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This assignment is written by Louise Puresevic.  Louise, a single mother of one, 50 years of age.  Along with a full-time job with the NHS, as a Trauma & Orthopaedic Co-ordinator, Louise decided to undertake this Business Management course, initially as a decision to take on something of a challenge.  
Being able to succeed at this course, and to obtain a degree in a couple of years from now, would be an amazing challenge.  Hopefully by completing this course, a better knowledge of learning, and the opportunity to be able to use the skills learnt and look at pursuing career development, perhaps into a management level.


Section 1: Know how to identify development needs

BMSK4005 – Professional Career Development.  
For this assignment, I will focus on my career and what I do now in my current role, what I look to do in the future, and therefore what I would need to get to that stage.  I will also look at the Employability Skills of one of my course colleagues, Mr Gareth Griffin.
I will study learning skills, learning barriers, development plans and the recruitment process.  I will look at a relevant job that I will apply for, and show the processes involved, from application through to potential interview process.
To determine what skills are required by prospective employers, I will look at including a variety of tools and research methods throughout this assignment.  These will include the CRAAP Test, Kolb theory, SWOT analysis, Gap Analysis, Personal Development Plan (PDP) to study the Short, Medium, and Long-Term goals, and SMART objectives.
These research tools can identify exactly what employers are looking for.  I can show the skills that I am already using in the workplace, and what I would have to learn to get that dream job role.  Are any of my current work skills transferable?  If I decide to move into a management role for example, can my current skills be used to their advantage?  What new skills do I need to learn to fulfil a management role?  Can I use any of my current skills in a new role?

[bookmark: _Toc500943472][bookmark: _Toc511915688]1.1 Identify learning styles for self and another 

We all want to learn.  We all want that dream job.  We want promotion.  We want to climb that ladder of opportunity.  A new role, a new title, a new team.  And a higher salary.  So how do we get there?
We have ways of learning, developing, and challenging ourselves, to achieve the goal in our career.  Similarly, in our home life or leisure time.  Most of us want a family life, a new car, a bigger house.  And you can start with regular walks, leading to gentle runs, gym sessions, resulting in a marathon.  It is all about achievement.  And we must educate ourselves correctly to reach these goals.
We must be methodical in our way of thinking and our approach to learning.  By achieving new skills and learning objectives, we continue to reach new goals, and be able to share newfound knowledge with new colleagues who will continue the journey throughout the company’s history.  You could make a difference! (Zarzosa, 2018).
I have studied two learning styles for this assignment. 
Firstly, I have researched VARK.  Formed in the early 1990’s by Fleming and Mills, VARK looks at the way that we can take information and how we differ with each other.  By learning through Auditory, Visual, Reading and Kinaesthetic (VARK).  Learning styles are put into questions, by answering each question, a final score is determined, from which a learning style is confirmed (Morgan, 2017).  My score in the questionnaire, mostly R (6), shows that I prefer reading, which is true.  I prefer to read as I learn. Results for Gareth Griffin have totalled mostly V (7), which shows that he is most comfortable to learn through visualisation.  I have added the findings for both myself and for Gareth Griffin, using the Snipping Tool below.

VARK – Louise Puresevic 
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VARK  – Gareth Griffin
[image: ]



Secondly, I have looked at Honey & Mumford’s learning style.  I have detailed this for both myself and for Gareth Griffin.  Similar in its working to the Kolb theory, it is slightly more reliable than that of VARK.  
Developed by Peter Honey and Alan Mumford, it identifies four styles of learning, to achieve the ultimate learning experience.  These learning styles are identified as Activists, Reflectors, Theorists and Pragmatists (Cockerton, Naz & Sheppard, 2002).  I have used the Snipping Tool to add the results of the questionnaire’s, as detailed below for both myself and for Gareth Griffin.
My result confirms that I am a Reflector.  This is true, in that I like to take time to take a step back, consider my work, my movements, and how I will attempt any situations.  I consider how to do things, and how I see the best outcome.  Gareth is a Theorist.  He looks at the workings of things, trying to put things together.
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Honey and Mumford – Louise Puresevic – Picture 1
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[bookmark: _Hlk58158437]Honey and Mumford – Louise Puresevic – Picture 2
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Honey and Mumford – Louise Puresevic – Picture 3
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Honey and Mumford – Gareth Griffin
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In addition, I have added a CRAAP test.  The CRAAP test (Rapchak, Lewis, Motyka & Balmert) is a tool used to evaluate and determine criteria required for a process.  It enables me to think critically and how I think about the information that I have and how I can use it.
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I have looked at many learning theories, including Whole Brain Theory.  By splitting the brain into two sections, left and right, I have been able to determine that I am very much a right brain thinker.
From given information in the previous section, I can confirm that I am an emotional and creative person.  I can be intuitive; working well on a non-verbal basis.  I can be imaginative and can work in my own space as well as part of a team.
This I believe would allow me to think extensively in my workplace on all aspects of my job.  I learn new skills, create new tasks into the role, and I can converse with my colleagues and empathise when needed (Connell, 2002).

Left Brain			   Right Brain	
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Kolb’s learning theory requires four abilities of learning. Theories that can help understand the way of learning, training, and behaviours (Stuart, 1992).
My current job role was because of re-deployment.  It takes me across many departments in the hospital.  I am the only member of staff in the hospital that has this role.  Therefore, I am privileged to hold this post, and I make sure that I prove my worth.
During very difficult times of current issues with Covid-19, I have jumped into my new role with both feet and have had to learn so many new skills at a pace.
From the above details, I can reflect on this using the Learning Cycle according to Kolb (Kolb, 2011).
I have been able to determine my status and how it can move forward into a future venture.
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From this, I can determine the following:

Having an experience – 
The new role is busy and very extensive.  There is a constant influx of work, information, and demands from many aspects of my team.
Reflecting on the experience – 
This is a huge responsibility in a role.  If I fall behind in any task, it can result in a snowball effect of several issues.
Learning from your experiences – 
I must be one step ahead, making sure all work is up to date.  I must work closely with colleagues, especially Nurse Practitioners.  Theatre timetables for example, need continuous focus.
Planning your next step/Put what you have learnt into practice – 
I continue to put every effort into my role, making sure all skills such as communication (both written and verbal), IT skills and team building are first class.

