[image: ] 
7



Skills for the Workplace
Module Assignment Submission 


	Student Name:
	kelly forbes

	Student Number:
	2114235

	Module No:
	BMSK4005

	Module Title:
	Professional Career Development




Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.


Table of Contents
Section 1: Know how to identify development needs	3
1.1 Identify learning styles for self and another	3
1.2 Use a simple technique for identifying development needs for self & another	4
1.3 Identify potential barriers to learning for self and another.	5
1.4 Explain how these barriers to learning can be overcome.	6
Section 2: Know how to develop self & others to achieve organisational objectives	6
2.1 Analyse learning/development options to meet needs of self & another.	6
2.2 Identify support mechanisms for the development of self & another	6
2.3 Prepare development plans for yourself and another person	7
2.4 Method used to monitor the development of self & another.	8
Section 3: Know how to prepare for the recruitment process	8
Reflection on the recruitment process	8
3.1 Description	8
3.2 Feelings	9
3.3 Evaluation	9
3.4 Analysis	9
3.5 Conclusion	9
3.6 Action Plan	9
References	10
Appendix A	10
Appendix B	10
Appendix C	10
Appendix D	10




Section 1: Know how to identify development needs


During this assignment I will be showing how  to identify my learning styles  and how the results have helped me to carry out my swot analysis  and personal development plan. I have also been able to do this with a classmate.
I will identify our barriers, strengths and weaknesses, and will look at how these can be changed and how we can overcome our problems ready to  show how we can manage the recruitment  process and I'm hoping  this will help me apply for jobs.


1.1 Identify learning styles for self and another 
There are several different methods that have been designed to identify people's learning styles some in which are questionnaires that are self assessments for example: honey & mumford learning styles  ( Julia ault 2017)
Vark questionnaire (Neil D.fleming 1987)
By using the named questionnaires I have been able to identify my own learning style  and come up with ways to help me improve and see what my  personal learning barriers ,strengths and weaknesses.
After completing the vark questionnaire and carrying out the honey and mumford I was able to identify my learning style and the learning style of a class member.
The results showed that my learning style  was...reflector which means I'm a better listener than talker which is very correct. I don't like to talk in front of an audience and I feel I learn a lot better by listening to other people's views and methods than sharing my own thoughts on what I feel.
I was also able to see that Siobhan's learning style was....reflector after speaking to her about  her results she also agrees that her results are accurate and then she also learns better listening and watching rather than talking herself , which after seeing how all communicate and behave during group discussions i see us very similar and i do think that the results for us both are very accurate.
Your VARK Results
Your scores were:
· Visual 2
· Aural 5
· Read/Write 1
· Kinesthetic 13
Your learning preference:
Very Strong Kinesthetic
Share
People with your preference like:
practical exercises, experiences, examples, case studies, trial and error, things that are real, ...
[image: ]Full information about your preference is available in your VARK Academic Profile or Business Profile (US$10.57).
View Example Profile
Use the following helpsheet for strategies that apply to your VARK preference:
· Kinesthetic Strategies
· Understanding the results
· NEW! VARK and Online Learning
· NEW! Read about the experiences of others with the same learning preference as you - and add your own experiences.


Next, fill in the Current Strategies Questionnaire to find out whether the learning strategies you currently use are the best for your learning preference.
Your VARK Profile
Your VARK Profile will help you understand your preferences for learning. Your profile is a report containing helpful advice about your learning preferences, customized for your VARK scores. Your full profile, including helpsheets, is approximately 10 pages long, and is available as a PDF to download.
More Information
Purchase a Short Profile
Purchase a Full Academic Profile
Purchase a Full Business Profile
























1.2 Use a simple technique for identifying development needs for self & another






	

SWOT Person 1 KF



	

STRENGTHS


· dedication and perseverance
· punctual
· hard working
· like to learn new things
· empathetic



	

