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[bookmark: _Toc530694755]Introduction
Within most organisations there are hundreds of employees who each have a different way of learning and retaining information. People commonly have a main preferred learning style, whilst some have a strong preference to how they learn,  others may be a mixed blend of the different types that are used, either way there are lots different way you can identify your learning styles to make it easier for you to communicate to someone who may be teaching you something new.


1.1 [bookmark: _Toc530694756]Own learning style(s) and the learning style(s) of another member of the team

Fleming (1987) developed the VAK Learning Styles Self-Assessment Questionnaire to help identify what learning style an individual may prefer. He suggests that there are three learning style categories and that majority of people can fall into one of these categories at least, if not more. The three learning styles are visual, auditory and kinaesthetic.

Honey & Mumford (1986) suggests that there are four types of learners: activists, pragmatists, theorists and reflectors. They developed a questionnaire also to identify the preferred learning style of an individual.

Dantec suggests that for all learners to have a maximum chance of success, learning environments have to be flexible in order to accommodate different learning styles. According to Dantec, good learners have to develop strategies to adapt to using different environments. You are more likely to give up, be less effective and lose motivation if there is a mismatch between your learning styles and the way learning materials are present to you.

The author has identified her own learning styles by completing the VAK Learning Styles Self-Assessment questionnaire, Honey & Mumford’s Learning Styles Questionnaire and Dantec’s Learning Styles Questionnaire. The author preferred to use these questionnaires as she thought they would benefit her more and that she could relate better to the learning types.	
After completing the questionnaires, the author identifies her learning style as auditory, this means her preference of learning is through listening as opposed to reading or watching what’s being taught, according to the VAK Learning Styles Self-Assessment. Dantec’s questionnaire identifies the author as an analytic learner which would include preferred strategies such as organisation in advance, receiving regular feedback from experts and directed teaching, and Honey and Mumford’s questionnaire suggests the author is also a pragmatist, preferring to look at information in a logical way, and then act on it immediately. The results of each questionnaire identify the author as having slightly different learning styles for each one which may suggest she can adapt to different learning environments. However, after completing Honey and Mumford’s questionnaire the results suggest that being a pragmatist  can result in her having a lack of patience with people’s suggestions and have a need to be in control and do things alone, which could contradict adapting to different learning environments. 

The author’s colleague has also completed the VAK learning Styles Self-Assessment and Honey and Mumford’s Learning Styles questionnaire and was identified as a visual learner according to VAK, meaning  he learns best when someone is demonstrating an instruction, as opposed to listening to the instructions like the author. He also identifies as a reflector according to Honey and Mumford, suggesting he prefers group work and discussions, and thinking about things before actually doing them. The author’s colleague would have the inability to act spontaneously and could be too easy going which may make it difficult for them to adapt to different learning environments according to Honey and Mumford.

[bookmark: _Toc530694757]1.2   	A simple technique for identifying own development needs and the development needs of another member of the team 
	The author uses SWOT analysis to identify self and colleague’s development needs. This is a study to identify internal strengths and weaknesses as well as its external opportunities and threats.
	Strengths
	Weaknesses

	· Confident
· Good time keeping
· Hardworking
· Use initiative
· Organised
· Upfront
· Can take constructive criticism
	· Talk too much
· Get distracted
· Negative
· Can get stuck in a rut
· Bossy
· Abrupt

	Opportunities
	Threats

	· Better Job
· Career progression
· Self employment
	· Skill level
· Lack of formal qualifications
· Change in industry trends
· Legislation



The results shown from the SWOT analysis establishes that the author is confident, has good time keeping, is organised and hard working. The author easily gets distracted and could improve on being more positive.
	
	Strengths
	Weaknesses

	· Hardworking
· Organised
· Team player
· Positive
· Strong Morale
	· Not very confident
· Poor time keeping
· Sensitive to criticism
· Doesn’t work well alone
· No initiative 

	Opportunities
	Threats

	· Better Job
· Career progression
· Self employment
	· Skill level
· Lack of formal qualifications
· Change in industry trends
· Legislation



The SWOT analysis results for the author’s colleague establishes he works well in a team, is organised and is positive. However, he has poor time keeping, sensitive to criticism and struggles to work alone.
Joseph Luft and Harrington Ingham (1955) developed a technique called The Johari Window, this was developed to help people get a better understanding  of their relationships with themselves and other people.
The author has used this technique to identify potential learning and development needs for herself.
	
