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[bookmark: _1ci93xb][bookmark: _Toc151120436]Section 1: Know how to identify development needs

Learning and development strategies allow organisations to grow a positive culture and increase employee retention. These strategies increase job satisfaction by demonstrating their commitment to employee needs and creating a collaborative working environment where employees commit to objectives. Knowing how to identify and meet these needs means you're able to put effective practices in place to facilitate them. In this article, we discuss learning and development needs and provide a step-by-step guide on identifying employees' needs in an organisation. (team, https://uk.indeed.com/career-advice/career-development/learning-and-development-needs, 2023)

The VARK model was created by Neil Fleming and Colleen Mills in the late 1980s. It categorises different learning styles based on perceptual channels. It suggests that individual learners have preferences for how they like to receive and process information. 
What it doesn’t suggest, however, is that these preferences inform learning outcomes. Indeed, the idea of learning styles is not without controversy. Put simply, it is not well supported by evidence. 
That said, the model does help us to think through the different ways learners receive information. Indeed, it gives us a platform to think about our strengths and weaknesses in different areas of perception. 
Let’s break down the acronym:
· Visual: This learner type prefers to use videos, images, charts, graphs, and other visual aids to process information. They like to see and observe.

· Auditory: This learner type prefers lectures, discussions, and verbal instructions. They benefit from discussing concepts with others.

· Reading / Writing: This learner type prefers to read, take notes, and engage in written and text-based activities. 

· Kinaesthetic: This learner type prefers to participate in hands-on experiences and physical activities. Active engagement is the order of the day. (Cloke, 2023)

Honey and Mumford's Learning Styles
· Peter Honey and Alan Mumford developed Kolb's model by focusing on how learning is used in practice, particularly at work. They identified four new learning styles: Activist, Pragmatist, Reflector, and Theorist – using terms that we might naturally pick to describe ourselves and our colleagues. (Team, 2023)

[bookmark: _3whwml4][bookmark: _Toc151120437]1.1 Identify learning styles for self and another. 
[bookmark: _2bn6wsx]

I completed three self-assessment questionnaires to better understand mine and another’s learning preferences: Honey and Mumford (1992),VA(R)K created by Fleming and Mills (1992), and Dantec. I also asked a second person to complete them.

Using the results gives us an insight into how we prefer to learn and teaches us the best ways of learning for the individual. I have put the information that was gathered in the table below.
	Method
	Me 
	Person 2 

	Dantec
	Type 4 - Dynamic learner
	Type 3 - The Common-Sense learner 

	VARK
	 Multimodal
	Multimodal (AK)

	Honey& Mumford
	 Pragmatic
	Reflector

	 
	 
	 

	Strengths
	Carry out plans. Excel in situations. Problem-solving orientation. Integration of theory and practice
	Listening, discussing, having open conversations, real life experiences trial and error, case studies.

	Weakness
	Lack of foundational principles. Potential for short-term thinking. 
	Doesn't always look at the bigger picture. Can take time to get started, likes to be in control and doesn't like doing things in different ways.




Understanding your own and another person's learning style can help tailor learning experiences to maximize effectiveness and engagement. Whilst keeping in mind that these models offer general frameworks, and individuals may exhibit characteristics from multiple styles. We can use the learning styles to help decide on informal or formal learning and chose them to suit the needs of the learner. Learning can be achieved in a number of different ways through informal methods such as the internet, distance courses online, YouTube, one on one coaching or there are more traditional ways such as classroom, and hybrid which has become more popular after the pandemic.




[bookmark: _qsh70q][bookmark: _Toc151120438]1.2 Use a simple technique for identifying development needs for self & another.

SWOT analysis is a useful tool for identifying strengths, weaknesses, opportunities, and threats in a given situation. I have applied it to identify development needs for myself and another to help me explore the benefits it can bring.

Strengths: I Started by identifying my existing strengths or areas where you excel. These can be skills, knowledge, personal qualities, or experiences that give you an advantage.

