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                                                  INTRODUCTION
Throughout this assessment the author will explain and investigate the different ways that people learn by using three different types of questionnaires using Honey & Mumford, Dantac and Vark and what is the most effective way of learning according to their preferred way of learning style to get the maximum out of learning.
The author will also investigate simple techniques by using SWOT analysis to help identify the authors and team member development needs. The author will do this by identifying potential barriers of learning for the author and team member. The author will explain how to overcome barriers to learning.
The author will then go on to analyse the different options of learning, so in turn can identify support mechanisms for development of learning for the team member and the author. JOHARI WINDOW will be used.
SMART will be used to make a development plan to achieve learning objective.
PDP (personal development plan) will be made for the author and team member to monitor their development.
Conclusion will be combined knowledge format assessment and from interview experience.
All data collected will be in appendix as numbered. Also, a bibliography. 
 
Attached to assessment will be job application form for manger roll
C V will also be attached.
                                                                                                                                                               






Katrina Williams 
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Professional career development 
1.1 Learning styles
Throughout this assignment the author has studied hers and a team member learning style. They carried out learning style questionnaires for e.g.  Honey and Mumford, VARK and Dantec. The author learnt through carrying out these learning style questionnaires. The author is a more visual type of learner according to VARK style preference is seen or observed things including pictures, diagrams, demonstrations. (see appendix 1). Reflector learner according to the questionnaire carried out by Honey and Mumford collected data from a variety of sources. To get involved directly and then reflect on the experience. Maintaining wide ranging interests. (see appendix1), learner type 3: The common-sense learner according to Dantec, which would indicate that that the author way of learning would be by testing theories in ways that seem sensible. The author uses factual data to build designed concepts and needs hands-on experiences and enjoy problem solving. (see appendix 1).
The authors test carried out on team member came up the following results 
Vark- Kinaesthetic learning style preference for physical experience (touching, feeling, holding, doing, practical hands on. (see appendix 1)
Honey and Mumford- activist learning style putting ideas in to action, acting quick, doing what interested them, can work well with others and likes to get suck in without wasting time (see appendix 1)
Dantac- learner type 4. Learning by trial-and- error and self-discovery, takes risks, often reaches accurate conclusions in the absence of logical justification.
The authors way of learning and the team members way of learning is far apart. These two types of learners working together could help each other.
"Learning to learn is your most important capability since it provides the gateway to everything else you want to develop. How you learn is a key, if not the key life skill." Peter Honey (2016) 



Visual Learning Style 
A visual learning style is one where a person prefers seen or observed training, incorporating, for example, films, pictures, diagrams, demonstrations, hand- outs. Visual learners will be happy working from written information and instructions and their style is often betrayed by their use of phrases such as ‘show me’, or, ‘let me have a look’. 

Auditory Learning Style 
An auditory learning style is one where a person prefers learning through listening to the spoken explanations and sounds. Auditory learners will be happy learning by listening to a specialist. They use language such as ‘tell me…’ and ‘talk to me about…’ 
Kinaesthetic Learning Style 
A kinaesthetic learning style is one where a person prefers learning through practical experience – touching, doing, and practical hands-on activity. 
Kinaesthetic learners use language such as ‘let me have a go’. They learn by experience and, often, get bored reading ill just give it go.














1.2 Deveolpment needs for author and team member
The tool/technique that I will be using to identify my own and a team members development will be SWOT analysis.
What is swot analysis?
Swot analysis (alternatively SWOT matrix) a strategic planning method use to look at strengths, weakness, opportunities and treats and is a structured planning method that evaluates those four elements of an organization, involved in making you work venture better. To help you find out how people perceive you and what you need to do to help you get on in life

Why would we use swot analysis?
We would use swot to help look at the strengths and weakness we have. To help us to know what we need to work on to make us more efficient. SWOT analysis is done as part of the overall corporate planning process in which financial and operational goals are set for the upcoming year and strategies are created to accomplish these goal
The author researched her own development needs through a SWOT analysis (see appendix 2) also SWOT analysis for a team member (see appendix 2)
From the SWOT analysis results it shows what the author can work on to make a bigger impact on her learning on get the best out of her work. 











