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

[bookmark: _30j0zll]1.1 Identify learning styles for self and another 

[bookmark: _1fob9te][image: ]
[image: ]

So after the Honey  and Mumford analysis I find myself to be a REFLECTOR which is listening and observing. I do find myself using this method for learning new things as I find it a more effective way to absorb information. 
I find visual learning more effective to put things in front of me and show me. I will have to read things 2 or 3 times to digest them.  
I agree with the AURAL preference because I do find myself talking and repeating the question to myself.  
I'm not keen on reading and writing so that was spot on! 
KINESTHECTIC  
Hands on 
Throw in the deep end 
Learn as you go. 
MULTIMODALITY  
Taking a few things from all and incorporating together     

[bookmark: _3znysh7]1.2 Use a simple technique for identifying development needs for self & another

SWOT analysis is a simple technique used to evaluate a business or a person’s internal and external environment by identifying  
STRENGTHS = internal positive factors  
WEAKNESSES = internal negative factors  
OPPORTUNITIES = external positive factors  
THREATS = external negative factors  
SWOT can help you take precautions in case of any threats that may arise, advance quickly on capitalise, sustain and develop strengths and may also work on improving weakness.   Individually you can identify the areas that need the work doing however you can also combine  them to match the strength with opportunity which gives you a competitive advantage.
My swot analysis shows me what areas i need to improve on to be able to move forward. My biggest weakness is computers, and academic skills so to over come these i am doing a uni course.    



	[bookmark: _2et92p0]
SWOT Person 1


	
STRENGTHS
People person 
Work well under pressure 
Target driven 
Committed 
Hard worker 
20 years sales experience  
Management  
Closer 
Loyal  
	
WEAKNESSES

Computers 
IT 
Academic  
Spelling




	
OPPORTUNITIES

This course  
Better job prospects 
Better salary
	
THREATS

COVID-19 
Not being able to finish this course  
Job





	
SWOT Person 2


	
STRENGTHS
Polite
Accurate
Punctual
Professional 
Flexible  
Knowledge Of M.S Packages
Uses Own  initiative   







	
WEAKNESSES
Not a Good Leader
Uncomfortable  speaking in front of groups
Poor Interview Skills





	
OPPORTUNITIES
Starting learning courses for qualifications 
Pay




	
THREATS
Don't have the Qualifications for job









[bookmark: _tyjcwt]1.3 Identify potential barriers to learning for self and another.
1.4 Explain how these barriers to learning can be overcome.

My swot tells me what my barriers are from moving forward and getting to where I want to be. It also indicates what my strengths are.  
It looks like my biggest barrier is computers which I am ok on but not competent enough which is partly to do with my end of schooling. 
So to help me move forward I need to address that problem and the answer is a uni course which is what I'm doing at the moment. 
By completing this course hopefully I will have a lot more academic skills  and full knowledge about computers so my job prospects will grow and lead me into a career job that has better prospects. 
The threats to me not completing this course would be COVID-19, however the classes are now all online so teaching can always be accessed. 
There is also life balance as a threat because of work I have limited hours to study so I am trying to find a suitable job that can pay the bills and give me ample time to study as well. 
The answer to this is a home based job which I am currently looking for which will cut out travelling time and allow me more time to study. 
One other major barrier is learning on computers whilst on line which I never thought I could do, but having a good teacher which I have certainly helps make learning a lot easier than I thought.  
So by identifying the threats and barriers that would be blocking me from moving forward in my career I can now use effective methods to get over them and progress with my working career.
    To get to where I want to be in my career, which is a Business Consultant I have some barriers which are holding me back. Some of these are my Weaknesses which are qualifications for the role and more experience in IT. So to overcome these barriers I have enrolled in a university course which the first part is for 10 months. Taking on a uni course has created another barrier which is my job, the hours and travelling where to long so studying became a challenge. So I approached my boss who is my support mechanism and negotiated to work from home 3 days a week which will give me more time to study to complete my course get my qualification and get that better job in Business consultancy. Ultimately getting a better job and salary will lead to a healthy Retirement in 18 years so I can sit on an island in the canaries' and relax for the rest of my life. 
Caroline's SWOT tells me her confidence is holding her back which is a barrier, so she is addressing this by doing more educational course's to enhance her education but will also get her interacting with lots of other students and that will build her confidence through time. Her home life is a barrier at the moment as she is trying to look after her children as well as working and studying. Her finances are stopping her getting child care but she knows getting a better paid job will be the answer to that.  Caroline's Opportunities will get greater after achieving more education, which means better job opportunities and she will be a lot more confident with her interviews, and that means that she will be bringing home a much better wage for her self and family and her work life balance will sort its self out then.  