Weaknesses: Next, I identified areas where I felt I have shortcomings or needed to improve. These are skills I lack, knowledge gaps, or personal traits that may hinder your progress.

Opportunities: I considered external factors or opportunities that you can leverage to enhance your development. These include networking, new technologies, educational resources, or industry trends.

Threats:  I Identified potential obstacles or challenges that may hinder my development. These can be factors like competition, economic changes, or personal limitations.

By conducting a SWOT analysis, you gain several benefits:

1. Self-awareness: It helps me gain a comprehensive understanding of my strengths and weaknesses, enabling me to focus on personal growth areas.

2. Goal setting: SWOT analysis helps me set realistic and meaningful goals based on my strengths and opportunities, while addressing my weaknesses and threats.

3. Strategic planning: The analysis provides insights into how I can align my development needs with future opportunities, making it easier to plan my actions strategically.

4. Decision making: By understanding my strengths and weaknesses, I can make informed decisions about career choices, training programs, or areas to focus on for personal growth.

5. Personal growth: SWOT analysis will guide me in developing new skills, acquiring knowledge, or seeking opportunities that will enhance my overall development and personal growth.

I will do SWOT analysis for myself and one other in the in the grids below.
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SWOT Person 1(Me)


	
STRENGTHS

· Learning within a job role – able to pick up information quite quickly whilst putting it into practice at the same time. Also finding my own way of doing a task which works best for me. 
· Excellent Adaptability Skills – Being able to learn new information quickly and feeding it back. Including adapting to different people and needs. 
· Excellent Communication & Organising skills – Communicate well with others and understanding their needs. Also able to ensure all tasks are organised and met within a timescale. 
· Supportive & Helpful – Always willing to help and support others when I’m able to.


	
WEAKNESSES

· Lack of confidence – Lost a lot of confidence after changing jobs. Moved from a driven, exciting, interesting role to sitting behind a desk inputting data.  
· Taking things personally – I can be quite sensitive to some things and will dwell on it due to my depression and anxiety. 
· IT Skills – Not confident enough using certain Office apps e.g., Excel, PowerPoint. 
· Procrastination – I can usually do this with tedious tasks. Also spills into my personal life. I put things off which can cause me to stress and panic. 


	
OPPORTUNITIES
· Widen my knowledge and open opportunities by completing my degree and other online courses. This opens doors for further employment.  
· Identifying what I need to do to build confidence. 
· Get feedback off close colleagues and friends for me to make changes and progress. 





	
THREATS
· Unable to get the job desired due to lack of academia qualifications. 
· due to mental health issues. 
· Failing to complete academic work due to bad time management.









	
SWOT Person 2


	
STRENGTHS
1.IT Skills, ability to utilise internet and online resources to collect data from different sources to help me choose the best course of action.

2. Communication. I communicate well with others and feel this will help me develop myself.

3. Asking the right questions enables me to get the answers I need. 

4. Presentation Skills, confident in the use of applications like PowerPoint and Sway to enable me to present work.




	
WEAKNESSES

1. Motivation to learn, finding time in my schedule to learn and ensuring that I do it and do not procrastinate.
2. Wanting to complete things to quickly, which can lead to mistakes.
3. I get nervous when presenting and this fear of speaking in public can spoil my presentations.
4. Lack of qualifications






	
OPPORTUNITIES


1. Build my confidence to allow me to achieve my goals around studying
2. Widen my knowledge with the course and take on further learning opportunities when offered.
3. Get feedback from the tutor on how I am progressing. 


	
THREATS


1.Time management skills not completing work due to bad management.
2. Academic qualifications holding me back when looking for employment.






Gap Analysis person 1 
	Weakness (See SWOT)
	Current State 
	Desired State 
	Action to close Gap

	1
	Lack of confidence.
	To become more confident.
	Work with colleagues and students to help build my confidence.

	2
	Taking things personally
	Stop taking things personally.
	Learn to take constructive feedback and use it to my advantage.