1.3 BARRIERS TO LEARNING 
Barriers to learning could be a wide range of things some would affect some more than others. 
Many people find that there are common barriers impeding their ability to access learning. These include: 

	Barrier
	Description

	Social and cultural barriers
	peer pressure and family background

	Practical and personal barriers
	transport; time; disability; caring responsibilities; childcare; finance; cost; age; language; and lack of access to information

	Emotional barriers
	lack of self-esteem or confidence due to low skills levels; negative personal experience of learning; previously undetected or unaddressed learning disabilities; social problems such as unemployment, abuse or bullying

	Workplace barriers
	time off; access; discrimination; unsupportive managers; shift work; isolation



The authors barriers to learning would be the children needing days off if sick, school inset days, competing, friends wanting to join in and have social life, work commitments, having to work longer or extra days, being tired, financial issues and no motivation.







1.4 How to overcome barriers
Overcoming barriers of learning in education would help if we changed the way the that we think about ourselves and begin with making positive changes. Being stubborn and not asking for help makes it more challenging and harder for us to ask for the help and support that we need to make life changing discussions.
To different types of learning barriers to overcome: 
learning defences—general ways we actively prevent ourselves from learning.
learning obstacles—beliefs, people or events that get in the way of specific learning goals.
Each learning obstacle is faced in a different way by each person with each learning goal. When you are doing your action planning, there is no "right" way to remove each obstacle. Get help from family, friends, co-workers, supervisors and trainers in generating ideas to overcome and/or remove obstacles. Following the "managing learning" strategies 
To help us overcome barriers we could ask for help, join in groups, take extra lessons in Maths and English, keep a routine, have a quite environment to work in and improve communication. We could also ask friends and family for help.
You can deal with learning obstacles in two main ways:
prioritize your learning goals from "least obstacles" to "most obstacles"
  build "obstacle removal" into all learning action plans.
Making positive changes like furthering your education or changing your choice of career can be very challenging so asking for help and support will go a long way.








2.1 ANALYSE LEARNING OPTIONS
There are several different ways of learning, in which the brain works differently with all seven. (see appendix 3).
Each person has different styles and techniques of learning. We all take in information differently there is no right or wrong way in learning. Some people find that they will have a mix of learning styles some might have a dominant style there is no fixed way of learning.
By understanding your style of learning you can get a better technique that suits you and can increase your speed and quality for your learning. There are a lot of different ways you can learn: 
Training courses
Hands on training 
Morden apprentice
Collage
University
The authors preferred way of learning is visual I like to be shown what I got to do and then I can carry out the task in hand, so i would prefer the hand on training or the modern apprentice 






  


2.2   Support Mechanisms 
The author has recognised the JOHARI WINDOW as a support mechanism for herself and team member 
The Johari window is a technique that helps people better understand their relationship with themselves and others. It was created by psychologists Joseph Loft (1916–2014) and Harrington Ingram (1916–1995) in 1955, and is used primarily in self-help groups and corporate settings as a heuristic exercise 

	AUTHORS
WINDOW 
	KNOWN TO
SELF
	NOT KNOWN
TO SELF

	
	
	

	KNOWN TO
OTHERS

	Domineering, loud, helpful.
	Inappropriate, blunt, interesting, capable.

	NOT KNOWN
TO OTHERS
	Age, confidence, ambition, stress.
	Health, future, reactions.




	TEAM MEMBER 
	KNOWN TO
SELF
	NOT KNOWN
TO SELF

	KNOWN TO
OTHERS
	Well spoken, hard working.
	Capable, loud, smelly.

	NOT KNOW
TO OTHERS
	Family, fetish, dreams, criminal record.
	Health, future, reactions.


Other support mechanisms, such as Kolb learning cycle (see appendix 4), Kolb cycle is made up of 4 parts also;
Stage 1 Life is full of experiences we can learn from. Whether at home or at work or out and about, there are countless opportunities for us to 'kick-start' the learning cycle. 
Stage 2 Reflect; Reflection involves thinking about what we have done and experienced. Some people are naturally good at this. Others train themselves to be more deliberate about reviewing their experiences and recording them
Stage 3 Conceptualise; When we pass from thinking about our experiences to interpreting them, we enter into the realm of what Kolb termed 'conceptualization'. To conceptualize is to generate a hypothesis about the meaning of our experiences. 
Stage 4; Plan; In the active experimentation stage of the learning cycle we effectively 'test' the hypotheses we have adopted. Our new experiences will either support or challenge these hypotheses. 
2.3 Development plan.
The author has put to gather two personal development plan top one for author bottom one for team member. These are thing that both parties know that they need to work on to progress on.
Author development plan
	What do I want to do?
	What do I have to do? And when?
	How will measure success?
	What support resources do i  have?