[bookmark: _3dy6vkm]


[bookmark: _1t3h5sf]Section 2: Know how to develop self & others to achieve organisational objectives


[bookmark: _4d34og8]2.1 Analyse learning/development options to meet needs of self & another.

A personal development plan is a table which sets out your goals/targets, this is important as planning for every thing you want to achieve is essential. By setting out your goals and times you want to achieve them this helps you plan ahead and most importantly find what methods/tools you need to complete them, which as you can see by mine below its the university as i need to complete this part of the course in 10 months time then hopefully go on to gain a BA in 2 years time which will open up better job opportunities for me. Not only will it bring me better career opportunities but by doing the course i will enhance my academic and computer skills which is a big must in any career nowadays.
Caroline's shows...    







[bookmark: _2s8eyo1]2.2 Identify support mechanisms for the development of self & another

My support mechanisms will be my teacher Julia as a key role in teaching us she guilds us through and records every lesson on teams which i find is a god send as i can refer back to them again and again as i am a slow learner and i like to go over things again before it digests. Teams is a great tool for learning as i never thought i would be learning on line however the way Julia has explained and made pod casts has made it so much easier  for me to learn. My Manager at work is also my support mechanism for me to get to where i want to be moving up to Management in the company.
[bookmark: _17dp8vu]







[bookmark: _3rdcrjn]2.3 Prepare development plans for self & another

[bookmark: _26in1rg]Self

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

	This course



	study learn and complete the course
	my teacher uni and fellow students 
	complete  the course
	sept 21

	progress to management at work

	gain more experience
	my manager and company
	get management position 
	jan 21

	learn to speak Spanish



	download Duolingo and learn it
	my mobile phone and uni
	speak Spanish
	dec 21


Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	complete this course 
move to management at work
speak Spanish

	Medium Term Goals (2-3 years)

	start second part of course BA 
move up in company


	Long Term Goals (3-5 years)

	achieve BA business management 
new bigger and better job prospects





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

	

Excel

	

Go on a course
	

Employer Support 
	

Complete course
	

Sept 21

	

Welsh Language 

	

Course
	

Internet access 
Employer support
	

Set targets on what i have learned
	

Sept 21

	

Build Confidence

	
To start speaking out and ask lots of questions
	
Students
Teachers 
Work colleges 
	

Confidence will grow
	

Sept 21





Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	Pass this course

	Medium Term Goals (2-3 years)

	would like to consider weather to go on and complete a BA

	Long Term Goals (3-5 years)

	Like to have finished with a degree and have more challenging job with better salary 




[bookmark: _lnxbz9]
[bookmark: _35nkun2]2.4 Method used to monitor the development of self & another.

Using my Personal Development Plan will help me and Caroline on our path to where we want to be and track how long and what tools are going to be needed in both our home life and work life. Also by using the SWOT analysis and turning our weaknesses into strengths and Opportunities will give us both a lot more opportunities for the future. In Sales i have always been told "Preparation Prevents Poor Performance" so by always planning ahead knowing what you need to do and how your going to do it will help us enormously.     








[bookmark: _1ksv4uv]Section 3: Know how to prepare for the recruitment process  


[bookmark: _44sinio]Reflection on the Recruitment Process 

[image: ]
Gibbs (1988)