	Known to self
	Not known to self

	Known to others
	· Behaviour
· Personality
· Skill level
· Verbal and written communication
· Looks
· Appearance
· interests
	· Bad habits
· How others perceive you
· Body language
· Body odour

	Not known to others
	· Confidence
· Ambitions
· Medical conditions
· Fears
	· Instinct reactions
· Limits
· Future (job, health, family)



The author has also used this technique for her colleague to identify potential learning and development needs for himself

	
	Known to self
	Not known to self

	Known to others
	1. Skill level
1. Verbal communication
1. Confidence
1. Appearance
1. Interests
1. Behaviour
1. Personality

	1. Bad habits
1. How others perceive you
1. Body odour

	Not known to others
	1. Written communication
1. Ambitions
1. Mental state
1. Fears
	1. Health
1. Family
1. Death in family




[bookmark: _Toc530694758]1.3	Identification of potential barriers to learning and how to overcome them
Everyone has barriers to learning, some of these are obvious barriers, some are less so. Barriers may be external such as family, dependency on others, logistics (no car, travelling is difficult), money, work, friends Etc or some may be internal such as skill level, levels of knowledge, perceived abilities, behavioural, attitudinal Etc.
Once an individual has completed a SWOT analysis, they will have more of an indication of what could potentially be seen as a learning barrier.
The author has identified some of her potential barriers to learning:
· Dependency on others
· Money
· Work
The author’s colleague has also identified some of his potential barriers to learning:
· Negative
· Unable to motivate self
· Distraction from social media

With learning barriers they can appear to be big obstacles that seem impossible to overcome, however, breaking the barriers into bite sized chunks, or step by step can be a good way to over come them.

The author and her colleague have specified the barriers they each have to learning and has identified ways how they may overcome them:


	Barrier
	How to overcome this

	Dependency on others in regards to childcare
	The author can ensure that her support system, whether it be family or friends, are fully aware of her studies and when they may take place to prevent any inconvenient let downs.

	Lack of money
	The author can research if there is any financial help available which may be able to fund a learning course or class.

	Work priorities getting in the way 
	This can be overcome by the author ensuring that their employer is aware of their studies and the author could potentially look to amend her hours to ensure she can stay on top of her studies and not fall behind.

	Negativity
	To prevent being negative, the author’s colleague could keep an open mind when new things happen, and use the support of family, friends work colleagues to keep a positive mind. Talking to other people is usually a good way to have  positive uplift when difficult situations arise.

	Unable to motivate self
	If the author’s colleague finds it hard to motivate herself, then should could choose to work with a colleague who could help motivate him. Setting goals, or tick lists gives you a good indication of what needs to be done and ticking them off after each completed task can be very satisfying.

	Distraction from social media
	The author’s colleague should ensure all social media devices are put away/out of site to prevent the risk of distraction and impacting their study time.



 
[bookmark: _Toc530694759]1.4	Analysing learning/development options to meet needs of self and colleague 
According to the SWOT analysis, one of the author’s threats were lack of skill level, in order to progress the author may wish to participate in extra training or courses to help advance their knowledge and skill in regards to their current role. Doing this will not only benefit them in their current role but will also put them in a better position when it comes to new and advanced job opportunities.
The author also identified being negative as one of their weaknesses when using the SWOT analysis, this can be improved by participating in more group discussions, or one to one catch ups to ensure they are confident in their ability and any changes they may face to prevent them being negative. Speaking to other members of their team or organisation would be a good way for the author to see things from different perspectives and hopefully improve their morale.
The author’s colleague’s results from the SWOT analysis showed that one of their weaknesses were poor time keeping, this can be improved by setting an earlier alarm  to wake up for work, catching the earlier bus or train than you usually would to ensure you’re not late, organise yourself, make a list of priorities. They could also read Time Management book or even enrol in a Time Management course which would also help.
The author’s colleague also identified as he doesn’t work well alone, this could be due to lack to confidence. He could arrange for regular one to one catch ups when completing a task to get reassurance that they’re doing a satisfying job, and after time this could improve to being able to take the leaded when needed.

[bookmark: _Toc530694760]1.5 	Identifying support mechanisms for the development of self and colleague 
Support mechanisms are important when it comes to development as they are likely to keep you motivated and help toward your success.
To give guidance on what can be done to help achieve goals, the self-regulation assessment loop cycle is a good tool to use  and also covers all learning types and equates closely to Deming’s 1950 Cycle of continuous improvement – Plan, Do, Check, Act. 
[image: http://www.howard.edu/assessment/images/figure-1.gif]
The author identified her support mechanisms as:
· Manager
· Partner
· Family

The author’s colleague identified his support mechanisms as:
· Manager
· Company Training Department
· Work colleagues
The author and her colleague share different support mechanisms. To elaborate on the points above, the author relies on her partner and family to ensure she has a childcare system in place so that when she is studying or developing self she has a strong, reliable support system behind her. The author also relies on her work manager to ensure she can make time for studying and also be flexible when struggling to meet deadlines of assignments or tasks. 
The author’s colleague has identified his support mechanisms as manager, again the same as the author, to ensure he can make time for studying and have flexibility with working hours to meet deadlines. Another support mechanism was his company’s training department, to rely on when unsure about any information in regards to their development, and finally work colleagues, to support one another in training groups, group discussions and to get second opinions on things they are working on.