WEAKNESSES


· doesn't  like talking to a group
· overthink to much
· worry of failing






	

OPPORTUNITIES



· completing the course
· pursuing a new career
· trying to apply for teaching course



	

THREATS



· giving up 
· overcoming talking during group discussions









	

SWOT Person 2 ST



	

STRENGTHS


· like to learn new things
· good listening skills
· empathetic



	

WEAKNESSES


· overthinking
· gives up to easily
· doesn't like talking to a group






	

OPPORTUNITIES


· completing the course 
· progressing in her career
· getting to management level




	

THREATS


· childcare
· overcoming talking 
· giving up to easily 












1.3 Identify potential barriers to learning for self and another.


Based on the results of our swot analysis (Humphreys.A 1960’s)I have been able to see what main barriers are going to possibly prevent me from getting to where I want to be.
For example we both have some similar barriers  that we feel could prevent us from moving forward like talking in group discussions and getting nervous sharing opinions  and giving up or failing.
These are things we both feel we need to improve on.


1.4 Explain how these barriers to learning can be overcome.


Myself and siobhan had a discussion about our thoughts on how we could overcome  the barriers and  work towards  changing our weaknesses into strengths 
We felt that by looking at our personal development plan we were able to evaluate our skills and look at areas we feel need improving. We then made a future development plan to help us  work out how we  were going to overcome these weaknesses and go further in our career development.
I strongly think that I have taken a big step by enrolling into this course as I do get nervous  speaking in groups and find that I worry that I'll always get things wrong so maybe contributing small amounts of my opinions during class can be a step in the right direction.
I have been asking my classmates' opinions a lot more than I normally would and also my tutor so I think this gives me the correct outset.






Section 2: Know how to develop self & others to achieve organisational objectives


2.1 Analyse learning/development options to meet needs of self & another.


There are a number of learning  options that I feel could help me  change my threats and weaknesses into something more positive such as my lack of confidence within group discussions. For example, I can do some online activities  and watch some online tutorials on speaking about my opinions and how to build my self confidence. Some also can help me with interview techniques and mock presentations. I also can ask my  lecturer to give me some feedback every few weeks on how he feels I have progressed.
Myself and Siobhan looked at our SWOT analysis  and she felt that her confidence with her learning was going to be a big barrier for her so I showed her how I found some courses online to help with this and I think she feels that's a good way to start to overcome this. I also advised to possibly get some feedback from her work colleagues and manager to see if they feel she has progressed at all.






2.2 Identify support mechanisms for the development of self & another
 
The support mechanisms that i feel are best suited for myself and siobhan are as follows:
1. communicating and getting feedback from out lecturer
2. online resources
3. asking classmates who are there if we can join discussions








2.3 Prepare development plans for yourself and another person


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

	become more confident in group discussions 


	start including myself in group discussions
	i can ask my tutor to help.
	pdp make a goal to have done it at least once
and joined in more
	1/2/22

	

overcome my nerves 



	mock presentations


interview techniques
	online courses 




online 
	feedback from the course 


become more confident
	1/4/22

	




	

	

	

	






Part 3: Personal Objectives


	Short Term Goals (next 12 months)

	

complete the course 

	Medium Term Goals (2-3 years)

	do the next level of the course  in skills for the workplace
start a teaching course 




	Long Term Goals (3-5 years)

	

complete the courses above  hopefully with a BA honours 
progress in the teaching assist roles 
become a primary school teacher 





2.4 Method used to monitor the development of self & another.


To monitor the development of our learning we decided that we could set ourselves a learning log so that we could track our progression and to help us  set targets that are realistic.
Learning logs can be handy when looking back and understanding some of the classes and meetings. Things that have happened in the past can help us  to  reflect and then help  us identify areas that we  feel may need improvement.
After we have gathered this information we can begin to set new goals for ourselves and ensure that we continue  with our personal development. We set these goals by using the SMART acronym.Goals are a part of everyday life  and by setting these goals you are giving yourself a target to aim for.Goals that are specific to an individual are more likely to be accomplished.also thinks it's important to set short term goals that are realistic these can help me  in many ways including building my confidence and helping me to give uo i thinks its a positive outcome from doing this.(cfi education.inc) (freshbooks.com)









