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I currently work as a cancer support officer within the NHS. I wish to progress into service delivery management in the future. Over the initial part of this assignment I will be analysing multiple tools and tasks on how to identify different people’s learning styles and abilities, including my own. I will be looking at what tools I can use to identify both my own and a colleague’s strengths and weaknesses and how we can change these weaknesses into opportunities to further benefit our career development. There are a lot of self-assessment tools that will be beneficial to this point in my career and I will spend some time delivering these as part of this assignment. It is important to regularly self-assess yourself as it will give you the chance to see your needs and feelings at that point and to assess what areas you need to work on. 
The second part will evaluate and reflect upon the recruitment process. I will complete a CV and cover letter (see appendix C and D).  I will use a reflection based on the Gibbs model (Gibbs, G. 1988) from a previous job interview I attended. I have also included a link from a previous job application that I applied for (See appendix B). There are now many tools available to us to use to reflect. I will demonstrate some of them in the latter part of the assignment. I have found it extremely useful to reflect as it makes me review what I have done and make the next time even better!

Section 1: Know how to identify development needs
1.1 Identify learning styles for self and another

There are several different tasks that can identify learning styles and techniques of each individual person. Learning styles are there to help us identify how people learn best. To be an active learner many believe it is important to know your learning style to get the most from what you need to learn. Also, to be a good tutor/manager you need to know to recognise that each student/employee has their own learning styles and adapt to this. Each student/employee has different abilities and knowledge, therefore, will learn and process information differently. However, there are many theories that learning styles are all myths.  Kyle Buchanan (Buchanan 2017 How to study. Episode 3, Learning styles. Memorize Academy) has this theory and writes about it here. He believes that each of us learn in several ways, not just through one learning style. I do believe that everyone has a preferred way of learning. There are no right or wrong ways to learn, it is up to the individual person to which practice they prefer. 

[bookmark: _Hlk89091699] Throughout this assignment I have utilized many self-assessment questionnaires, for example the VARK questionnaire (Fleming, 2021). This style of assessment determines four learning styles which are; visual, aural, read/write and kinaesthetic. 
Upon completion of the VARK questionnaire (Fleming, 2021) the learning style that is best describing myself is Aural. This is a preference for information that is spoken or heard. I agree that this does match my learning style. I do process spoken information better, as opposed to reading information or written information. I do believe I learn more from lectures and find I remember things well after being told. I am good at understanding oral instructions. Those with an aural preference tend to feel the need to talk things over, to explain themselves by talking. 

[bookmark: _Hlk89093009]Another learning style assessment is the Honey and Mumford, (Honey, P. & Mumford, A. 2000). This is a questionnaire that involves answering 80 questions and at the end will determine your learning style. There are four learning styles in total. Activists; those that learn by doing. Theorists; those that have their own theories behind activities. They need to have methodical ways of learning. Pragmatists; these have the capacity to perceive how to put their learning into practice. They also enjoy experimenting with new ideas. And lastly, reflectors; Those that learn by watching, learning visually. They learn from the side-lines. 
I completed the Honey and Mumford questionnaire and discovered I am a pragmatist, which means I have the capacity to perceive how to put my learning into practice. Positively searching out new ideas. I would agree with this outcome. I am a realist and do enjoy finding new ideas how to work and putting them into practice to achieve the best possible outcome. 


I asked a colleague of mine to complete the VARK (Fleming, 1987) and Honey and Mumford (Honey, P. & Mumford, A. 2000) self-assessments for me to discover their learning styles. The former was visual, which uses symbolism and different formats and colours to emphasise important points. She agreed that she does prefer to work with maps and picture diagrams when learning. 
[bookmark: _Toc500943473][bookmark: _Toc53314825]The latter concluded as reflector. This means she learns by watching and contemplating what happened. She prefers to watch from the side-lines. She also agreed with this, she is not one to speak up first, nor jump in with her point of view. 
The ‘Johari window’ was created by psychologists Joseph Luft (1916–2014) and Harrington Ingham (1916–1995) in 1955. It is a tool used to reveal information about yourself to yourself that you did not know and to others about yourself. I think of the model as a windowpane. A sheet of glass with four panes. Behind each pane represents feelings and information about yourself, whether that is information known to yourself or not. Top left is information known to both yourself and others. Top right is information others know, yet you do not. Bottom left is information known to you but not to others and bottom right is information not known to you or others. This tool can be used to increase our self-awareness and how others view us. 


