Learning and Development Objectives Grid – due by 20 APRIL 2020 
before placement begins


also : SUBMIT WITH LEARNING LOG 1 AT THE END OF MONTH 1

	INTRODUCTION:	To make the most of your work experience, it is essential to develop a balance in the key areas identified below

INSTRUCTION:	Before your placement commences or by 5 APRIL ensure you have identified and completed the five learning objectives for your placement in each grid box



PLACEMENT AIMS AND OBJECTIVES
	Academic and personal learning

1. Time Management; ensure that all tasks assigned to me are completed to a very good standard and are delivered on time.


2. Digital Skills; enhance digital skills by using different online systems within the business such as Capsule, a customer relationship management system, uploading and editing business contacts; using the Eventbrite account to send out important announcements and create events. Using Trello, an online list making system where I can keep track of tasks that need completing. Finally, adapting to the formats the business utilises when creating and publishing documents or e-mails. 


3. Note making; guaranteeing that during any meetings detailed notes are taken for future reference and that any tasks or important information is written down. This could include; the correct format of a document that needs to be produced, i.e. exhibitor form, a to-do list of jobs, ideas for marketing the event or research in identifying further business contacts who could attend the City Centre Conference. This will make certain that everything is recorded and allowing the possibility to return to these recorded details in the future. (University of Leeds, 2020)


4. Reflective learning; reviewing my monthly log and self-reflecting on the tasks that I have completed, thinking about what was successful and what could be done to improve matters in the future. 


5.  Self-management; ensure that I am punctual every day, liaise with placement if any questions need to be asked and make sure that any paperwork required for placement is completed by the appropriate deadline. (Gateway Qualifications, 2020)

	Career Management and People Skills

1. Have the ability to trust others; if tasks prove too difficult or I am unable to solve a problem I will ask for help from other members of the team.

2. Have active listening skills; when tasks are given, I must wait until the person has finished speaking before interacting. This will result in appearing less rude as well as being able to give the correct appropriate response.


3. Be flexible; if I am asked to complete something I will. Whether this involves working overtime to finish a task, work from home to check e-mails or helping out with flyering for the City Centre Conference on the weekends. (Smith, 2013)

4. Develop and maintain a positive self-image; this will ensure that I look and feel confident in the tasks that I am completing, and I will not be concerned about the tasks that I am unable to complete on my own, as this will only improve self-development.


5. Protect, develop and maintain the relationships that I have gained with Zoe and some of her clients who are involved in the council or, from other small local businesses involved in events. This could be especially useful for a reference in job applications, asking for more work experience or if there are potential jobs available in their organisations after graduation.  (Skills Development Scotland, 2020)

	
Work Culture and Business Awareness


1. Learn in more detail what 4theRegion does to help the areas it supports (Pembrokeshire, Carmarthen, Swansea and Neath Port Talbot). Whether this may be Events, conferences or meetings. 


2. What are the key issues that are undermining the organisation and what can be done to help eradicate them and improve functionality of the business?


3. In what way does the organisation see itself? Is it the leader of being the main source of support for these regions? Or do they have competitors?


4. What is the ethos of the business? Work hard play hard, friendly? (ERC, 2019)


5. How is the organisation managed? Is there a specific type of hierarchy? To what degree does the managers allow employees to make personal decisions, support and interact with them? (The University of Edinburgh ,2014)

	
Business Skills


1. Problem solving; learning how to manage problems when encountering them in the business. Helping solve issues with conference exhibitors filling in the online form, answering any questions they may have; confirm stand sizes and prices for exhibitors who e-mail the business. Solve any logistic issues such as where to place volunteers on the day and a rota to ensure that they all are given an equal chance of working in the various areas that need supervising like the front desk, the exhibition and stage. 


2. Networking; learning how to build good relationships with important members of society within Swansea such as Swansea BID and   Swansea Council, who are in contact with 4theregion on a weekly basis.


3. Communication; learn how to communicate effectively with outside organisations to ensure that messages given are clear and precise, whether this be through e-mail or verbally.


4. Customer Service; being kind and courteous to the public that contact us or visit 4theRegion’s office, ensuring that they can be helped as much as possible.


5. Marketing; improve skills to market effectively within a business, whether this be through Facebook or learning other various advertising techniques such as radio, TV or flyering. (Small Business Development Corporation, 2020)



	
FURTHER INSTRUCTIONS:	This form is to be completed by 5 APRIL and provides a written record of your learning objectives.  You may find it useful when periodically reviewing your progress, especially on returning to study or moving on to a new experience.
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