Section 3: Know how to prepare for the recruitment process 
To prepare for this process I will be following the 6 stages.(Gibbs,G.(1988) I will be looking for teaching assistant jobs within my local schools and registering with teaching and training agencies.
I will then be making my covering letter and CV based on the role I am applying for and look at what qualifications etc that I will need. I can then look at the training and  experience that I have and ensure that they are all correct on my cv.
Once I have done the above I will find the vacancies that I feel are most suited to what I am looking for,For example hours,salary etc.(Quintanilla,K.M & Wahl,S.T.)






[image: ]
Reflection on the recruitment process


[image: ]




Gibbs’ (1988) reflective cycle Gibbs’ (1988) reflective cycle is a popular model for reflection. The model includes 6 stages of reflection and is presented below. 



3.1 Description
I decided that I wanted to return to work and go back into the role I was doing prior to breaking my leg but also that I wanted to progress in this role and further my career. I went online to have a look if there was  anything that would help me and I saw there was a course running called skills for the workplace so I decided to enroll. I enrolled on the course with the hope that  it would boost i needed to get back into  work and further education . I looked online and registered with a few teaching agencies.I had previously been working with an agency so I contacted them again to see if i could register again.I had a reply from one of the agencies asking if i would like to register and apply for  a role as a TA in a local school.
I thought that this would be a great way to get back into work and to get used to applying for other roles if i was unsuccessful so i said yes and sent them my cv as they had requested along with a covering letter (Appendix C and appendix D) 
After a few days they asked me to go in for an interview and they sent  me a time and date to go in to meet with them.






3.2 Feelings
I was really nervous knowing that the interview was approaching  so when they sent me the date and time to attend an interview, I started to look online and research some interview techniques to get myself ready, setting aside a few hours to get myself prepared and to know the criteria I needed to fulfil.This was a job i really wanted to get as i know what i really want to do in the future so this is where i need to start.
Even though I have done a role like this before, it's been a long time since I had had an interview  so I knew that I had to set some time aside to prepare myself for the questions etc that they could ask me.
As I am not a very confident person I knew that I would become nervous when they asked me questions  as sometimes when I get asked my mind goes blank and I panic so I had to get myself out of this in order to get through the interview.
When the interview came around i was really nervous as i really wanted to get the job, i knew i had spent the time i wanted to prepare myself so i would be able to answer what they were asking me. This agency was new so i didn't know the people who were interviewing me which i think was a good thing because i was able to chat away which i don't normally do as they didn't know me and i didn't feel embarrassed. Once the interview was over i was pleased with how i thought it had gone and i know that by giving myself time prior to prepare made a massive difference to my self-esteem and i was looking forward to hearing the outcome.





3.3 Evaluation
I think that i enjoyed the experience of having an interview as it had been such a long time since i had been in this environment, i did feel afterwards i could have presented myself a little better but  i was just trying to say the right things and answer correctly what they were asking me. After going through this process, I was able to reflect on the question that was asked and for future reference I was able to gain more confidence in how I would answer the questions. I think that the fact that i had previous experience in this role helped me and made me feel happier with the way i was feeling when i was being asked certain questions.





3.4 Analysis


I found that during the interview I struggled to sell myself and on the spot questions like giving an example of a scenario, however my having done this role previously and having some knowledge on the job really helped me.
On balance it went well overall, and I was happy that after the interview they were happy to ask me to complete my registration and said that they really liked me, and I was able to apply for all the TA jobs that they had that were suitable for my needs and my ability.
I also feel that I could ask one of the members of my course to help me practice and ask me some questions as they are not people who I know very well. It kind of would be the same situation.





