world pandemic it was very difficult to find a job that is suitable for my qualifications as I had to read fully all the job descriptions available online and sometime there were duplicated on other websites. Which made the process very time consuming. However, it was extremely comfortable to search for a job from the comfort of my own home and being just one click away from applying for it. By applying for this position, I had a chance to develop my CV and cover letter writing skills which was a good experiment. I also had a chance to attend my job interview which given me chance to see how the process looks like as it was my first interview. On the other side my interview has taken place online which made it difficult I had to stay on point and look directly into my laptop camera which was not very comfortable. Also, I did not have a chance to express myself in front of the potential employer which was the weaker side of this experiment which unfortunately produce to a failure in getting this position. 
[bookmark: _Toc55497536]3.4 Analysis
When I am analysing the recruitment process, there is good and bad side to it.  When I will be applying for the job in the future, I will know more how to prepare myself and I will believe in my instincts. Also, I will read all instructions before using the website. This time I had not had enough experience to be successful as I had not prepared myself well enough.  
[bookmark: _Toc55497537]3.5 Conclusion
The position was far more complex then I had researched I should have gone deeper and analyse the company little more by using the methods I been taught. 
[bookmark: _Toc55497538]3.6 Action Plan
For the Action Plan I will use a simple technique to monitor my development into future job opportunities. I will also consider use a professional CV and Cover Letter website writer. I will only include a positive aspect of myself in my job application. Finally, I will be more open minded and less stressed about all the experiment as it will not be my first time, I will allow myself more time to practice the potential interview. 

[bookmark: _Toc55497539]References
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[bookmark: _Toc55497540]Appendix A 


              
	Job Application Form - Confidential

	

JOB TITLE: Retail Manager Home Bargains 
VACANCY REFERENCE: 097632SWA
CLOSING DATE: 21.11.2020


	
Please complete this form electronically or in black ink. 

Please return your completed application form by 21st November 2020 to:
[bookmark: _Hlk57820987]TJ Morris Limited,
Portal Way,
Liverpool,
L11 0JA

Or alternatively email us:
Homebargainsswansea@google.com
	
For HR department use only

Applicant considers themselves as disabled:

Yes  ☐      No  ☐


	
	HR Signature
	

	
	Date
	

	
	Applicant ID
	



Please refer to our Privacy Notice for further information on how we process the personal data you provide in this form 

	1.  Qualifications

	
Beginning with the most recent, please provide details of your qualifications (academic,
professional and / or vocational) that are relevant to this application. Please continue a 
separate sheet(s) if necessary. Please note: Original documents may need to be provided.


	Education Establishment / Training Provider
	Qualification(s) obtained (including grade if applicable)
	Date Awarded


	Skills for Workplace BA Degree
	Leadership Management 



	30.09.2020.






	2.  Training and Development

	
Please provide details of any relevant training and development courses that you have attended.


	Training Provider
	Name of Training / Development Course
	Date

	London Sale Techniques 





	Negotiation with difficult clients. 

	12.9.2019




	3.  Current or Most Recent Employment

	Name and address of employer:  ABC Polish shop Swansea 

	Job Title: 
Store Manager

	Start date: 
1/05/2016
	Basic Salary: 
£10.50 per hour 

	Brief description of duties: 
Recruiting and training to enforce future sale improve and store growth. 
Organizing well effective marketing campaigning such as flayers or newspapers advertising to sell up to local costumers.  








	Reason for leaving:  
Parental leave
	Period of notice required: 
One month. 

	Current employer?      Yes ☐      No ☒

If no, please state your end date of employment: 30.05.2017



	4.  Employment History

	
Beginning with the most recent, please provide a summary of all other employment, including previous posts held with your current or most recent employer. Please continue on a separate sheet(s) if necessary.


	From / To
	Name and address of employer
	Job title, brief description of duties and reason for leaving

	April 2015 - May 2016



January 2013 - April 2015
	Pink Cleaning Service 
13 Gendros Road
Swansea
SA1 5HQ 

Health and Care Store
145 Moriston Clase
Swansea
SA6 7JJ

	Team leader. Organizing work schedule for other team members. Make sure we meet the standards for our clients. Reason for leaving found a better paid job at the Polish shop. 