1.2 Use a simple technique for identifying development needs for self & another
A further tool I have used to identify development needs of myself and a colleague would be the SWOT analysis tool. A SWOT analysis identifies strengths, weaknesses, opportunities and threats. It is decades old and supposedly began from an American management consultant named Albert Humphrey. He first developed the acronym SOFT, with the f being for faults. This was evolved over the years into W for weaknesses (Friesner, Tim 2011 History of swot analysis. Marketing Teacher. 2000-2010).

Below I have completed two SWOT analysis’, one for myself and another for a colleague.  
When looking at the SWOT analysis I could determine what actions I could take to convert our weaknesses into strengths and what threats I could convert to opportunities. 














	
SWOT Person 2


	
STRENGTHS
IT skills
Confident in presenting 
Nursing degree
Many years’ experience
	
WEAKNESSES
Time management
Missing expertise in some topics


	
OPPORTUNITIES
Many career paths to take
New learning modules to develop my role
	
THREATS
Younger members of staff entering my profession



               
	
Personal SWOT Analysis

	
STRENGTHS
Good communication
Eagerness to learn
Willing to adapt to change
Experience 

	
WEAKNESSES
IT Skills
Lack of confidence
Lack of qualifications
Over thinking 

	
OPPORTUNITIES

Career progression within NHS
Many eLearning modules
	
THREATS
Younger Staff
Better educated staff





















1.3 Identify potential barriers to learning for self and another                       

During this module I have identified several barriers that I have to effective learning. The first being childcare, or lack of! I have a young daughter who is cared for by my parents when I study. The problem would arise if either were sick for example. 
Another barrier I have faced already is the feeling of being overwhelmed. I have never so much as written an assignment before and it has been many years since I attended school. 
[bookmark: _Toc500943475][bookmark: _Toc53314827]I have asked a colleague what her potential barriers to learning may be. She responded with ill health. She has problems now that do not allow her to concentrate as well as she could. Another barrier she did mention was motivation. With what has been a difficult two years or so due to COVID 19 and working on the front line, she feels a lack of motivation to carry on with studies. 

1.4 Explain how these barriers to learning can be overcome

The barriers I face could potentially be easily overcome. I have very good, close friends that could care for my daughter whilst I study if needed. The feeling of being overwhelmed I have spoken with my tutors and fellow students about and felt better almost instantly. I have learned that we all feel this way, even the tutors at times. It immediately settles me to know I am not the only one that feels this. I plan to reflect after I have written this assignment and hopefully that overwhelming feeling will begin to get less the more assignments and modules I complete-and hopefully pass!

With regards to my colleague, she is seeking help from a medical professional in the new year so hopefully her health will vastly improve. We are also beginning to see restrictions lift, gradually we will go back to a life pre COVID and motivation will resume also. We have already begun to put practices in place to try and motivate us within our office. We go for walks during our lunch break, this clears our head and gets fresh air into our lungs. We have quotes dotted around the office also, “Do not let what you cannot do interfere with what you can do." — John Wooden, being just one of them. 
There are many barriers to learning from personal barriers being emotional or/and physical, mental, cultural. I believe once we have identified our barriers, we are more likely to be able to knock them down.

Section 2: Know how to develop self & others to achieve organisational objectives     
2.1 Analyse learning/development options to meet needs of self & another

One way to analyse learning/development needs would be to look back at the SWOT analysis to gather information on what my needs would be to develop. I can see from my personal SWOT analysis that I do lack IT skills, lack of confidence, just to name two. 
‘Person2’ SWOT analysis identified time management and missing expertise as weaknesses. She could now complete many of the eLearning modules we have within the NHS, concentrating on the topics she feels she lacks knowledge on. We have come to depend on this learning style the past few years dues to the COVID pandemic we are currently facing. 
Another method to analyse development would be through a job appraisal. Within the NHS we have these annually. An appraisal is a formal meeting arranged by your line manager to discuss your performance over the previous year and to discuss potential career development plans that you may wish to progress with. When the appraisal is complete you should be given a written report of topics discussed and plans you may have. This can be looked at at the following appraisal to establish if these plans have been actioned or begun. 