	Goal?

	When do I want to finish by?
	Achievements

	Leadership and management course.
	Go to trinity university. October 2018
	Every time I do an assignment. 
	Student finance and work. My Tutor.
	To pass level 4 by October 2019.
	October
2019.
	To have my level 4 qualification.

	IT course.
	Enrol at the hub. December 2018
	Very 2 months
	Tutor. Family
	To pass by June 2019.
	March 2019.
	To be more computer literate.

	Work skills
	Enrol in a course. September 2018
	Very 4wks
	My Tutor my manger.
	Company to pay
	May 2019.
	To be more efficient.


Team members personal development plan 
	What Action will I take?
	What do I have to do and when?
	How will I measure my success?
	What Resources do I have? 
	Goal
	When do I want to finish by?
	Achievement

	Learn to drive.
	Get a driving instructor. November 2018
	Every 2weeks.
	Company to pay. 
	To pass driving test.
	April 2019
	To have a driving licence.

	Improve communication skills.
	Enrol on an English course. January 2019
	Every 3 months.
	Student finance.
	To pass an English course.
	October 2019.
	To have a better commutation skill.


By using PDP, the author can keep track of developments and goals, by knowing where she is heading and by what date she will achieve her goal.
The auther would a would say if a PDP was well planned and well monitored it should help to improve and develop new skills that in turn will help tackle problems that will hold you back in learning and moving up in the work place.
The author has choice this team member to do a PDP to help and encourage her. 
2.4 Development method 
The author would say if a PDP was well planned and well monitored it should help to improve and develop new skills that in turn will help tackle problems that will hold you back in learning and moving up in the work place.  
Effective managers and team leaders actively monitor their employees in a variety of ways to ensure that low performers are quickly disciplined, and high performers are rewarded. Monitoring employees can also help you identify areas where employees are wasting company time or resources.
 Additionally, most lecturers place little value on PDP as a formal process or activity.
For many institutions and lecturers, PDP may sound like something that concerns only students, but experts say that if universities are serious about student employability upon graduation PDP should be a core part of the university experience.
Methods that can be used to monitor the development of the DPD can be:
Supervision, that is a workplace activity in which a manager oversees the activities and responsibilities of employees he manages. It is an important job function for managers at all levels throughout the company.
 One to one meeting is a meeting in a form of commutation between supervisor and employee, as well as employee to supervisor.
 Reviews, formal assessment of something with the intention of instituting change if necessary. on regular meeting where that be weekly monthly and yearly. 
Appraisals; The main purpose of appraisal is to give the appraisee the opportunity to reflect on their work and learning needs in order to improve their performance.
 
CONCUSSION 
The author has come to the concussion from carrying out multiple tasks and learning styles has learned multiple skills. Throughout this modal that could be highly beneficial when she applies for future managerial place in the workplace. She has learned that a setting of a professional look e.g. wearing appropriate clothing at interviews sets a good example to potentially new   employees, another cresol factor would be exultant communication skills such as a well-spoken vocabulary, keeping eye contact at all times throughout the interview, being organised and prepared. Arriving early so you got plenty of time to prepare yourself.
In previse interviews the author has had she thinks that she could have done better by being more confident, more organised. Due to the author not being confidant when meeting new people or in a strange environment she did not cope will with the pressure of speaking in group interviews. The author did not do her reach into the campany so in turn was not comfortable in the interview. The author did not give a very good impression of the person she is.
The author now understands the importance of using her new learned skills to help build confidence, be more organised and to do Resurce in the job entailed.
In the future the author will be more prepared for her potential interview by asking a co-worker to help by doing a mock interview so she can practise what to say and what not to say. She can also work on the way she conducts her she self. I think by putting all her new knowledge in to practise she will be able to get the management roll that she wants in the work place.
The Autor has concluded that theses a are some tips on how to be successive in an interview.
 "selling points" and the reasons you want the job.
 Prepare to go into every interview with three to five key selling points in mind, such as what makes you the best candidate for the position. Come to the interview with some intelligent questions for the interviewer that demonstrate your knowledge of the company as well as your serious intent.   Come to the interview with some intelligent questions for the interviewer that demonstrate your knowledge of the company as well as your serious intent example of each selling point prepared. And be prepared to tell the interviewer why you want that job – including what interests you about it. Speak the right body language Lean slightly forward to engage your interviewer. Employers look for energetic and engaged employees. And dress smart.
The author has concluded that this is what you would not do in an interview
              Don’t arrive late, prepare your travel carefully and leave a cushion for unexpected delays. Arriving late can be the difference if you get the job or not. Do not leave your cell phone on during the interview, or glance at it at all. Do not lean back, slouch or display disinterest through your posture. Don’t look at ur watch or clock on the wall it will look like you cannot wait to get away. Don't come across as arrogant, don’t lie and don’t speak in slang.