3.5 Conclusion


By looking back, I feel I could have improved in some areas such as remembering previous interview questions and remembering some examples of scenarios.
The interview gave me a chance to reflect on my weaknesses.





3.6 Action Plan



	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	What will i measure success?
	Target date for reviews

	· how to sell myself better
	· moc interviews
	· online courses
	· asking my tutor for feedback
	· 1/5/22

	· be better prepared for on the spot questions
	· take more time preparing
	· help from friends
	· keep a diary
	1/5/22
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Appendix A 
Julia Ault 2017
Honey & Mumford’s Learning Styles Questionnaire

	No.
	Statements
	Put Y or N

	1
	I have strong beliefs about what is right and wrong, good and bad.


	y

	2
	I often ‘throw caution to the wind’.


	n

	3
	I tend to solve problems using a step-by-step approach, avoiding any ‘flights of fancy’.


	y

	4
	I believe that formal procedures and policies cramp people’s style.


	n

	5
	I have a reputation for having a no-nonsense, ‘call a spade a spade’ style.


	n

	6
	I often find that actions based on ‘gut feeling’ are as sound as those based on careful thought and analysis.
	n

	7
	I like to do the sort of work where I have time to ‘leave no stone unturned’.


	y

	8
	I regularly question people about their basic assumptions.


	y

	9
	What matters most is whether something works in practice.


	n

	10
	I actively seek out new experiences.


	y

	11
	When I hear about a new idea or approach I immediately start working out how to apply it in practice.
	y

	12
	I am keen on self-discipline such as watching my diet, taking  regular exercise, sticking to a fixed routine etc.
	n

	13
	I take pride in doing a thorough job.


	y

	14
	I get on best with logical, analytical people and less well with spontaneous, ‘irrational’ people.
	y

	15
	I take care over the interpretation of data available to me and avoid jumping to conclusions.
	y

	16
	I like to reach a decision carefully after weighing up many alternatives.


	y

	17
	I’m attracted to novel, unusual ideas than to practical ones.


	y

	18
	I don’t like ‘loose-ends’ and prefer to fit things into a coherent pattern.


	y

	19
	I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done.
	y

	20
	I like to relate my actions to a general principle.


	y

	21
	In discussions, I like to get straight to the point.


	n

	22
	I tend to have distant, rather formal relationships with people at work.


	n

	23
	I thrive on the challenge of tackling something new and different.


	y

	24
	I enjoy fun-loving spontaneous people.


	y

	25
	I pay meticulous attention to detail before coming to a conclusion.
	y
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	26
	I find it difficult to come up with wild, ‘off-the-top-of-the-head’ ideas.


	y

	27
	I don’t believe in wasting time by ‘beating about the bush’.


	y

	28
	I am careful not to jump to conclusions too quickly.


	y

	29
	I prefer to have as many sources of information as possible, the more data to mull over the better.
	y

	30
	Flippant people who don’t take things seriously enough usually irritate me.


	y

	31
	I listen to other people’s point of view before putting my own forward.


	y

	32
	I tend to be open about how I’m feeling.


	n

	33
	In discussions, I enjoy watching the manoeuverings of the other participants.


	y

	34
	I prefer to respond to events on a spontaneous, flexible basis rather than plan things out in advance.
	n

	35
	I tend to be attracted to techniques such as network analysis, flow charts, branching programmes, contingency planning etc.
	n