2.2 Identify support mechanisms for the development of self & another
My lack of IT skills can be overcome by possibly attending a basic IT skills course. This would potentially give me the knowledge I need to help with my degree. Lack of confidence was another. Having not completed an assignment before my confidence is not good! Upon completing and hopefully passing this will increase. 
Person2’s support for development regarding time management could be preparing a diary. To which each day is detailed so she can understand where she needs to be and when at a glance, thus making her more organised and hopefully time managed better. Another support tool could be a time management log as described by Morgan, P. (2017)

Where she misses expertise in certain areas, within the NHS we have many development opportunities, from eLearning to shadowing other members of the team, this is something she could further develop with.

2.3 Prepare development plans for yourself and another person         
Below is my Personal development plan. This holds information that is needed to develop my skills further. I follow the SMART method. Smart is an acronym and is a tool which you can use to set goals for yourself. It is believed that the SMART acronym was first written in 1981 by a man named George T Doran. He wrote "There's a S.M.A.R.T. Way to Write Management's Goals and Objectives". However, he did not mean that every objective will have each five criteria. 

S-Specific, what exactly are we going to do?
M-Measurable, how can I measure it?
A-Achievable, is it realistic? Have you given yourself a wide enough time frame?
R-Relevant, is the task relevant to the outcome you are trying to achieve.
T-Timely, have you set yourself a realistic time schedule in order to complete your goals?

If we set, clear goals we are much more likely to achieve them. 


[image: ]

 I am specific to what I want to achieve, my goals are measurable, they are attainable, relevant and timely. I find this tool incredibly useful as it makes goals realistic, therefore achievable. 
This structure is very beneficial when setting goals for yourself as you are more likely to succeed when setting a realistic goal.

      
Below is a personal development plan for a colleague. This will help her to develop her needs within her role.	 She struggles with time management. We have purchased a diary for her to use at work, she will use this to prioritise jobs, schedule appointments and procedures. 

	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

	How to manage time more affectively


	Begin a diary
	Diary
Stationary
	At how better my time is managed
	2022

	To ask to shadow fellow colleagues

	Ask said colleagues
	Time
Colleague support
	How more competent I am/more knowledge
	2023



We can look back at these personal development plans to ensure targets are met and our learning and development skills are increasing. 




	Short Term Goals (next 12 months)

	Improve IT skills
To complete my first ever assignment


	Medium Term Goals (2-3 years)

	To become more confident in what I do 
To excel with the skills I am learning 

	Long Term Goals (3-5 years)

	
To complete my degree. 




2.4 Method used to monitor the development of self & another
A method that can be used to monitor our development is a detailed learning log. You can use this tool for many functions. It should be relevant to you and your learning. It is also personal to you and your learning. You can use it to reflect the things you have learned, tried and tested. Asking questions such as how do I think about this? How do I feel about this? How well did it go? How badly did it go? You can use it to plan your learning also by asking, how can I do better? What will I do better? It can be a very useful tool to have and look back upon. By reflecting, using this tool, you may realise how much you have overcome and achieved. Turning a negative problem into a more positive outcome. This log cannot be criticized as there is no right or wrong way to do it. 




Section 3: Know how to prepare for the recruitment process        
When selecting a suitable job there should be several things to look at first. Location being one. You do not
want to find your dream job in Glasgow when you live in west wales with no intention of moving! 
Do you need opportunities to develop more in this line of work, does the job give you the option to do so? Study your long-term goals. Is there room to develop here?
You should study the job specification. Do you have the relevant experience and/or qualifications required for the job? Are you willing to progress your learning for said job?
Does the pay grade suit your lifestyle needs?
Will you enjoy the job? As adults we spend an enormous amount of time at work, it is important for our own mental health and well being that we enjoy what we do. 
You could even take a personality test such as Myers Briggs (Briggs and Briggs Myers, 2015). I completed this recently and discovered I was an activist. It describes my strengths as having good humour, that I like to be centre of attention. We are straight to the point and great problem solvers. We adapt easily and are critical thinkers. Describes as a ‘doer’. I would certainly agree with most of these outcomes. I can use this when looking for a job. For example, learning the characteristics there a job in an office alone probably would not cohere with my personality. I also agree with this. 