The SWOT Analysis is another simple and effective tool used in many situations.  It can be used in the workplace, and also be used in the home, for everyday decisions if required.  Used for analysis of tasks, it can determine the outcome in a simple format (Cottrell, 2015).
I have added a SWOT analysis for both myself and for my course colleague, Gareth Griffin.  In the SWOT diagrams, I have shown the Strengths, Weaknesses, Opportunities and Threats outlined in both our lives, to evaluate our current situations and how we can move forward in career development.
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SWOT Person 1 – Louise Puresevic


	
STRENGTHS

· I am very focused when working
· I learn new skills quickly
· I am an excellent team player
· I have a wide catalogue of administration skills
· I am reliable
· I have excellent timekeeping records
· I am always willing to better myself 


	
WEAKNESSES

· Poor motivation sometimes
· I lack positivity
· I do not believe that I can always ‘do the job’, I need to to give myself more praise
· Work presentation could be more focussed, such as handwriting
· I need to enjoy what I am doing, sometimes I can lose focus

	
OPPORTUNITIES

· The opportunity of university learning.  A degree can open so many doors 
· I can look for jobs that were once out of my reach
· Financial stability
· Seek to continue learning by attending courses, inside and outside of the workplace
· Colleagues and peers see that I can be an asset to the team, therefore a valued member of the team
	
THREATS

· Deadlines have to be met, such as coursework for my degree course
· Workplace changes, such as department changes, redeployment or job losses
· Increases in workload can impact on available time
· Personal commitments can take a toll, such as family and personal life
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SWOT Analysis – Gareth Griffin

	
SWOT Person 2 – Gareth Griffin


	
STRENGTHS

[image: ]

	
WEAKNESSES
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OPPORTUNITIES
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THREATS
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A work life balance is very important, especially when trying to maintain an effective routine both at work and home.  By effectively organising your day, a healthier mindset can allow you to relax and be able to take on tasks and perform at your best.
Potential barriers for most in today’s world would be Academic, Employment, Cultural
and Situational.
For me, I would identify mostly to Situational and Academic.
Situational - I have an extremely busy work schedule, and I often find that I am working long hours, and I have very little time at home to be able to concentrate on making time for assignment work.  However, this is something that I would work to overcome, and be able to focus a lot more time on the second year of my coursework.
Even though I have an adult son, I find that I do have to make time to spend with him.  But by asking him to carry out jobs around the house, such as cooking food or ironing, this can make more time for me to be able to work on my assignment.
Academic – I have just celebrated my 50th birthday.  At this age, I did not see myself starting to learn new things, especially taking on a university degree.
In my first year, I have found that there are tremendous new learning skills, that I had not been aware of.  I have found new ways of learning, developing my knowledge, and therefore look to develop further and hopefully use these skills towards a future in expanding my working career.






I have also attached the barriers for Gareth Griffin.
[image: ]

I have put together a GoMad diagram, detailed below.  It has colour-coded ‘triangle’ sections (1-3 and 4-7).  The framework notes: Reasons Why, Define Goals, Self-Belief, in the first section.  Plan Priorities, Involve Others, Personal Responsibility and Take Action are the second section.  

GoMad diagram
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By believing in yourself and having the confidence, you can achieve anything.  Make sure you have the support of your colleagues and your family.  Give yourself the time and resources to result in the outcome that is deserved.

[bookmark: _Toc500943476][bookmark: _Toc511915692]Section 2: Know how to develop self & others to achieve organisational objectives

By setting goals, you can achieve anything you want to.  To achieve these goals, use methods to reach your targets.  
Networking – Attend meetings, seminars, conferences.  Hand out business cards.  Speak out on Zoom meetings.  Make your knowledge known.
Mentoring & Coaching – Offer new recruits the opportunity to shadow you.  Show them your knowledge.  Show them your support.
Training & Development -Attend any training courses that are offered to you.  Show initiative in wanting to learn.  Find out what skill sets are required for your dream role, and look to seek those out, and learn them.
Speech – Just by simply conversing with your colleagues and your managers, you can find out about new roles.  Perhaps your colleagues will look to go for that important role too.  YOU must be the one that gets a step ahead and reaches the ultimate goal.

[bookmark: _Toc500943477][bookmark: _Toc511915693]2.1 Analyse learning/development options to meet needs of self & another.

Anyone can learn new things.  Whether for work or just for personal development.  It does not matter what the final goal is, just plan, research, make sure it is financially viable if you can, and enjoy it.  And you can reach your goal (Kroth, 2009).
From reading passages from Gap analysis and business solutions (Rappaport & Mercer, 1998), I have decided to add a Gap Analysis to identify support mechanisms available to develop myself.  My findings are detailed as shown.




Gap Analysis
[image: ]

[bookmark: _Toc500943478][bookmark: _Toc511915694]2.2 Identify support mechanisms for the development of self & another
[bookmark: _Toc456901523]
In order to identify my support mechanisms for development, I have added a SMART diagram, to show the potential barriers in succeeding to my ultimate goal.  The diagram shows the objectives, criteria, time frame and resources required, to reach that goal.
It indicates the present situation, and how I can develop and organise myself into a routine that will work and result in a satisfactory outcome.






SMART Diagram
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Anything in life is best if it is planned.  A day trip, an evening meal, or that dream job.  By planning, drawing up, critical thinking and evaluation of each process, it can produce the ultimate outcome (Gysbers, 1983).

I have researched the use of a PDP for this part of the assignment (Maund, Schriek & Tinkler, 2017), as detailed below.  It shows my plan of action in starting the process of work promotion, setting a target date.