Sale manager. Making sure the shop works effectively. Managing all aspect of regulations to meet the costumers and marketing needs. Reason for leaving hours of work was not suitable.








	Are you, or you have you previously been an employee of Home Bargains?       Yes ☐      No ☒




	  6. Language Skills
	
	
	
	
	

	
Are you a Welsh speaker?                      Yes ☐    No ☒


	
If yes, please state your level of fluency in Welsh:


	
	Understand
	Speak
	Read
	Write

	Basic
	
	
	
	

	Intermediate
	
	
	
	

	Fluent
	
	
	
	

	
Are you fluent in any other languages?               Yes ☒      No ☐


	If yes, please specify: Polish.




	7. Employment Related Referees

	
Please provide details of two work related referees. The first of these should be your line manager from your current or most recent employer. All offers of employment are conditional upon receipt of satisfactory references. References will only be sought upon an offer being made to a successful candidate.

*Please refer to section 8 if you are unable to complete this section.


	

	1st Work Related Referee

	Name
	Emma Edwards


	Address
	32 Gwynedd Street Swansea Sa5 5QW


	Telephone number

	07687312906

	E-mail address

	Emma123@gmail.com

	Position held by referee

	Senior Manager 

	Employment relationship

	Senior Manager at my last Employer

	

	2nd Work Related Referee

	Name
	Richard Davies 


	Address
	457 Clase Avenue Swansea SA6 7KQ

 

	Telephone number

	07887656342

	E-mail address

	Daviesric45@googlemail.com

	Position held by referee

	Director 

	Employment relationship

	CEO at my previous employer













	8. Character Referee

	
If you are unable to provide two work related referees, please provide details of someone who can offer a character reference about you.


	
	Character Referee


	Name
	Dr Ali Albrighton 


	Address
	12 Gar Road Swansea SA1 1BL


	Telephone number

	07987612458

	E-mail address

	Alialbrighton675@yahoo.com

	Your relationship with the referee
	Lifetime friend and Dentist 



	9. Supporting Statement

	
Please provide a supporting statement to show how you meet the Person Specification criteria, wherever possible relating this to the duties in the Job Description. You are encouraged to provide relevant and explicit examples (obtained from the workplace, voluntary or community work or any other appropriate situation) so that the short-listing panel is able to clearly identify where your experience, knowledge and skills match the criteria identified in the post and understand what qualities you can bring to the role.

 
Please note, CV’s will only be accepted as supporting documentation to the application form.


	 I hold a BA Degree in Leadership and Management from UWTSD. I have previously work in this job criteria. I have excellent IT skills I am also very organised and able to work effectively as a team member. My fresh view of team leader and management skills could be beneficial to your company progress in effective sale improvements.  I can also deliver superbly present training. 












	




	Personal Details and Monitoring Form - Confidential

	
Applicants are requested to provide the following information for records purposes, and to enable the University to meet our statutory equality obligations. The information provided will be processed in accordance with the Data Protection Act 2018 and will not be used in the selection process.

Please refer to our Privacy Notice for further information on how we process the personal data you provide in this form – 


	1.  Vacancy Details (HR Department use only)

	Position applied for:
	

	Vacancy Reference:
	

	Applicant ID: 
	



	2.  Personal Details

	Title:     Mr ☐         Mrs ☐         Miss ☒         Ms ☐         Dr ☐         Prof ☐         Other ............