There are several ways to select a job in this modern era. There’s LinkedIn, social media, internal intranet, internet searches to name but a few. As part of my assignment I have copied a link to a previous job application form (See appendix B) I have also completed a CV (See appendix C) and a cover letter also (see appendix D). 

[bookmark: _Hlk89116842]Below is a diagram of the Gibbs reflective cycle (Gibbs, G. 1988). I will use this tool to analyse my reflections post job applications/interviews. 

                                          [image: ]


Gibbs reflective cycle covers six stages. 
· Description of the event. 
· What your feelings were. 
· Your evaluation of the experience.
· Your analysis of the situation.
· Your conclusion, what you have learnt and what you could have done differently.
· Your action plans. 

I have also spent some time looking at the Kolb reflective cycle (ELT1984) to which the Honey and Mumford work was inspired by. This is a tool for leaders/managers to use in reflective practice. The Kolb assessment is over four stages, it demonstrates that learning is a holistic process that builds continuous learning improvement. The four stages begin with ‘concrete experience’ this is where you physically gain experience of an activity/situation. Something ‘concrete’ to reflect on. We then have reflective observation. This makes us reflect asking questions such as Why? What? Where? How? Then comes conceptualisation, this should make us think of ways in which we could do better or differently in a situation. This cycle ends with active experimentation, this is where we can take our newfound knowledge and best practice and put into practice.
I have copied the KOLB reflective model (see appendix A). 
Another reflective practice we could use would be that of John Driscoll (1994). It is one of the simplest models we can use. It was first utilised by John Driscoll in 1970 where he asked three questions. What? So what? And Now what? 
The first question, What? Ask yourself the question, what happened? What did you do?
The second question, So what? We can then ask ourselves; how did we feel? How did we react?
The final question, Now what? This gives us the opportunity to reflect. What could we have done differently? What could we do better next time?
This model is praised for its ease of use. Being only three points, you need to remember when reflecting. I believe that if a tool is easy to use and remember it is more likely to be used by an individual.
[image: driscoll-model-of-reflection]



Reflection on the recruitment process

I once had an interview for a job I knew I did not hold the relevant qualifications for, yet I had the experience having worked within the NHS for almost fifteen years.  It was a job in management-service delivery supervisor. I adapted a smart dress code and arrived ten minutes early. The interview was held in a small HR room at the hospital. It was very quiet, eerily quiet. As I sat waiting nervously, I heard chairs move from within the room, and assumed the interviewee before me was just closing her interview. As she left the room, a lady called me in. There were three people on the panel. Two females and a male. I knew two of them from my work in the hospital. The third was a stranger to me. I entered and sat straight down. I found it difficult to make eye contact. I knew at that point I would not get the job. 
I felt extremely vulnerable. I knew there would be questions fired at me that I would not know the answers to, and I felt very stupid at that point. I could feel my hands shaking and just wanted to run out of the room, but I felt as I was there, I may as well use this as experience. I knew I should have researched more. I knew I should have known figures that would have helped me during this process. During the interview I began to stutter. This happens when I am nervous. Questions began to be fired at me. I looked down a lot, could not engage properly. At this point I could barely tell you my own name, let alone the RTT figures they were asking of me. I prayed the interview would end or the fire alarm would sound so we would have to evacuate the building. The interview only lasted about thirty minutes, but it felt like hours. Painful hours. 
As I left, I thanked the panel. It was a huge mistake attending an interview unprepared. A mistake I have promised myself I will never make again. I will now always thoroughly read over the job specification and description. If I find I do not have the relevant qualifications, yet I have the experience for future jobs, I will need to research the job in detail, know exactly what I am talking about. Then, if any questions are fired at me, I can answer them correctly. Even though this experience was not one of my finest moments I have learned from it. I have reflected on it and moved on from it. 