	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

	

Mentoring Skills

	
Offer to train staff

Learn new skills

Attend training sessions
	
Support of colleagues

Support of management

Work resources
	
Recording of skills

PADR with manager

Setting a target date
	
April 2021

	[bookmark: _Hlk58007564]
Admin Skills


	
Learn to document notes better

Note learning techniques, to revise, and to offer to new staff
	
Support of colleagues

Support of management

Work resources
	
Recording skills

Noting continuous documentation
	
April 2021

	
Lifelong Skills


	
Attend courses

Continued work practices

Working with my team
	
Support of colleagues

Support of management

Work resources
	
Make notes

Learning skills


	
April 2021





By giving myself target dates, I can set goals in order to keep track of where I would like to be, as show below.

	Short Term Goals (next 12 months)

	
Supervisory role – I will need to continue to attend various courses, according to my learning level and to my job role.  I will need the support of my team colleagues and my managers

	Medium Term Goals (2-3 years)

	
Managerial Role – I will need to continue to gain experience.  I will need to expand on knowledge in the workplace.  I will look to continue to gain support from my colleagues and my managers, and also from my family and friends.


	Long Term Goals (3-5 years)

	
Senior Management Role – This would be a truly amazing prospect for me.  To believe in myself, and to believe that I can achieve a Senior role, either in the NHS Trust, or in another organisation.  Once again, the support of colleagues, managers, family and friends.





[bookmark: _Toc500943480][bookmark: _Toc511915696]2.4 Method used to monitor the development of self & another.

In order to monitor development, I have split my processes into sections as follows;
Who – Myself, working alongside my colleagues, specifically my line manager.
What – New skills to be learned in order to be able to undertake future roles.
When – Continuously throughout the work period.
Where – In all departments that I am communicating with.  Also attending training sessions.
How – Documentation in the form of diary and paperwork, such as PADR and PDP.



[bookmark: _Toc500943481][bookmark: _Toc511915697]Section 3: Know how to prepare for the recruitment process 

Applying for a new job can be both daunting as well as exciting.  So many thoughts to overcome, such as, can I actually do this, should I do this, would I make a good leader, amongst others.
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3.1 Job Application 

From the time of writing the job application letter and completing the application form, right through to interview process if successful, you have to present as the winning candidate right from the start.  Even though your potential new employer hasn’t met you, they can already for a first impression of you.  
Your documentation will give a substantial idea of who you are, and then of course at interview, your face and body language will complete the package (Sutherland, Liu, Zhang, Chu, Oldmeadow and Young, 2017).
This comes together with skills.  Employability skills are varied.  Knowledge of the career you are going for.  The skills you already hold and what you can learn.  Your attitude towards the job itself, including how you conduct yourself around customers and of course your colleagues.  And of course there are the behavioural skills, how you present yourself in attire and cleanliness, adaptability in being able to work outside of your normal working schedule.  Showing willing speaks volumes (Gravells, 2010).
At 50 years of age, I have had years of practice at applying for jobs.  I started work when I was still at college, aged 17.  As the years progressed, I became more knowledgeable.  I have learned what employers are looking for, what roles are available to me, and what skills and learning courses are available to me.  I have learned through the workplace, including attending courses in the workplace relevant for my job roles.  Personal experiences can also help you build who you are.  Positivity and being able to see a bright and manageable working career with a lifestyle balance can bring a long and happy future.
[bookmark: _Toc500943483][bookmark: _Toc511915699]3.2 The Interview Stage 

Prepare!  That is basically the one and only word you need to have in your mind when you think about going for a new job role.  So, write yourself a checklist of what to ask, and what you may be asked. Research the company too, what it does, and any of its additional branches. Because you can bet that the employer will have done this, it is their job.  And they will ask you everything, they will take you apart in an interview.  And you need to be prepared to take on any question, any task, any scenario that is put to you.  These can be anything from general information about the company, the role, or the area that the company is located.  And it will be asked of you, what can you bring to the company and to the team.  Why should they take you on and bring you into the team (Herreid, 2010). 
Stand out from the crowd.  Make an arrow-shaped light shine from above your head, that says ‘pick me, I’m the one’.  Show willing, show enthusiasm, networking, attending courses, getting your name out there.  Even by having connections with professional bodies, can promote your success (Laybats, 2018).
Your CV will reach an employer when you apply for a role, however putting your employability skills on a platform such as Linkedin, can give the employer a head start into finding out all about you (Trought, 2017).

My most recent post began in August 2019.  I applied for the post in May 2019 but had to wait a significant time or my application to be considered, before being invited for an interview.  This was an anxious time, as the waiting time seemed to go on for a while.  
The interview day arrived.  I had made sure that I was well dressed, in a dress and shoes with a smart coat. I wanted to make a strong first impression upon arrival. I took along documents such as a copy of my CV, proof of identity including passport and driver’s licence, and I had also taken time to research the role prior to the interview day.   The interview itself went extremely well.  It was very relaxed and informal.  I shook hands with the two managers that interviewed me.  We sat in a round group of three chairs and spoke openly to begin, about my background and what had brought me to attend the interview that day.
I do become relaxed quickly once being in the room.  The atmosphere becomes more laid back, but always staying professional, so alert, and upright and staying focused responding to all questions.  And to be able to ask question at the end of the interview.
My most recent interview, with Mr Bob Wilson, my course tutor, took place more recently.  Although quite nervous at the start, as this was a little different to a job interview, so I was a little unsure as to what to expect.  The interview itself started a little nervously on my part, so I was given the opportunity to start again.  Once I had started and the interview was taking place, I felt more at ease.  I made sure that I had researched well prior to the interview, and that I had all my answers ready in my head to give a quick and confident answer each time.  I was also given the opportunity to ask questions at the end of the interview, which I did.
I was very happy with the feedback that I had received from Mr Wilson.  I have attached a copy of the feedback form in my appendices at the end of this assignment.
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Greater Expectations, Smart Business Coaching Course, Session 4
Optional Material Page 7
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Honey & Mumford Questionnaire Results — Theorist
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Authority - Access information from computer
information sites, books and other resources

Accuracy - Is the information true to word, is it
accurate?