	Forename(s): 
Ewa
	Surname:  
Kowalewska

	Home Address: 
30 Greenwood Place Swansea SA5 5HQ


	Home Telephone: 
01792564456
	Mobile:
07596880881

	Email Address: 
Ewakowalewska19@gmail.com
	Date of Birth: 
09/11/1993

	National Insurance Number: 
SH078182D




	3.  Gender

	Please indicate your gender: 

	
Male ☐                       Female ☒                   Other ☐   
    









	4. Ethnicity

	Please indicate your ethnicity:


	☒ White
☐ White - Scottish
☐ Irish Traveller
☐ Gypsy or Traveller
☐ Other White background
☐ Black or Black British - Caribbean
☐ Black or Black British - African
☐ Other Black background
☐ Asian or Asian British - Indian
☐ Asian or Asian British - Pakistani
☐ Asian or Asian British – Bangladeshi
	☐ Chinese
☐ Other Asian background
☐ Mixed - White and Black Caribbean
☐ Mixed - White and Black African
☐ Mixed - White and Asian
☐ Other mixed background
☐ Arab
☐ Other ethnic background
☐ Not known
☐ Prefer not to say



	5. Religion and Belief

	Please indicate your religion / belief:


	☒ No religion
☐ Buddhist
☐ Christian
☐ Christian - Church of Scotland
☐ Christian - Roman Catholic
☐ Christian - Presbyterian Church in Ireland
☐ Christian - Church of Ireland
☐ Christian - Methodist Church in Ireland
	☐ Christian - Other denomination
☐ Hindu
☐ Jewish
☐ Muslim
☐ Sikh
☐ Spiritual
☐ Any other religion or belief
☐ Prefer not to say



	6. Sexual Orientation

	Please indicate your sexual orientation:


	☐ Bisexual
☐ Gay
☐ Lesbian
	☒ Heterosexual
☐ Other
☐ Prefer not to say













	7. Disability

	
Under the Equality Act 2010, you are considered disabled “if you have a physical or mental impairment that has a ‘substantial’ and ‘long-term’ negative effect on your ability to do normal daily activities.”
· ‘Substantial’ is more than minor or trivial, e.g. it takes much longer than it usually would to complete a daily task like getting dressed
· ‘Long-term’ means 12 months or more


	
Do you consider yourself to be a disabled person?                      Yes ☐      No ☒
 

	If yes, please indicate your disability:

☐ No known disability
☐ Two or more impairments and/or disabling medical conditions
☐ A specific learning difficulty such as dyslexia, dyspraxia, or AD(H)D
☐ General learning disability (such as Down's syndrome)
☐ A social/communication impairment such as Asperger's syndrome/other autistic spectrum disorder
☐ A long-standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy
	
☐ A long-standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy
☐ A mental health condition, such as depression, schizophrenia, or anxiety disorder
☐ A physical impairment or mobility issues, such as difficulty using arms or using a wheelchair or crutches
☐ Deaf or serious hearing impairment
☐ Blind or a serious visual impairment uncorrected by glasses
☐ A disability, impairment or medical condition that is not listed above
☐ Prefer not to say


	
Please note: Home Bargins is a Disability Confident Committed employer and, accordingly, all disabled applicants are guaranteed an interview if they meet the essential Person Specification criteria for the role.





	    8. Work Permit

	
Do you require a work permit to work in the UK?                             Yes ☐      No ☒

If yes, do you currently hold a work permit to work in the UK?       Yes ☐      No ☐

If yes, please state the nature of your work permit and its expiry date:








	9. Rehabilitation of Offenders

	
Do you have any convictions, cautions, reprimands or final warnings that are unspent under the Rehabilitation of Offenders Act 1974 and which are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)?

Yes ☐      No ☒

Where a job falls within one of the excluded categories under the Rehabilitation of Offenders Act 1974, disclosure of any spent convictions is required and any offer of employment, if made, will be subject to a DBS (Disclosure and Barring Service) check.

Further information can be found on the Government website: Updated guidance on the Rehabilitation of Offenders Act 1974.




	10. Source

	Please indicate where you first saw this job advertised:

	☒ website
☐ Job Centre (Find a Job)
☐ Internal email
☐ Golwg360
☐ Fish4jobs
☐ Indeed
☐ Totaljobs
	☐ Newspaper
☐ Jobs.ac.uk
☐ Lleol.net
☐ Times Higher Education
☒ Word of mouth
☐ Other (please specify) 




	11. Declaration

	
By signing here, I confirm that:
· The information given in this application is, to the best of my knowledge and belief, true and accurate.
· I have read the Job Applicant Privacy Notice; and 
· I understand that, if an offer of employment is made to me, Home Bargains will seek references from the referees I have provided.