[bookmark: _2jxsxqh]3.1 Description

In this section it's all about preparing yourself to find a job. 
Firstly we need to establish what job is suitable for you. I searched on the web and found a government site called National Career Service which asks you some of your skills and gives you 3 options of jobs which might be suitable for you. There are also job sites like Indeed on line where it gives you the latest vacancies in the area that you live in. Once you find a job that's suitable you have to apply for it, this involves filling in an application form and sending a CV and covering letter. 
A CV is a document that tells the employer who you are and what work experience you have. There is a site on the web called My Perfect CV which helped me create a covering letter and CV professionally. 
Hopefully you will then arrange an interview with the company you wish to work for. An interview is a chance for you to sell yourself. I usually do a bit of research on the company i want to work for to see the history and how long they've been in business. 
There is also a site called Glassdoor  you can look at to see what other employees think about the company and give their opinions. The next stage is an interview so we need to prepare for this. The employer will have a list of questions for you so we need to be ready for that, this is known as  the STAR format which stands for Situation, task, action and result. They will ask you about a situation that occurred, what you did about it, what action you made and then the result of that action. These questions will vary depending on the job that's applied for, some might test your confidence if it's for a sales position. First impressions count in an interview so look smart, greet with a firm handshake and speak clearly and always turn up early.

[bookmark: _z337ya]3.2 Feelings

I have had a few jobs in my career so it was always a bit daunting trying to write a CV but i was pleasantly surprised to find a web site that helps you create a professional one. Also with a covering letter I was under the impression it only needed to be a few words to say why you would be good for that job but I was a bit surprised to learn what exactly you need to put in it which was very interesting. 
I have been to many interviews but the one that will always stay with me was one I went for 20 years ago for a door canvasser selling Gas and Electric when it was first deregulated. 
There were many applicants all in one room and there was a lady holding the interviews in a room up the hall. The guys were going in one by one and when they came out, they either went down the stairs or in another room as they were the successful ones. There was a rumour that the lady makes you sing a song which got my heart pumping!! When it came to my turn in I went and sure enough after a quick conversation she said as part of the interview I must sing a song, tell a joke and then give an impression of a chicken which I did all 3 and she sent me in the next room I got the job. 
On reflection I understand that it was a confidence tester to see how much confidence you had because after all you had to go and knock on random people’s doors and sell to them .




[bookmark: _3j2qqm3]3.3 Evaluation

Exploring the web and finding information out that help along the way is very refreshing which we never had back in the day, however on Indeed when you apply for a new job now there is 2 questionnaires on some of the jobs which i wasn’t expecting and it only gives you a certain amount of time to complete which put me under pressure which made me panic a bit and in some cases i never completed so never applied for that job.

[bookmark: _1y810tw]3.4 Analysis

The questionnaires on a job application  in my opinion shouldn’t be on there. I didn't feel comfortable with them and will probably never apply for jobs with them. As you can see in the pictures i have inserted it only gives you 21 minutes to complete them so straight away it puts you under pressure. Now i always work well under pressure when things are set out and i understand what i'm doing but i don't think this job quiz is a fair process as i'm not familiar with the product or the company yet. I do understand that it might be a way to put applicants on the short list but feel the company might be loosing out on very suitable applicants like myself who are very good sales people so they would be loosing out on interviewing the right people. When i was a Sales and Marketing manager i was running an office with up to 25 telephone canvassers and 10 field sales reps, so i was recruiting on a regular basis. Many applicants had lots of qualifications, some might of said over qualified for the role but i would interview every applicant myself just to see for myself face to face if they could have a general conversation with me and to assess there confident levels and nine times out of ten i would employ them. I had a great training module  which would turn someone who has never had a job into a very confident  tele -sales person but if i was to read there CV and go by that then i feel  i would of lost probably a lot of valuable members of staff who have turned out to be very successful for both them selves and our company.  I understand that times change and companies have to be productive even in the employment process and especially in this day and age with so much unemployment that there are probably 100's of applicants for each job  and maybe this job application process is going to catch on to a lot more companies which will be a bit unfair for qualifying applicants like myself.    




[bookmark: _4i7ojhp]3.5 Conclusion

On this course I have surprised myself by being taught on line as i never thought i would ever take an online learning course, as one of my biggest weaknesses is computers but since doing it i am pleasantly surprised and it's not as daunting as i thought. The recorded class sessions are a great thing as you can return to them at your own leisure and just makes learning a lot easier. I have found technology is a must now in nearly every job application is on line and i have also had interviews on line as well because of the lock down so i feel my computer skills have improved already even at this early stage of the course which makes me keen to finish it in 10 months time i will be so much more advanced on computers.
Interviews have changed over the years they now have interview techniques like the STAR process which they never used to have. I remember having an interview and the person asked me what my weaknesses were and I froze, needless to say I never got the job but this course helps you prepare for everything in the interview process which I will use going forward. 
To do this course we use Teams on the computer which i have only heard about but never used it before but since using it i am very pleasantly surprised. I think it's a very good tool as we can share our work, have team meetings and group chats with other students and our teacher and every thing you need is on there. I know after i have completed this course and get the job that i want, learning about teams is going to be an essential part of any company that i join.