Purpose - Why is the information required? What does
it bring to the relevant job role
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UKESsays: November 2018. Barriers to Adult Learners. [online].

Looking at this online article | believe it gives a great breakdown of barriers to leaming
There are 6 categories of barriers

Situational Barriers
Institutional Barriers
Dispositional Barriers
Academic Barriers
Employment training Barriers
Cultural Barriers.

Looking at these categories of barrier you can quickly begin to build up a picture of what
the potential barriers to leaming are in every situation. As an adult leamer there are a lot

of barriers to learning

Situational Barriers — Busy work schedule / Family and children

Institutional Barriers — Location / lack of necessary qualifications

Dispositional Barriers — Negative attitude towards leaming (thinking they are too
old) / health issues.

Academic Barriers — Lack of language skills / lack of numerical skills
Employment training barriers — no support from employer

Cultural barriers — Difference in cultural beliefs between peers

| believe that the barriers | associate most with are the situational and dispositional
barriers. Having children and a busy work schedule is hard for me to find the time and

motivation. | believe the dispositional barrier applies to me because | did think that | was
to old to start again and it was a big hurdle to adjust my mindset|
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7. TAKE ACTION - MEASURE
RESULTS AND PERSONAL
RESPONSIBILITY

Look after your team
« Train them well
« Treat them well
« Your actions will reflect
on your team

3. SELF BELIEF 5. INVOLVE OTHERS

Be confident
« How do you work?

« How do you interact
with others?

Are you capable?

« Delegate responsibilities
« Work together as a team

6. PERSONAL
RESPONSIBILITY

+ Manage a team
« Make decisions yourself

1. REASONS WHY 2. DEFINE GOALS 4. PLANS AND PRIORITIES

Do you want this? + Forward thinking
How much do you What's the timescale? « Project Manage
want this? Will you achieve this? « Design training
What's your goal? Is it relevant to your methods, such as
What motivates you? career? PowerPoints
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Available Re sources  Gaps Identified  Action required to address gap  

o   Adaptability   o   Reliability   o   Empath y   o   Excellent  IT skills   o   Exccellent  communication skills   o   Alwa ys happy to work  in a team   o   Quick to learn new  topics and skills  o   P lanning deadlines   o   Working to deadlines   o   Travel ling long  dis tances   o   Motivat ion   o   Procrastination   o   Lack of positivity   o   Lack of  forward   thinking  o   Be able to use own  initiative   o   Continue to gain  knowledge of working  enviro nment   o   Continue to gain  knowledge of future  posts   o   Mentoring skills   o   Keep  working   to gain  a  D egree , in order  to  gain  skills to use in the  wor kpl ace    
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« Promotion to a new role in Management within NHS
. « Salary increase
SpeC|f|c + Suceed in obtaining a Degree qualification
« Opportunity to learn new tasks and be able to teach new
recruits
W EEEId[EM - Make time to meet deadlines, making sure all work is
complete. This should be at home as well as work
« Setting deadlines
q « Setting goals
Attainable « In order to complete the work quickly, efficiently, and correctly,
work to manageable levels
+ Receive support from University, including your tutors and
Realisti colleagues
ealistic + Receive support from family and friends. Share your
experiences
) « Continue to search new roles, looking at NHS website and
T|me|y other links, for new career prospects
+ Word of mouth. Let people know you are interested in
bettering your self
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CAJE REF: HEI/2020/0033
a{?@ Cymru (AaGIC) / /

b NHS | Health Education and

Improverment Wales (HEIVV)

JOB DETAILS:

Contract

Job Title Quality Officer
Grade 5
Hours of Work and Nature of 37.5 hours

Division/Directorate

Medical Directorate

Department

Quality Unit

Base

Ty Dysgu, Nantgarw

ORGANISATIONAL ARRANGEMENTS:

Managerially Accountable to:

Quality Manager

Reports to: Name Line Manager

Quality Manager

Professionally Responsible to:

Director of Quality Management

HEALTH EDUCATION & IMPROVEMENT WALES VALUES

organisations

improving

RESPECT FOR ALL - in every contact we have we have with others

TOGETHER AS A TEAM - we will work with colleagues, across NHS Wales and with partner

IDEAS THAT IMPROVE - harnessing creativity and continuously innovating, evaluating and
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Job Summary/Job Purpose:
Quality Unit

The Quality Unit within Health Education and Improvement Wales (HEIW) is responsible for
ensuring the provision of high quality postgraduate medical education and training in Wales
which meets UK regulatory standards and ensures patient safety. The post holder will have a key
role in the development and implementation of key quality management processes to ensure
that we meet our regulatory accountabilities as well as facilitating engagement activities. The
role will include the following key areas:

- Management and delivery of key quality management processes such as the Targeted Process
and Training Programme Reporting Process which are the key mechanisms by which HEIW
collaborates with NHS Wales to take forward concerns pertaining to the quality of training are
identified.

- Development and delivery of stakeholder engagement events such as the Quality Conference.

- Development and implementation of the communications approach to ensure the successful
delivery of the GMC National Training Survey.

- Analysis and interpretation of information from a variety of sources some of which may be of
a sensitive nature in order to ensure appropriate quality management activity is undertaken
and that high quality reports are produced.

The Post Holder will have responsibility for their own key areas of work but also closely interfaces
with the Executive Officer (Evidence & Monitoring) with both roles working at the same level.

The Post Holder will be required to manage their own workload which may have competing
demands. In managing their workload, the Post Holder should be able to identify priorities and
make recommendations around appropriate courses of action.