	3
	I.T Skills
	Be proficient in I.T skills
	Do extra courses to build confidence 

	4
	Procrastination
	To do things and tasks on time.
	Book time into complete tasks and ensure I follow the schedule.




Gap Analysis person 2 
	Weakness (See SWOT)
	Current State 
	Desired State 
	Action to close Gap

	1
	Motivation to learn
	Being motivated to learn
	Booking in ample time to allow me to learn and completes specified tasks set to me.

	2
	Completing tasks to quickly
	To allow appropriate time to complete tasks.
	Ensuring that I give extra time to check through work.

	3
	Presenting
	Presenting in front of others with confidence
	Practice presentations with friends and colleagues

	4
	Lack of qualifications
	Graduate from this course and look for further learning opportunities
	Course completion.



[bookmark: _1pxezwc][bookmark: _Toc151120439]1.3 Identify potential barriers to learning for self and another.

Potential barriers to learning can affect both oneself and others, hindering the acquisition of knowledge and skills. These barriers can arise from various factors and circumstances, impeding the learning process. Here are some common barriers to learning:

Lack of Motivation: A significant barrier to learning is the absence of motivation. When individuals lack interest or find no purpose in what they are learning, their engagement and commitment suffer, making it difficult to acquire new knowledge.

Limited Access to Resources: Insufficient access to learning resources, such as textbooks, internet connectivity, or educational materials, can hinder learning. Without proper resources, individuals may struggle to gather information and engage in meaningful learning experiences.

Environmental Factors: Distractions, noise, and lack of a conducive learning environment can significantly impact learning. Interruptions or an uncomfortable setting can make it difficult to concentrate and absorb information.
Time Constraints: Limited time can serve as a barrier to learning, especially for individuals with busy schedules or multiple responsibilities. Balancing work, family, and other commitments can leave little time for focused learning activities.

Emotional and Psychological Factors: Emotional or psychological issues, such as stress, anxiety, or low self-esteem, can hinder the learning process. These factors can affect concentration, memory, and overall cognitive functioning.

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

Lack of Motivation: Get motivation by relating the learning material to real-life situations and personal interests. Set clear goals and provide meaningful incentives for achieving them. Encourage self-reflection and help individuals understand the relevance and benefits of the learning process.

Limited Access to Resources: Explore alternative resources such as online libraries, open educational resources, or digital platforms that provide free or affordable learning materials. Collaborate with community organizations or libraries to expand access to resources. Utilize technology, such as mobile learning apps, to overcome physical limitations.

Environmental Factors: Create a conducive learning environment by minimizing distractions, ensuring proper lighting and ventilation, and providing comfortable seating arrangements. Establish clear rules and expectations for behaviour during learning sessions. Offer flexible learning options, such as online or remote learning, to accommodate individual preferences.

Time Constraints: Encourage time management and prioritization skills. Break learning tasks into smaller, manageable chunks. Provide flexible learning schedules or self-paced learning options. Promote the use of time-saving techniques, such as efficient note-taking or speed-reading strategies.

 Emotional and Psychological Factors: Foster a supportive and inclusive learning environment that promotes emotional well-being. Offer counselling services or resources for individuals facing emotional or psychological challenges. Implement stress-reduction strategies, such as mindfulness exercises or relaxation techniques.



[bookmark: _2p2csry][bookmark: _Toc151120441]Section 2: Know how to develop self & others to achieve organisational objectives

Now that I and one other have completed the process of analysing our learning styles using Gap analysis and SWOT I can use these to help me put together personal development plans so that our learning will be aligned for the individual and be in line with organisational needs. 

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

According to CIPD Learning and development is about creating the right culture and environment for individuals and organisations to learn and grow. It’s knowing the current and future capability needs of the organisation, as well as how to create a learning culture that drives engagement in ongoing professional development. (https://www.cipd.org/uk/the-people-profession/the-profession-map/explore-the-profession-map/specialist-knowledge/learning-development/, 2023) In my table below I analyse my findings on what I have discovered whilst doing my SWOT and gap analysis.