	


After completing this module, I find my confidence has risen. The aim of this module was to give an insight to the skills I would need to progress in my career. The SWOT analysis and the reflective models have been most useful to me as they have highlighted areas I need to work on to progress my career. I feel more prepared for possible job applications and interviews, and are more aware what suitable employers are looking for and how best to deliver myself and make myself attractive to employ. I believe I know my worth and I am on the way to having the skills to best bring my capabilities to a job. I have learned new skills, new tools to self-assess to ensure I have the best from learning. I plan to revisit these tools during my degree. When I get a job within management in the NHS, I have learned several tools that will also help me manage staff effectively.
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The KOLB reflective model
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Appendix C

Tracey Howells | Curriculum Vitae
47 Pentrefelin Street, Carmarthen, SA31 1RJ. | 07487236731 |
Traceyh80@hotmail.com/ Tracy.howells2@wales.nhs.uk
Personal summary 
Knowledgeable support worker (currently), professional, offering practical communicative and administration skills. Reliable and collaborative team member, looking for opportunity to develop management skills further. 
I have impeccable communication skills which is evident in the role that I am currently undertaking. I believe I am extremely organised and resourceful.  I am confident using a range of digital technology and various platforms.  My belief is to be correct, concise and to have the ability to convey the correct message.  

Skills & Abilities
Cancer patient support
Clinical administration
Discharge letter preparation
Clerical management
Patient administration
Nursing support
Sensitive patient care
Ward coordination
Multitasking and prioritisation
Managed automated systems
Prioritising patients
Resourceful
Organisation
Planning
Interpersonal skills 
Team working – Independent working 
Remote working 
Records management systems
 

Experience				August 2020 to Current

Glangwili General Hospital Carmarthen, Carmarthenshire
Upper GI Cancer Support Worker    
· Answered ten average daily phone calls to schedule appointments and address patient inquiries.
· Called patients to schedule oncology/nurse led appointments, consistently double-checking information and availability.
· Utilised practical communications skills to maintain and build positive patient relationships.
· Liaised with team members to promote patient relations.
· Managed caseloads of 200+ patients.
· Coordinated with healthcare team to establish, enact and evaluate patient care plans/journeys.

May 2015 to July 2020
Preseli Ward, Glangwili Hospital Carmarthen, Carmarthenshire
Ward Clerk    
· Worked with meticulous attention to detail and accuracy, ensuring reliability of administrative records.
· Prioritised tasks effectively to meet administrative needs of demanding, high-pressure ward activity.
· Provided dependable support to sisters and nurses in maintaining smooth, functional ward environments.
· Coordinated clinician activity to optimise staff efficiency and best meet the needs of busy ward environments.
· Greeted patients with sensitivity and compassion, prioritising positive ward experiences from arrival to departure.
· Signposted patients and relatives appropriately, enabling smooth ward and department movement.
· Kept reception areas spotlessly clean and tidy, minimising risk and optimising patient and visitor comfort.
· Prepared and distributed patient discharge letters, ensuring accurate details were recorded for ongoing care records.
· Supported relatives awaiting information on patient wellbeing, providing compassionate care when communicating updates from medical teams.
· Communicated professionally with patients and colleagues to positively engage in necessary consultations.
· Oversaw office inventory by restocking supplies and submitting Purchase Orders (POs).

Hobbies
I enjoy baking and provide services to my family and friends. Family time and spending days, weekends with my daughter is what I enjoy doing in my spare time. 

References  
Personal:
Name & job title; Angharad Jones
Telephone 07796954356	
E mail Angharad.jones@wales.nhs.uk

Professional:
Name & job title; Michele Thomson
Telephone 07584299053
E mail michele.thomson@wales.nhs.uk
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Appendix D

	Tracey Howells
Cover letter
	

	
	
	

	Contact
47 Pentrefelin Street 
                                   Carmarthen      
                                           SA311RJ
      07487236731
Traceyh80@hotmail.com

	Dear Mrs. C Jones

I am writing to express my interest in a job I have seen advertised. The job being A&E office manager.
As a highly skilled support worker, I would very much like to discuss opportunities with yourself as I believe I would be an excellent candidate for this job. 

With my fifteen years’ experience within the NHS I believe I can bring many attributes to your place of work. These being effective time management, multi-tasking and prioritization to name just a few. 


I believe I am patient centred person that will always put the patients’ needs at forefront. 

I am always eager to learn, and I am up to date on all eLearning skills. 

I would welcome the chance to discuss this opportunity further. And can be contacted via phone/ email. 


Thank you for taking the time to review my cover letter and CV to which I attach. 



Yours sincerely
Tracey Howells
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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  

  IT skills      Enrol in an IT  course  Laptop   Time  At how well my IT  skills increase  2022  

  To complete my  degree      Study and  attend  University  lectures  Laptop   Childcare - family  support   Time  My final mark  2024  
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