CAJE REF: HEI/2020/0033






DUTIES AND RESPONSIBILITIES

To plan and deliver elements of HEIW’s quality management framework in conjunction with the
Quality Manager and Director of Quality Management. This will require the analysis and
interpretation of quantitative and qualitative information from a variety of sources.

To plan and ensure the effective co-ordination of high level meetings in order to support the
delivery of routine and reactive quality management processes.

To manage and deliver the Annual Training Programme Reporting Process including template and
guidance development, co-ordination and monitoring of completion rates and results reporting.

To produce high level reports based upon key themes identified from quality management
intelligence.

To act as a key point of contact for the GMC National Trainer Survey providing advice to trainers
across Wales to resolve any queries around completion.

To provide expert guidance on the utilisation and interpretation of results to stakeholders across
Wales. This will require the role holder to explain complex information in a user friendly way.

To utilise the GMC National Training Surveys reporting tool in order to extract and analyse the
results for use within quality management processes.

To deliver a series of Targeted Visits to Local Education Providers across Wales, including the co-
ordination of visit panels and LEP representatives, preparation of the evidence base utilising
information from multiple sources as well as producing visit reports and ensuring appropriate
action plans are received in response to concerns and recommending courses of action where
there are concerns regarding responses.

To receive and respond to complex queries raised by training grade doctors where concerns
regarding the quality of training are raised some of which may have implications for patient
safety. Whilst this work will be undertaken within existing frameworks, judgement will be
required on the immediacy of action and the most appropriate way to take concerns forward.

To manage sensitive information taking steps to ensure that it is used appropriately within quality
management and that active steps are taken to ensure that information is not directly
attributable to individuals and in line with confidentiality policies.

To manage and deliver elements of large-scale conferences when required taking responsibility
for specific areas and collaborating with other members of the team to ensure the event is
delivered to a high standard.

The post holder will be responsible for training any new member of staff in the department.

To work with the Quality Manager in order to continue to develop and implement emerging areas
of quality management.
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To develop and maintain existing standard operating procedures and develop new operational processes
as required.

To make judgements about levels of risk based upon HEIW’s Quality Management Risk Process and
ensuring that these are correctly reflected in all documents.

To provide cover for the Executive Officer, (Evidence and Monitoring) in his/her absence with whom the
Post Holder works alongside.

To undertake supervisory duties as required for specific pieces of work which may involve personnel
outside of the immediate team.

To be responsible for training any new member of staff in the department.
To allocate appropriate pieces of work to the Administrative Officer and supervise progress accordingly.
To actively contribute to specific working groups as required in order to ensure objectives are achieved.

To undertake specific projects in relation specific areas of quality management which may require change
and the ability of the role holder to manage conflicting deadlines.

To maintain accurate electronic and paper based records which are supportive of quality management
activity.

To develop and maintain the Quality Unit’s webpages to ensure that the information available is
audience appropriate and current.

To maintain and develop the existing quality management database.

To liaise with key internal and external stakeholders in order to convey a mixture of routine and at times
complex or sensitive information in a clear and concise manor. The range of stakeholders will range from
Chief Executive level to training grade doctors and the role holder will be required to develop
communications which are relevant, audience appropriate and concise to ensure communications are
effective.

To develop and deliver an effective communications strategy for key quality processes all internal and
external stakeholders.

To maintain expert knowledge of GMC National Training Standards.

To continually develop quality management processes to ensure that they remain fit for purpose and
sufficiently robust.

To contribute to scrutiny meetings suggesting appropriate courses of action for quality concerns.

To ensure the effective application of the risk process in relation to quality management activity making
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judgements about the most appropriate risk rating and corresponding action.
To ensure data storage is in line with the requirements of GDPR.
To actively contribute to Quality Unit and HEIW meetings.

To service a range of Quality Unit meetings including making operational arrangements, co-ordinating the
agenda and paperwork, taking minutes and ensuring actions are undertaken in accordance with agreed
timeframes.

To respond to correspondence, telephone and email enquiries in a timely manner and in line with
established processes.

The post holder will be required to manage their own work independently within established
guidelines and policies such as GDPR, confidentiality, Service Level Agreements with Local Education
Providers, regulatory bodies and NHS policies.

The post holder will be required to use their own judgement to decide when to escalate issues to,
or liaise with the Senior Team.

Produce content for and liaise with the Communications team over the development of promotional
materials, resources and publications relating to postgraduate education support activity.

Produce activity or update reports as required by the Quality Manager or other areas of HEIW.
Support the Director of Quality Management and Quality Manager by organising and participating in

dissemination activities including workshops, conferences, presentations and publications relating to work
area.
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PERSON SPECIFICATION

The knowledge to be measured is the minimum needed to carry out the full duties of the job to the
required standards. Qualifications should be used to provide an indicator of the level of knowledge
required. Training and experience is also a means of acquiring the knowledge required for a job such
as on-the-job training, short courses and experience to an equivalent level of knowledge which
should be specified.

ATTRIBUTES

ESSENTIAL

DESIRABLE

METHOD OF
ASSESSMENT

Qualifications

Educated to Degree level or

Recent and relevant

Application form and pre

and/or possess the equivalent continuing employment checks
Knowledge experience, skills and professional
knowledge. development
Knowledge of GDPR. Project
management
Understanding of quality experience or
management. e
qualification
Experience Experience in researching, Experience of working | Application form and

identifying and analysing
complex information from a
variety of sources

Experience of managing a varied
workload with conflicting
deadlines.

Experience of producing high
quality reports.

Experience of communicating
with stakeholders of varying
levels within an organisation.

Experience in managing multiple
projects and a broad range of
work activities concurrently

within the NHS or
postgraduate medical
training environment

Experience of
developing,
organising and co-
ordinating large scale
events

Experience in
evaluation, thematic
analysis and
associated reporting

Experience in
utilising and
developing
databases to manage
information.

interview
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Aptitude and
Abilities

Excellent organisational skills

Ability to develop and deliver
action plans and motivate, co-
ordinate and manage delivery by
others

Excellent interpersonal and
communication skills with proven
ability to communicate
professionally and to a high
standard both orally and in
writing with staff and
stakeholders at all levels

Evidence of ability to explore
customers’ needs and adapt the
service accordingly.