Other factors that might stop you getting a job would most likely be:
Your age= Too old to young. (not have enough experience).
Your gender= you might not be the right gender for the job.
Your race= because you are foreign, or they might have to take a few foreign people over British people.
Dress code=they didn’t like the way that you presented yourself though your clothes. 
You could have tattoos= having them on show might give the wrong impression
All this would come under work discrimination. You would not be told therefore you didn’t get the job in hand. 
Two quotes that I like.
Almost all quality improvement comes via simplification of design, manufacturing... layout, processes, and procedures. Tom Peters

Do what you love to do and give it your very best. Whether it's business or baseball, or the theatre, or any field. If you don't love what you're doing and you can't give it your best, get out of it. Life is too short. You'll be an old man before you know it. Al Lopez
Gibbs has six stages opposed to four; see (appendix 5)
Description what happened?
Feelings what were you thinking or feeling?
Evaluation what was good/bad about the situation?
Analysis what sense can you make of situation?
Conclusion what else could you have done?
Action plan If situation arose again, what would you 


 




Appendix 
(Appendix 1) 
	
	Vark
	Honey & Mumford
	dantac

	Author
	visual
	reflector
	The common-sense learner

	Team member
	kinaesthetic
	activist
	The dynamic learner


Honey & Mumford
	2
	7
	1
	5

	4
	13           13
	3
	9

	6
	15
	8
	11

	10
	16          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


Actives                      Reflector                   Theorist                     Pragmatist
The high lighter in blue is the authors results.
The high lighter in red is the team members results.



Appendix 2
Swot analysis
For author.
	STRENGTHS
	WEAKNESS

	Hard working, people's person, driving, patience, flexibility, team leader.

	Can be too soft, tries to do too much at once, public speaking, spelling.

	OPPORTUNITIES
	TREATS

	More money, more responsibility. 
	Family life, health, gets board, stress, physical work.


For team mate.
	STENGTHS
	WEAKNESS

	Personality, ambition, can speak three languages, punctual, learn by mistakes.
	Appearance, fear, body language, working to many hours, confrontation. 

	OPPORTUNITIES
	TREATS

	Chance to work up the work ladder, more money, can be team leader, more responsibility.
	Can't drive, age, pregnancy, work place bullying (mental or physical), friends.




 Appendix 3
Visual (spatial) You prefer using pictures, images, and spatial understanding
Visual (spatial)You prefer using sound and music.
   Verbal (auditory)u prefer using words, both in speech and writing.
   Physical (Kinaesthetic) You prefer using your body, hands and sense of touch.
    You prefer using logic, reasoning and systems. 
   Social (interpersonal) You prefer to learn in groups or with other people
   Solitary (intrapersonal)You prefer to work alone and use self-study





 Appendix 4
KOLB LEARNING CYCLE

[image: ]
(APPENDIX 5)  
Gibbs’ reflective cycle Gibbs’ reflective cycle is a popular model for reflection. The model includes 6 stages of reflection and is presented below as cited in Dye (2011, p. 230). 
 [image: ]