	KOWALEWSKA EWA


	11.11.2020.


                                         Applicant Signature                                                        Date
           (Electronic or Handwritten)
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Ewa Kowalewska 
30 Greenwood Place, Swansea, SA5 5HQ · 07596 880881
Ewakowalewska19@gmail.com

I have developed numerous skills and experience during an already varied career in the retail, manufacturing, and cleaning team leader sectors. Adopting an enthusiastic and can-do approach, I have a flexible attitude to work. Along with the potential to effectively work alone, I am capable team worker, with the benefit of supervisor experience and staff motivation. I continually demonstrate an attention to details and good planning skills and understand the need for time management. I have a full, clean driving license and own my vehicle, I am fluent in both English and Polish with a passion to continue learning.
Skills
Friendly & Humorous                                                           
Quick and Eager to Learn & Develop
Strong Work Ethic & Determination
Problem Solve and Critical Thinking Skills
IT Skilled capable of using Microsoft Word

WORK HISTORY
· Store manager at Polish shop ABC Swansea (May 2016 – May 2017) 
Recruiting and training to enforce future sale improve and store growth. Organizing well effective marketing campaign such as flayers or newspapers advertising to sell up to local costumers.

· Team Leader at Pink Cleaning Service Ltd (April 2015 till May 2017) 
Organizing work schedules to work in effective manners and less time consuming for ten employees. Keeping up to date with costumers need and authoring reports of achievements or errors made by staff. Covering sick and absence to ensure that costumers get the service done at high standard without any inconvenience. 

· Problem solving associate at Amazon Swansea. (February 2013 till April 2015) 
Using IT skills to solve orders in expected manners and correct the errors in counting. 
Using Microsoft Word to draft reports. Given team training to work more accurately. 

· Health and Care store (January 2012 till February 2013) 
Sale manager. Making sure the shop works effectively. Managing all aspect of regulations to meet the costumers and marketing needs. Recruiting staff and providing training to improve future sale in the store. 
Working with local authorities to enforce awareness of better health and care in the community. 

EDUCATION 

2017-2020
Skill for Workplace at the University of Wales (CHE) Level 4, 5 and 6.
BA Leadership and Management Skills in the Workplace Degree.
2015-2017
Criminal Psychology Level 1 &2 at Pontardawe NPTC College
2007-2012
GSCE at Dylan Thomas Comprehensive School in Swansea
English Language, English Media, Mathematics, Statistic, Childminding, Information Technology, Art, Double Award Science, Humanity, Preforming Art. 
2012-2012
A Level 
Polish 

HOBBIES & INTRESTS 
In my free time I enjoy reading, swimming, and undertaking many activities with my children.

REFERENCES 
Available upon request. 












[bookmark: _Toc55497542]Appendix C
Ewa Kowalewska 
30 Greenwood Place Swansea SA5 5HQ Email: ewakowalewska19@gmail.com PhoneNo:07596880881
To:
TJ Morris Limited,
Portal Way,
Liverpool,
L11 0JA



Dear Mr T. Morris
Please accept this letter as an expression of my interest in the Manager position at one of your stores in Swansea. I am highly motivated and experience in retail employability. I have previous experience as a successful General Manager of a store with high attention to details and client’s satisfaction. 

Through my career I have developed critical thinking and problem solving skills. Also, I have a BA Degree in Leadership and Management skills in Workplace which can be beneficial for future growth at your company. I can deliver clear and very professional management training and interview skills for future employers. As an additional skill I am able to deal with difficult clients and sale improvements techniques I have gained this skill through course at London Sale Techniques Course. 

Please take a moment to view my attached CV. I hope you will consider my application favourably.

Thank you for your consideration 
Sincerely, 
Ewa Kowalewska. 
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