[bookmark: _2xcytpi]3.6 Action Plan

I have only got another 20 years of my working career left and i am thinking about my retirement which wont be long in coming around. At that point in my life i want to be sat on my own plot of land in Fuerteventura and just do a couple of hours a day working on my laptop in business consultancy. The pathway to get to where i need to be starts with completing this course by next September. Once I have completed this i hope to go on and complete the 2 year BA in Business Management. When i have completed that i aim to get a job for 3-5 years working for a company as a business development manager gaining the experience and knowledge to then hopefully go on to open my own company and run that until i retire. Living in Spain i will need to learn the Spanish language so after the Christmas holiday i will be starting to learn that. 
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Appendix A

Wayne Byrne - Sales Professional.
07565880719
mrwbyrne13@gmail.com

Personal Profile
I am an ambitious self motivated experienced sales executive . I am a very loyal committed employee who has over 18 years sales and marketing experience with a high level of management and people skills.
Target driven individual with the ability to ensure sales targets and a high level of customer service  is achieved at all times.
I am knowledgeable and confident, strive under pressure, with the ability to problem solve & key experience in meeting and exceeding targets and KPIs

- Key Skills
Management 
People person
Target driven 
Ambitions 
Motivated 
Confident 
Closer 

Employment History
December 2018- present 
Countrywide loss adjusters 
Attending daily appointments to home owners who have had problems with there wall cavity installation. I survey their property and assess the problems to see if there is a claim for compensation. Checking for damp issues and usual signs of rot in and outside of the property, also taking photos as evidence to support the claim.

October 2017- Dec 2018 
We Buy Any Car.com
Branch Manager 
Here I am meeting and greeting customers who want to sell there car. Achieving and working to KPIs on a daily, weekly and monthly basis. Since my time here i have progressed to a model branch manager which entails training new recruits and getting them ready to manage there own branch.
November 2016-March 2017 Endurea Travel (Fuerteventura)
Sales Rep
Meeting and greeting holiday makers and ensuring they get the best experience given by Endurea Travel. 
Holiday makers would be toured around the complex and would be given information regarding a 6 week holiday package which would then convert into a sale using my closing techniques.
2007-2016 Storm Secured Homes (Birmingham)
Marketing manager
Throughout my time at Storm Secured Homes I have learnt a wide range of skills and management experiences which has helped to bring the company to a huge success.
Starting as a canvasser and progressing  to a marketing manager. Here I was running a team of 25-30 staff to obtain leads for sales reps to sell the product. 
Delivering sales, development and product knowledge training using a range of coaching methods to support and drive performance.
Motivating and managing my team on a daily basis effectively to meet targets, increase sales and ensure efficiency.
Duties:
-Managing a team of 25-30 canvassers
-Issuing leads to field Reps
- recruiting staff
-training staff
-achieving weekly and daily targets.
-Closing deals over the phone.

2000 – 2007 Canvasser
Here I began my sales career as a door to door canvasser selling gas and electric. Learning to objection handle  and closing deals in customers houses. I then moved on to tele sales were I was lead generating and swiftly made my way to team leader then assistant manager, running my own team and achieving daily targets to maximise company revenue. 

Hobbies And Interests 
I like to use the gym and swimming pool to keep fit I also like running outdoors. As a people's person I like to meet and chat to different people from around the world. I love traveling as well. I also enjoy cooking when iv got the time.

Qualifications
Book keeping level 1 
Numeracy and English  level 2 

References Available On Request.
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Appendix C
Appendix C


              
	Job Application Form - Confidential

	

JOB TITLE: Sales Rep

VACANCY REFERENCE: 

CLOSING DATE: 21/11/2020



	
Please complete this form electronically or in black ink. 