Description In this section, you need to explain what you are reflecting on to your reader. Perhaps include background information, such as what it is, you’re reflecting on and tell the reader who was involved. I
Dye, V. (2011) ‘Reflection, Reflection, Reflection. I’m thinking all the time, why do I need a theory or model of reflection?’, in McGregor, D. and Cartwright, L. (ed.) Developing Reflective Practice: A guide for beginning teachers. Maidenhead: McGraw-Hill Education (pp. 217-234). 
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PERSONAL DATA 
TITLE: Miss SURENAME (AS SHOWN ON PASSPORT): Williams 
FORENAME (S): Katrina 
ANY OTHER NAME: N/A 
DATE OF BIRTH (DD/MM/YYY): 19/03/1979 NATIONALITY: British 
HOME ADDRESS: 6 Jackson Road, Ely, Cardiff 
POSTAL CODE: CF5 4PX 
CONTACT DETAILS 
HOME: 02920 455 617 MOBILE: 07896598564 
E-MAIL: Katrinawillams79@hotmail.co.uk 
EMPLOYEMENT DETAILS/HISTORY: 
Name and address of Employer or Place of Education Dates Reason for Leaving 
Current Employer: New Directions 
Address: New-Directions House, New 
Road,Cardiff. 
Post
Code: NP22 2GH 
Telephone
No: 
0144698956
Start Date: 01/01/2017 Finish Date: (month and year) Position Held: Head Accountant Present 
PREVIOUS EMPLOYMENT: Companies House Address: Peak house, peak drive,St Melons Post Code: SP56 6HL Telephone No: 0145889466 Start Date: 01/02/2014 Finish Date: 03/12/2017 Position Held: Accountant Career progression 
QUALIFICATIONS: (Please list relevant qualifications) 
o AAT Level 1 o AAT Level 2 o AAT Level 3 o AAT Level 4 o Business Tax o VAT o Professional Auditing o Business Development 
PERSONAL STATEMENT 
Please use this opportunity to support your application, stating why you would like to work with “FW 
FORMATIONS” 
Character References: 
A character reference must be someone who you have known for more than two years. Do NOT include relatives, previous employers or teachers, lecturers, doctors or persons residing at the same address as you. We will approach them for a character reference if you are successful so please ensure that you gain their permission prior to offering their names as character references. 
1. 
2. 
SIGN_____K J WILLIAMS_____________________________ DATE _23/11/2018_________


Name: Katrina Willams 
Address: 6 Jackson Road, Cardiff, Wales CF54PX
Telephone: 07896598564
Email: frogywills@hotmail.co.uk 
Nationality: British
Date of Birth: 19/03/79 

Education
Glyn Derw High School
Glyn Derw 6th Form
 Barry College
Cardiff and Vale college


Education

I am currently studying Leadership and Management. 


Employment
2017- Present 

I am currently employed on a full time basis with “New Directions” which specialises within the civil engineering industry across the globe. 

My daily role within New Directions includes entry of invoices and expenses for the UK Business entities, my task would be to ensure appropriate delegation levels were followed and invoices were authorised prior to paying. 

Being an employee at New Directions I had a daily duty ensuring and improving the Accounts systems runs smoothly, this would be done by maintaining a Purchase order Log and an Invoice log, and making all necessary preparation for payment runs. 

On a day to day basis I would deal with any telephone queries from internal and external sources. This may often lead to liaising with suppliers and resolve any payment issues within a timely and effective manner 

Other duties would also include processing monthly Credit Card transactions, weekly company’s employee expenses, and supplier statement reconciliation.

During the companies “Month End” I would play a vital part with assisting management and Project Accounts with month end tasks







2014-2017

In 2014 joined “Companies House” the registrar of limited companies

My role within Companies House meant I dealt with all different types of queries from members of the public, solicitors, accountants, other government organised bodies and occasionally bank managers and Lawyers. 

I have a lot of experience and knowledge when dealing with Limited companies from having good knowledge of how Companies House runs and operate, to having advanced knowledge of the Companies Act that limited companies follow.

I also have very good knowledge when it comes to the filing requirements of a Limited Company 

Registration of a company
Confirmation Statements / Annual Returns
Annual Accounts
Capital
PSE Register 
Company changes 
And any other types of forms or documentation that can be dealt with by “Companies House” 
Which I feel can be of use to the position I have applied for. 

As a result of such experience I have developed skills such as:
· Confidence
· Good Knowledge of Microsoft Excel
· Good Knowledge of Microsoft word
· Good Knowledge of an Financial software Package (Vision)
· Being able to prioritise work
· Being able to deliver good customer service
· Being able handle a difficult situation
· Good written and oral communication skills
· Being able to work independently and as a team

Personal Statement
I am a very confident, reliable and trustworthy person. I am computer literate and have great communication skills. I’m an enthusiastic individual who is a quick learner and passionate about their work.
I am able to work well as a team member or independently and always thrive to the best of my ability. 

Charity Work
Help for heroes – by raising money for soldiers serving in Afghanistan 
Cancer Research- taking part in “Race for Life”
Children in need – Car Washing 
Liver disease- 10k bay run
Scope- by raising money for people with cerebral palsy
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