	36
	It worries me if I have to rush out a piece of work to meet a tight deadline.


	y

	37
	I tend to judge people’s ideas on their practical merits.


	y

	38
	Quiet, thoughtful people tend to make me feel uneasy.


	n

	39
	I often get irritated by people who want to rush headlong into things.


	y

	40
	It is more important to enjoy the present moment than to think about the past or the future.
	y

	41
	I think that decisions based on a thorough analysis of all information are sounder than those based on intuition.
	y

	42
	I tend to be a perfectionist.


	n

	43
	In discussions, I usually pitch in with lots of ‘off the top of the head’ ideas.


	n

	44
	In meetings, I put forward practical realistic ideas.


	n

	45
	More often than not, rules are there to be broken.


	y

	46
	I prefer to stand back from a situation and consider all the perspectives.


	y

	47
	I can often see inconsistencies and weaknesses in other people’s arguments.


	y

	48
	On balance, I talk more than I listen.


	n

	49
	I can often see better, more practical ways to get things done.


	y

	50
	I think written reports should be short, punchy and to the point.


	n

	51
	I believe that rational, logical thinking should win the day.


	y

	52
	I tend to discuss specific things with people rather than engaging in ‘small talk’.


	n

	53
	I like people who have both feet firmly on the ground.
	y
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	54
	In discussions, I get impatient with irrelevancies and ‘red herrings’.


	y

	55
	If I have a report to write I tend to produce lots of drafts before settling on the final version.
	y

	56
	I am keen to try things out to see if they work in practice.


	y

	57
	I am keen to reach answers via a logical approach.


	y

	58
	I enjoy being the one that talks a lot.


	n

	59
	In discussions, I often find I am the realist, keeping people to the point and avoiding ‘cloud nine’ speculations.
	n

	60
	I like to ponder many alternatives before making up my mind.


	y

	61
	In discussions with people I often find I am the most dispassionate and objective.


	n

	62
	In discussions I’m more likely to adopt a ‘low profile’ than to take the lead and do most of the talking.
	y

	63
	I like to be able to relate current actions to a longer-term bigger picture.


	y

	64
	When things go wrong I am happy to shrug it off and ‘put it down to experience’.


	y

	65
	I tend to reject wild, ‘off-the-top-of-the-head’ ideas as being impractical.


	n

	66
	It’s best to ‘look before you leap’.


	y

	67
	On balance, I do the listening rather than the talking.


	y

	68
	I tend to be tough on people who find it difficult to adopt a logical approach.


	n

	69
	Most times I believe the end justifies the means.


	y

	70
	I don’t mind hurting people’s feelings so long as the job gets done.


	n

	71
	I find the formality of having specific objectives and plans stifling.


	n

	72
	I’m usually the ‘life and soul’ of the party.


	n

	73
	I do whatever is expected to get the job done.


	y

	74
	I quickly get bored with methodical, detailed work.


	y

	75
	I am keen on exploring the basic assumptions, principles and theories underpinning things and events.
	y

	76
	I’m always interested to find out what other people think.


	y

	77
	I like meetings to be run methodically, sticking to the agenda etc.


	y

	78
	I steer clear of subjective or ambiguous topics.


	y

	79
	I enjoy the drama and excitement of a crisis situation.


	n

	80
	People often find me insensitive to their feelings.


	n






	2
	7
	1
	5

	4
	13
	3
	9

	6
	15
	8
	11

	10
	16
	12
	19

	17
	25
	14
	21

	23
	28
	18
	27

	24
	29
	20
	35

	32
	31
	22
	37

	34
	33
	26
	44

	38
	36
	30
	49

	40
	39
	42
	50

	43
	41
	47
	53

	45
	46
	51
	54

	48
	52
	57
	56

	58
	55
	61
	59

	64
	60
	63
	65

	71
	62
	68
	69

	72
	66
	75
	70

	74
	67
	77
	73

	79
	76
	78
	80

	Total:13
	Total:15
	Total:13
	Total:12

	ACTIVIST
	REFLECTOR
	THEORIST
	PRAGMATIST









Appendix B 


Job application goes here
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	Magdalena Dineva sent you a document to review and sign.




	

	REVIEW DOCUMENT
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	Magdalena Dineva
magdalena.dineva@equaleducationpartners.com


Hi!


Thank you for your interest in registering with us at Equal Education Partners. It will be great to have you as part of our team!