	 
	Person 1 (Me)
	Person 2

	Preferred ways of learning based on learning styles
	Action planning, reflecting on past experiences, researching, practical work, hands on experience. 
	Observing, spend time thinking about any possible outcomes, Hands on experience, meeting people and peers and interacting with them, exercises, assignments, group work and discussions.

	Most effective learning and development practices
	E- Learning, hybrid learning, in house training, coaching with team, planning ahead setting action plans, on the job training and formal education.
	E- Learning, hybrid learning, coaching with team, in house training, events and workshops.






[bookmark: _3o7alnk][bookmark: _Toc151120443]2.2 Identify support mechanisms for the development of self & another.

	[bookmark: _ihv636][bookmark: _Toc151120444]Support Mechanisms

	Person 1
	Person 2

	Financial Support (student loan), Flexible working arrangements (hybrid) Access to university resources like the library and e-library, support from family to help with childcare and support mental health, coaching support from peers, help from NHS.
	Workplace support (time to undertake qualifications)
Tutor feedback.




2.3 Prepare development plans for yourself and another person

Person 1 (Self)
	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Complete CertHE Applied Leadership and Management in the Workplace
	Attending lessons. Submit assignments on time. Making sure to pass the assignments. 
	By using learning logs to evaluate progress and receiving certificates at the end of the course. 
	October 2024
	Using information supplied e.g. Hwb, Moodle, books. Also support from Tutor/other students and Friends.

	IT Skills
	Attend online courses. Making sure to learn and be more confident when using different MS apps.
	By completing the courses and putting it into practice 
	August 2024
	Having support from the tutor, making sure I get all the information I need from the course.

	Time Management
	Ensuring to find a good balance between Work life/homelife and studying. 
	By prioritising well, making sure to leave enough time to complete any studies undertaken.
	January 2024
	Support from friends and family. 




Personal Objectives
	Short Term Goals (next 12 months)

	Complete Cert HE Applied Leadership and Management in the Workplace.


	Medium Term Goals (2-3 years)

	Continue with education to complete 2nd & 3rd year.



	Long Term Goals (3-5 years)

	Starting a business.





Person 2 (Other)
	Objectives
	Tasks
	Success Criteria
	Time Frame
	Resources

	List your Goals
	What do you need to do to achieve these goals?
	How will you identify your success? 
	When do they need to be done by?
	Who or what do you need to help you?

	Presenting/ Public speaking.
	Ensuring presentations are done well. Rehearsing in front of family/friends or even in the mirror until confident. 
Using toolbox talks and videos for any additional tips.
	Having more confidence to present to larger audiences. Taking notes after each presentation to improve for the next.
	Presenting regularly. Twice a month in front of staff.
	Friends/close colleagues to support and help with confidence. Using feedback to improve.

	Completing courses to build qualifications.
	Complete online/classroom courses to build up relevant qualifications. 
	Ensuring all courses are completed and any work is submitted on time. Ensuring to pass the course.
	Throughout the year, depending on course dates
	Support off colleagues and friends. 




Personal Objectives
	Short Term Goals (next 12 months)

	Completing courses to build qualifications.


	Medium Term Goals (2-3 years)

	Applying for better job roles.



	Long Term Goals (3-5 years)

	Earning more money.





[bookmark: _32hioqz][bookmark: _Toc151120445]2.4 Method used to monitor the development of self & another. 

Once a PDP is in place, it may be used to track my and another person’s development. Once learning objectives have been set, they can be reviewed, monitored, and evaluated to ensure that they are being met. The PDP in Section 2.2 will provide support and allow us to both analyse our progress.

[bookmark: _1hmsyys][bookmark: _Toc151120446]Developing ourselves and others should be a continuous process in which individuals accept responsibility for their own development given that they know best what they require and must take control of the direction they wish to go. To accomplish a learning outcome, a personal development plan is used. It is a continually evolving record that can be monitored and revised to ensure that learning objectives are met. Individuals can keep learning diaries to track their personal growth and progress.
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Appendix A Curriculum Vitae
Lisa Williams
8 Clos Y Chwarel,
Birchgrove,
Swansea.
SA7 9JJ 
07540292590 | 2309068@student.uwtsd.ac.uk | https://uk.linkedin.com/in/lisa-williams-62755a127
PROFILE
Fluent welsh speaker and qualified dental nurse for 10 years before moving into the training sector. Developing extensive experience in administration, PA for Business development, then moving into the role of a client support officer. Showing ability to learn and adapt well into different roles to succeed.