Ability to develop and maintain
strong and productive working
relationships with a wide range of
internal and external
multidisciplinary stakeholders

Excellent skills in using Microsoft
Office (Word, Excel. Access and
Powerpoint)

Ability to write complex
documents and reports

Ability to use judgement to
critically analyse and resolve
complex issues for internal and
external stakeholders

Proven ability to manage a
diverse workload effectively,
accurately and to deadlines

Ability to speak or
learn Welsh

Ability to use
Microsoft Publisher

Experience of web
page management

Interview
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Values

Self motivated
Able to work on own initiative

Able to organise and prioritise
own workload and keep to
challenging deadlines

Able to work well within a team

Commitment to high work
standards, employing a
methodical approach to work and
paying particular attention to
detail and accuracy

Application Form
Interview
References

Other

Willingness and ability to travel
across NHS Wales sites

Flexibility in hours of work and
able to accommodate reasonable
requests to work outside normal
working hours where deadlines
and business requires

Application form and
interview
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GENERAL REQUIREMENTS
Include those relevant to the post requirements

» Values: All employees of HEIW are required to demonstrate and embed the Values and Behaviour
Statements in order for them to become an integral part of the post holder’s working life and to embed
the principles into the culture of the organisation.

> Registered Health Professional: All employees who are required to register with a professional body, to
enable them to practice within their profession, are required to comply with their code of conduct and
requirements of their professional registration.

» Competence: At no time should the post holder work outside their defined level of competence. If there
are concerns regarding this, the post holder should immediately discuss them with their
Manager/Supervisor. Employees have a responsibility to inform their Manager/Supervisor if they doubt
their own competence to perform a duty

» Learning and Development: All staff must undertake induction/orientation programmes at Corporate and
Departmental level and must ensure that any statutory/mandatory training requirements are current and
up to date. Where considered appropriate, staff are required to demonstrate evidence of continuing
professional development.

» Performance Appraisal: We are committed to developing our staff and you are responsible for
participating in an Annual Performance Development Review of the post.

» Health & Safety: All employees of the organisation have a statutory duty of care for their own personal
safety and that of others who may be affected by their acts or omissions. The post holder is required to co-
operate with management to enable the organisation to meet its own legal duties and to report any
hazardous situations or defective equipment. The post holder must adhere to the organisation’s Risk
Management, Health and Safety and associate policies.

» Risk Management: It is a standard element of the role and responsibility of all staff of the organisation that
they fulfil a proactive role towards the management of risk in all of their actions. This entails the risk
assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses
and hazards.

» Welsh Language: All employees must perform their duties in strict compliance with the requirements of
their organization’s Welsh Language Scheme and take every opportunity to promote the Welsh language in
their dealings with the public.

» Information Governance: The post holder must at all times be aware of the importance of maintaining
confidentiality and security of information gained during the course of their duties. This will in many cases
include access to personal information relating to service users.

> Data Protection Act 1998: The post holder must treat all information, whether corporate, staff or
patient information, in a discreet and confidential manner in accordance with the provisions of the
Data Protection Act 1998 and Organisational Policy. Any breach of such confidentiality is
considered a serious disciplinary offence, which is liable to dismissal and / or prosecution under
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current statutory legislation (Data Protection Act) and HEIW Disciplinary Policy.

> Records Management: As an employee of this organisation, the post holder is legally responsible
for all records that they gather, create or use as part of their work within the organisation
(including patient health, staff health or injury, financial, personal and administrative), whether
paper based or on computer. All such records are considered public records and the post holder
has a legal duty of confidence to service users (even after an employee has left the organisation).
The post holder should consult their manager if they have any doubt as to the correct management
of records with which they work.

> Equality and Human Rights: The Public Sector Equality Duty in Wales places a positive duty on
HEIW to promote equality for people with protected characteristics, both as an employer and as a
provider of public services. There are nine protected characteristics: age; disability; gender
reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex
and sexual orientation. HEIW is committed to ensuring that no job applicant or employee receives
less favour-able treatment of any of the above grounds. To this end, the organisation has an
Equality Policy and it is for each employee to contribute to its success.

> Dignity at Work: The organisation condemns all forms of bullying and harassment and is actively
seeking to promote a workplace where employees are treated fairly and with dignity and respect.
All staff are requested to report and form of bullying and harassment to their Line Manager or to
any Director of the organisation. Any inappropriate behaviour inside the workplace will not be
tolerated and will be treated as a serious matter under HEIW Disciplinary Policy.

> DBS Disclosure Check: The post holder does not require a DBS Disclosure Check.

> Safeguarding Children and Adults at Risk: The organisation is committed to safeguarding children and
adults at risk. All staff must therefore attend Safeguarding Children & Adult training and be aware of their
responsibilities under the All WalesProcedures.

> Infection Control: The organisation is committed to meet its obligations to minimiseinfections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and
employees against the risk of acquiring healthcare associated infections. This responsibility
includes being aware of the content of and consistently observing HEIW’s Infection Prevention &
Control Policies and Procedures.

> No Smoking: To give all visitors and staff the best chance to be healthy, HEIW site and grounds
are smoke free.

Flexibility Statement: The duties of the post are outlined in this Job Description and Person
Specification and may be changed by mutual agreement from time to time.

CAIJE Reference:
Quality Officer
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APPENDIX 1

Job Title: Quality Officer

Organisational Chart

Director of Quality
Management

Associate Dean (Quality)
Associate Dean (Quality)

Quality Manager

Executive Officer Quality Officer
Evidence & Monitoring (This Post)

CAIJE Reference:

Quality Officer

11






APPENDIX 2

Job Title: Quality Officer

Supplementary Job Description Information

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching
process.

Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required
for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc.
are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating
objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B. Walking
/driving to work is not included’

How often per day

Examples of Typical effort(s) / week / month

For how long? Additional Comments

Standard keyboard skills and working at a computer for most of All day 5/6 hours
the day






Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to
unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during
a shift / working day, e.qg. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at
meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-
clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

How often per day

Examples of Typical effort(s) / week / month?

For how long? Additional Comments

A high level of concentration will be required to enable the Once per week 5/6 hours
production of detailed reports and analyse information on a
regular basis.






Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that
are generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of
situations they are required to deal with.

For example,” processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff;
caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff;
communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.” N.B. Fear of Violence
is measured under Working Conditions

How often per

Examples of Typical effort(s) week / month?

For how long? Additional Comments

The roleholder may occasionally be required to report information Once 1 hour
which could be of an upsetting nature.






Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as
inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety

controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how
often and for how long they are exposed to them during a working day / week / month.

Examples are — use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids,
faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations -

*Driving to and from work is not included

Examples of Typical Conditions

How often per
week / month?

For how long?

Additional Comments

The Post Holder will be desk based for the majority of the time.

Daily

7 hours

Will be required to provide support for occasional conferences
which will require the need to stand for long periods of time and
move conference materials occasionally.

Twice a year

7 hours a day

There will be a requirement for the Post Holder to travel to
meetings across Wales.

20 times a year

4 hours

Meeting durations are typically four

hours occasionally this may mean a

whole working day out. In addition,
overnight stays may be required
approximately 3-4 times per year.
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Quality Officer

Q G IC, Addysg a Gwella lechyd
0L7o Cymru (AaGIC)

N H S Health Education and

Improvement Wales (HEIW)

Job Reference: 082-AC055-1020

Employer:

Health Education and Improvement Wales (HEIW)

Department:

Administration

Location:

Nantgarw, Nantgarw

Salary:

£24,907 - £30,615 per annum

Established on 1 October 2018, Health Education and Improvement Wales (HEIW) is the only Special
Health Authority within NHS Wales. We sit alongside Health Boards and Trusts, and have a leading
role in the education, training, development, and shaping of the healthcare workforce in Wales, in
order to ensure high-quality care for the people of Wales.

Our key functions include:

Working closely with partners and key stakeholders, and planning ahead to ensure the
health and care workforce meets the needs of the NHS and people of Wales, now and in the
future;

Being a reputable source of information and intelligence on the Welsh health and care
workforce;

Commissioning, designing, and delivering high-quality, value for money education and
training, in line with standards;

Using education, training, and development to encourage and facilitate career progression;

Supporting education, training, and service regulation by playing a key role in representing
Wales, and working closely with regulators;

Developing the healthcare leaders of today and the future;
Providing opportunities for the health and care workforce to develop new skills;
Promoting health and care careers in Wales, and Wales as a place to live;

Supporting the professional workforce and organisation development profession with
Wales;



https://www.jobs.nhs.uk/xi/agency_info/?agency_id=135014



e Continuously improving what we do and how we do it.

For more information on this vacancy please contact the recruiting manager, who will be pleased to
discuss their employment opportunity with you.

Please check your email account regularly. Successful applicants will receive all recruitment related
correspondence via the email account registered on the application form.

The organisation also reserves the right to close a vacancy early or withdraw an advertisement at
any stage of the process, to enable internal staff requiring to be redeployed in suitable roles.

Applications may be submitted in Welsh. Applications submitted in Welsh will not be treated less
favourably than an application submitted in English.

On 1st October 2018 a new statutory body within NHS Wales came into being, working across the
health and education sectors. Health Education and Improvement Wales (HEIW) oversees the
strategic development of the health workforce in Wales, including workforce planning, leadership
development and education commissioning. It sits alongside existing Health Boards and Trusts to be
the eleventh member of the NHS Wales family.

The postholder will have a key role in the development, implementation and delivery of quality
management activities thereby ensuring that medical education and training in Wales meets
regulatory standards and safeguards patient safety. In undertaking this role the successful applicant
will need to develop effective links with Health Boards/Trusts across NHS Wales. The role holder will
also have the opportunity to contribute to the development and facilitation of engagement events
and providing input into newer areas of activity.

The ability to speak Welsh is desirable for this post; Welsh and/or English speakers are equally
welcome to apply.

Closing date: 4th November 2020
For further details / informal visits contact:
Mandy Martin - Quality Manager

mandy.martin@wales.nhs.uk
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Louise Jane Ackland

18 Primrose Close

Cowbridge

D4 Iouise.ackland@hotmail.co.uk

Vale of Glamorgan D 07530 183183

CF71 7DZ

About Myself

Skills & Abilities

in] Louise J Ackland

| am an efficient, hardworking individual with extensive administrative experience gained from
private and health service sectors, specialising in reception / front of house operations. An
enthusiastic and committed team player with a high capability of working across projects and
with excellent customer facing and people skills. Flexible, self-motivated, and conscientious, with a

strong ability to work under pressure and to deadline whilst maintaining attention to detail.

During my time with the NHS, | have gained a vast amount of knowledge of systems, procedures,
and policies. | have taken various work-related courses including Manual Handling, Fire Safety
(department Fire Warden), and Violence & Aggression. | am also a departmental First Aider. |
have completed the European Computer Driving Licence (ECDL) award (an IT related award),
undertaken the Institute of Leadership and Management (ILM) Level 3 Management award, and
have an introductory knowledge of Sage 50 Accounting. | am also currently working on my

Business Admin Level 2 course.

| have previously worked as a Body Shop at Home consultant, to the level of Team Manager.
Therefore, | do have the skills and capabilities in order to re-visit this venture. My aim is to
consider working on a part-time basis with The Body Shop at Home, along with my full-time
career with the NHS, and would hopefully look to be able to concentrate on The Body Shop at
Home, once | have gained suitable experience, customer portfolio and a team of consultants who

would be a part of a team rum by myself.