To continue our registration process, please fill out, sign and submit our registration form attached to this email.


If you have any queries, please do get in touch by calling 01554 777749 (Llanelli office), 02920 697129 (Cardiff office), 01792 277686 (Swansea office) or by emailing rebecca.martin@equaleducationpartners.com.


Thank you very much!






Appendix C



Miss Kelly Coombes
98 Clwyd Road
Penlan
Swansea
SA5 7EZ


Email:kelly_coombes86@hotmail.co.uk
Tel: 07835561966


Personal Statement:
I consider myself to be an honest and trustworthy person. I enjoy learning new skills and working with and meeting new people. I have a proven track record in customer service working as an office manager in a letting agency. I have experience of working to deadlines and dealing with customers with a positive outcome. I have excellent IT skills and am able to use Microsoft packages. I am confident with all aspects of reception, dealing with telephone and customer enquiries. Unfortunately I fell in june 2020 and badle snapped my leg leaving me unable to walk for several months and needing surgery along with physio to get myself back up again.


Skills
• Computer literate
• Very honest and trustworthy person
• I enjoy learning Skills and welcome a challenge
                
Previous employment:



Teaching Assistant						2019-2020
Duties: For the past few months I have been covering various schools in the swansea area as and when needed.
helping the children with their work,reading,helping at playtime and class activities
I helped for  a few days at  a time at a local school that was for diabaled children which I found to be very rewarding.
I was really sad that I went through my fall and had to stop working.



Parent/housekeeper 						2010 - 2019
Duties: For the past few years I have been raising my son, managing a household, budgeting and providing a secure environment.


Receptionist							2010 -2010
Dunraven Windows


Duties: Dealing with customer telephone enquiries, data input, general office duties i.e. mail, faxing


Senior Administration/Maintenance Officer		2005 – 2009		
One stop letting shop 
Duties: I was the main administration Officer at the Swansea branch, undertaking all aspects of day to day admin including, banking, general mail and all aspects of property maintenance, liaising with Landlords, tenants and maintenance crew to ensure standards are met. Responsible for taking rent payments, following up rent arrears, conducting inventories and property viewings.
           
Various Recruitment agencies 				2004-2005
I worked for various recruitment agencies in temp positions including Carmarthenshire Local Health Board where I was on front reception, Calor gas in Tonna where I was on main switchboard taking orders for gas deliveries, I covered leave at an overseas property company.


Retail Assistant							 2002 – 2003 
Wilkinson’s
Providing excellent customer service dealing with customer enquiries/complaints
And cash handling.



Education & Training:
2011-2015 			Margam College 
NVQ level 2 hairdressing
NVQLevel 1 hairdressing
NVQLevel 1 barbering
Spray tanning
Eyelash and eyebrow tinting
Eyelash extensions
Facials
Pedicures
Make up


2002-2003			Neath ITEC Dates: 
City & guilds level1 IT


1997 -2002			Cefn Saeson Comprehensive, Neath  
GCSE grades B-D in the following subjects:
Maths, English, English lit, Science, Child development and Geography


Hobbies & Interests
I enjoy spending time with my family in our camper van
reading 
socialising  with friends and family 
holidays 


References available on request






Appendix D


Mrs Kelly Forbes  
98 Clwyd Road 
Penlan 
Sa57ez 
07835561966 
 
Equal Education Recruitment 
No 6 Dragon 
 24, North Dock, 
 Llanelli  
SA15 2LF 
 
 
To whom it may concern, 
I would like to apply for the position of teaching assistant that I have seen you have advertised on your recruitment page. This is a role that I have carried our previously so I would really like this to be considered for the position. I have some experience working withing mainstream and non mainstream schools. 
I have also enclosed a copy of my cv for you to have a look over. 
Should you have any further questions please feel free to contact me on any of the above  
 
Many Thanks 
Kelly Forbres 
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