EDUCATION & QUALIFICATIONS
Learn Kit - Level 3 NVQ Dental Nursing - Qualified	2009
Ysgol Gyfun Gwyr - AS Level Business Studies - D	2005
Ysgol Gyfun Gwyr - GCSE Welsh First Language - B
English - C
Maths - C
Science - D	2004
WORK EXPERIENCE
MIS Support Officer | NPTC Group of Colleges	Jul 2018 to Present
College
· Working closely with a chief information systems officer (CIO) and Information systems manager.
· Review the needs of the company; employees and customers related to information management, data processing and distributed processing for end users. In collaboration with a data security officer, the MIS officer establishes procedures and standards for access to data processing facilities and the data itself.
· My role also includes supporting students and staff through the busy enrolment period ensuring all systems are working and students are able to enrol.
· Ensuring all staff are trained on new college systems correctly.
· Getting tasks done on a tight timescale.
· Getting all students are enrolled on the correct courses.
Business Development | Paul Jones	Jan 2016 to Jun 2018
Alpha Safety Training
· *Contacting potential clients to establish rapport and arrange meetings.
· *Planning and overseeing new marketing initiatives.
· *Researching organizations and individuals to find new opportunities.
· *Seeking new courses, learning about them and feeding that information back to staff.
· *Increasing the value of current customers while attracting new ones.
· *Finding and developing new markets and improving sales.

Dental Nurse | Stephen Morgan & Elizabeth White	Mar 2006 to Jan 2016
Morgan and White Dental Practice
· Preparing dental fillings and other surgery materials
· Providing support and reassurance to the patient
· Sterilising instruments and adhering to health and safety protocols
· Processing and filing x-rays and patient records.
· Assisting the dentist and other dental staffs with the correct instruments and equipment
· Booking appointments and collecting and storing patient files.
· Qualified as a Dental Nurse in 2009.
· Able to provide a professional and confidential care to patients. 
· Work well within a team and able to adapt to work with different dentist and their style of practicing.
ADDITIONAL INFORMATION
Training – MS Excel for beginners [2023], Mental Health First Aid Level 3 [2022]
Languages – English; Welsh
Technical skills 
INTERESTS
Thoroughly enjoy looking after my small holding throughout the year especially springtime when it´s lambing season. I also love walks with my daughter and our little dog Tedi.

REFERENCES
Stephen Morgan | Morgan and White Dental Practice
Paul Jones | Alpha Safety Training
Lisa Tew | NPTC Group of Colleges

[bookmark: _Toc151120448]Appendix B Continuous Professional Development Record
Lisa Williams 
Role: MIS Support Officer (NPTC Group of Colleges)
CPD Record – Calendar Year 2023

	Title
	Type
	Duration (Hrs)
	Summary of key learning
	Date

	Mental Health First Aid Level 2
	Online
	14 
	* Identifying mental health conditions
* Providing advice and starting a conversation
* Stress 
* Mental health conditions 
* Drugs and alcohol 
* First Aid for Mental Health action plan 
* First Aid for Mental Health in the workplace
	23/03/2023

	MS Excel for Beginners
	Online
	14
	* Creating, opening, and saving a workbook
* Learn to set up spreadsheets from new
* Understanding the Excel screen (Quick Access Toolbar, Ribbon)
* Learn how to enter data
* Learn how to do basic maths functions (addition, subtraction, multiplication, and division)
	01/05/2023

	Basic Safeguarding 
	Online
	7
	*Gives a brief understanding and knowledge of Safeguarding issues for children, young people, or vulnerable adults.
	24/05/2023


	
	
	
	
	

	
	
	
	
	

	Running Total
	40
	Hours
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