- Being able to work well with a greater team, using prior and ever-expanding teamwork skills

- Variable communication skills, which are adaptable across many situations, with both colleagues
and patients

- Being able to adapt to any change, or mitigate to achieve the next best outcome, where
necessary

- Proficient use and understanding of Office 365 and similar software

- Confidently able to meet any deadlines laid ahead of me, and ensure | can pull my own weight

as part of a greater team
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Education

Experience
(Most Recent
First)

References

Barry College of Further Education, 1989:

Diploma in Hotel and office, Pass in Personal Grooming/Healthcare, and RSA Typing Level I/II
Cowbridge Comprehensive, 1987:

4 O-Levels (incl. Mathematics and English), 3 CSE Levels

Patient Pathway Co-Ordinator — Cwm Taf University Health Board (8/2019 — current)
Roles and Duties:

Responsible for maintaining the patient waiting list for approximately 400 patients,
working with four Trauma & Orthopaedic Consultants

Answering telephone calls from patients, internal and external colleagues

Handling daily running of the Consultant clinics and the surgery Pre-Assessment clinics
Helping to work as a team

Receiving mail

Team Secretary - Cardiff and Vale University Health Board (03/2017 — 8/2019)
Roles and Duties:

Acting as point of contact for all visitors to the VLMHT
Maintaining confidentiality of data at all times

Helping to work as a team

Receiving and sorting incoming mail and faxes

Answering telephone calls from internal and external bodies
Handling daily running of out-patient clinics

Undertaking typing duties including reports, letters, notes
Ordering including all stationery items, furniture and electrical
Co-ordinating booking of meeting rooms

Reason for Leaving — Career Progression

Temporary PA to Directors - Herbert R Thomas Estate Agents (10/2016 — 12/2016)
Roles and Duties:

Secretarial duties, including typing and fielding telephone enquiries

Managing the Directors team diaries.

Meeting attendance for minute taking

Reason for Leaving — Temporary Position

Professional Referee: Personal/Character Referee:

Sonia O’Loughlin — Admin Manager Lindsay Hague-Morgan — Family Friend
Contact Information: Contact Information:

Vale Locality MHT, Glebe Farm,

Barry Hospital, Shackerstone Walk,

Colcot Rd,, Carlton,

Barry, Leicstershire,

Vale of Glamorgan, Cv13 0BY

CF62 8YH 07870 270852

01446 454300











image22.emf
Job vacancy Application letter.pdf


Job vacancy Application letter.pdf
18 Primrose Close
Cowbridge

Vale of Glamorgan
CF717DZ

17* November 2020

Mrs Mandy Martin

Quality Manager

Health Education and Improvement Wales
Nantgarw

Cardiff

CF83 3HG

Dear Madam,

Re: Vacancy for Quality Officer — Ref CAJE REF: HEI/2020/0033

| am currently employed with Cwm Taf NHS Trust, based at the Princess of Wales Hospital in
Bridgend.

| am employed on a full-time basis as a ward-based Trauma and Orthopaedic Co-ordinator. | am
interested in applying for the advertised post of Quality Officer at Ty Dysgu, Nantgarw. |feel that |
am now able to consider working outside of a hospital environment, but to continue dedicating my
time to the NHS.

| have spent 10 years working for the NHS across three different NHS Trusts, and have gained
extensive knowledge in many aspects of administration in the medical sector. | am also one year
into a Business Management degree, which | am confident will give me the qualifications and criteria
that you are looking for in this role.

My time of notice would be four weeks, however | would be available during this time to visit and
perhaps shadow any relevant team members, so that | could start to build a knowledge of the
workplace.

| have attached my CV for your perusal and would like to take this opportunity to thank you for
taking the time to look at my application.





| look forward to hearing from you.

Yours sincerely,

Louise Puresevic

Enc.
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Bob Wilson Interview Feedback.pdf
From: Bob Wilson <Bob.Wilson@uwtsd.ac.uk>
Date: 23 November 2020 at 13:17:50 GMT

To: Lou <louise.ackland@hotmail.co.uk>, "Louise Jane Puresevic (2005324)"
<2005324@student.uwtsd.ac.uk>

Cc: Bob Wilson <Bob.Wilson@uwtsd.ac.uk>
Subject: BMSK4005 Interview Feedback

Feedback for BMSK4005 2020

Name: Louise

Answering difficult questions

She spoke well throughout, in fact she looked and sounded professional and she
seemed confident and quite relaxed.

Knowledge of Job

She has a very good, in-depth knowledge of the role being interviewed for.

Knowledge of organisation

She demonstrated a very good knowledge, good understanding, including historical.

Research

She demonstrated research.

Relaxed

She was relaxed and though she stated before the interview that she was nervous,
she did not demonstrate nerves.

Communications

Spoke well, listened well throughout the interview.





Good:
She is a good candidate with her background knowledge and experiences.

A good interview. She had obviously undertaken some research and applied it to
benefit her interview.

As a weakness she stated that “under pressure” was her greatest weakness but she
quickly followed up but stating that she was working on it — good.

Issues:

No real issues.

Keep safe.

Best regards / Cofion Gorau

Bob

Wg Cdr Bob Wilson BA (Hons) PGCE PGCSL fCMgr FInstLM MBILD TechlOSH
RAFVR(T) RET

Tiwtor Sgiliau ar gyfer y Gweithle ac Ymgynghorwr Sgiliau Digidol
Skills for the Workplace Tutor

Athrofa Rheolaeth ac lechyd (Abertawe) / Institute of Management and Health
(Swansea)

University of Wales Trinity Saint David / Prifysgol Cymru Y Drindod Dewi Sant
Carmarthen Campus SA31 3EP /Campws Caerfyrddin
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