Please return your completed application form by:

· E-mail to: 

· 
	
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 on 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


	
UWTSD Carmarthen







	
CHE Skills For The Workplace








	
09/21












	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

	











	
	




	3.  Current or Most Recent Employment

	Name and address of employer: Hardy Evans


	Job Title: Pension lead generator 


	Start date: 05/09/20
	Basic Salary: £19000


	Brief description of duties:
Calling members of the union to advise them of a new service made available to them. Checking to see if they meet the criteria and if they do we go through the information they give us and input it into the system and arrange for them to speak to a financial adviser.


	Reason for leaving: 
Want to be out on the field

	Period of notice required: 
1 week

	Current employer?      Yes ☐y      No ☐

If no, please state your end date of employment: 




	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

	03/20 - 09/20


07/17 - 03/20


09/16 - 04/17

	Bensons for beds & Harvey furniture 
Carmarthen 

Webuyanycar.com  Llanelli 


Enduria Travel Canary Isles 
	Sales Manager, 
After COVID-19 lock down Harvey's went into receivership 

Branch manager, Buying cars from the public on a daily basis working to achieve KPI targets. 

Sales rep touring customers around our venue showing and explaining all benefits of holidaying with us then closing the deal.






	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
	Melanie Frook 


	Address
	Unit One 
Kingfisher Way 
Swansea SA1 4BQ



	Telephone number

	

	E-mail address

	

	Position held by referee

	Manager

	Employment relationship

	Manager

	

	2nd Work Related Referee

	Name
	Mick  Vry 


	Address
	151 Wolverhampton Road
Wolverhampton
WV13 5FG



	Telephone number

	07788123412

	E-mail address

	m.vry@securehomesystems

	Position held by referee

	MD

	Employment relationship

	Manager






	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
	Dave Insull


	Address
	Towy Community Church
Carmarthen

	Telephone number

	07565880719

	E-mail address

	d.insull@live.co.uk

	Your relationship with the referee
	Pastor



	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.

FOR ACADEMIC ROLES ONLY: Please also detail relevant learning, teaching and/or research experience, e.g. mentoring, peer observation, supervision, developing distance learning, leading on thematic areas etc. You may also wish to include a list of your publications.
 
Please note, CV’s will only be accepted as supporting documentation to the application form.


	
Please see attached Covering letter.









	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.



	1.  Vacancy Details (HR Department use only)

	Position applied for:
	

	Vacancy Reference:
	

	Applicant ID: 
	



	2.  Personal Details

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

	Forename(s): Garry Wayne

	Surname: Byrne

	Home Address: 107 St Catherine Street Carmarthen SA31 1RF



	Home Telephone: 

	Mobile Telephone: 07565880719

	Email Address: mrwbyrne13@gmail.com

	Date of Birth: 13/04/1973

	National Insurance Number: NZ180308C




	3.  Gender

	Please indicate your gender: 

	
Male ☐y                       Female ☐                   Other ☐   
    





	4. Ethnicity

	Please indicate your ethnicity:


	☐y 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
☐y 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
☐y 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 ☐n
 

	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





	    8. Work Permit

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

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 ☐n

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:

	☐y 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, XXXX will seek references from the referees I have provided.

	
GARRY BYRNE

	
21/11/2020


                                         Applicant Signature                                                        Date
           (Electronic or Handwritten)
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9 November 2020

John Smith
B globle.

fondon, w1 2bn
07877666555
Johnsmith@bgloble com

RE: Business Development Manager, on indeed, 10/10/2020
Dear, MR Smith

Please accept this letter as an expression of my interest n the Business Development Manager position. | am
a highly motivated and results-focused Sales Manager with an established background in the Sales industry.
‘would relish the opportunity to devise comprehensive strategic iniatives which | believe will prove valuable to
Bgloble.

Throughout my career, | have perfected my lead generation and operations management abilties. | am a
ble and consistent problem-solver skilled at priortizing and managing projects leading to exceeding
targets. | have a track record of nitative and dependabilty running projects such as UK Security campaign
‘and Protect your home campaign.

Inmy previous role, | contributed customer service, leadership, and business planning toward team efforts and
business improvements. | am forward-thinking and in sync with new developments in the Securty ield. | have
proven to be effective and collaborative with strong decision-making talents. I'm in my element managing
projects where | can coordinate activities and achieve a positive resut.

Please take a moment to review my CV which outiines my sutability for the Sales Manager. | would greatly
‘appreciate the opportunity to speak with you regarding my application.

“Thank you for your consideration.

Sincerely,
Wayne Byme