[bookmark: _Toc530694761]1.6	Development plan to achieve a learning objective for self and colleague  
A personal development plan is a process to help create targets and manage them so they are met. When creating a development plan you need to ensure that the goal is specific, measurable, achievable, realistic and time based. This is called the SMART objective (George T. Doran 1981).
The author has created a development plan to help achieve the targets they have set in relation to the current university course they have started, some of the targets have been completed, whilst some are still pending due to the goal date. They have created this to identify what needs to completed in order to progress in their workplace. Completing the goals in their plan would put them in a better position to excel in a higher role.
	What is my goal?
	How am I going to achieve it?
	When will I aim to achieve it by?
	What is the outcome?
	Further action needed?

	To enrol on the Certificate in Higher Education Skills for the Workplace course.
	By preparing and attending a recruitment day.
	Saturday 6th October 2018
	Successfully enrolled
	No

	To attend all classes and weekends require to help gain knowledge for first assignment.
	Ensure childcare is arranged and no other commitments are to get in the way.
	Tuesday 13th November 2018
	All classes complete
	No

	To successfully complete BMSK 4005 Professional Career Development assignment.
	Attend all classes, evening and weekends required and ensure the assignment is completed by the deadline.
	Friday 23rd November 2018 at a pass standard
	
	



A personal development plan has also been created for the author’s colleague in relation to his current job, again some of the targets are still pending and cannot be filled in as of yet due to the goal date. The plan has been created to benefit his current tole and prevent being demoted to a lower level job role. 
	What is my goal?
	How am I going to achieve it?
	When will I aim to achieve it by?
	What is the outcome?
	Further action needed?

	To pass three month secondment in new compliance role.
	By observing an experienced member of staff to gain knowledge of procedure.
	Friday 21st September 2018
	Successfully passed secondment
	No

	To pass Level 4 course for sanctions of introductory no claims bonus.
	Attend relevant training, and read through criteria at home.
	Monday 29th October 2018
	Successfully passed Level 4 course
	No

	To improve time management, no work lateness and all tasks are completed on time.
	Set morning alarm earlier and have weekly 1-2-1 catch ups with manager for motivation and progress update.
	Thursday 20th December 2018
	Awaiting results
	



Both the author and her colleague has different goals they would like to achieve, but this table makes it easier to identify their progress and what needs to be done. It gives a clear indication on how the goals can be achieved.
[bookmark: _Toc530694762]1.7 	A method that could be used to monitor the development of self and colleague 
Within most successful organisations, they have a process of how they review an individuals performance, this is usually done through yearly appraisal where a manager will sit down with their employee and reflect on the previous year’s performance, for example productivity, quality and attendance, and what goals they would like to set for the following year. 
To monitor long term goals, an efficient way would be for 1-2-1 catch ups regular to ensure the individual is on target and getting to their end goal within the time specified on the target.
The author will monitor her progress by referring to her development plan  ensuring that she is keeping on track by sticking to what needs to be done and getting it done by the target’s completion date. If for any reason the author fails one of her targets, she will need to re-evaluate her target and potentially make some amendments such as time it needs to be completed by.
The author’s colleague will also monitor his progress by referring to his development plan, ensuring he is meeting the criteria for each goal to prevent failure.

2.1 Reflection of recruitment interview process and techniques
After researching different reflective  models,  the author chose to use past interview experience she chose to use a reflective model developed by Borton (1970) What? So What? Now What? To evaluate and reflect on past interview processes.
The author, is currently a Quality and Compliance executive within Admiral Insurance Ltd and is looking to progress to a higher role as a Compliance team manager. The process of recruitment within this particular company is by application form and then if successful to then progress to an interview stage. The author has been particularly driven to progress into a managing role and is constantly on the lookout for opportunities to get there. The author came across the job vacancy via Admiral’s intranet home page which included the full job application details  and key skills that were essential to the role, although the author was aware she did not fulfil all required criteria she still proceeded to go forward with application process. In reference to Appendix 1, the job application is an internal application form for the company that the author is already an employee of. The application is very specific to what information is required and the author felt comfortable filling it in as it was not too longwinded and she felt like she could answer the questions confidently and to the best of her knowledge. As the author is already an employee within Admiral Insurance Ltd, the recruitment team have requested that the author includes a cover letter which can be found in Appendix 2. This was a new request to the author as she had never completed one before, however, after brief research online and advice from her current team manager,  the author created one to the best of her ability and included the cover letter along with the application form filled in. For this particular job application, as it was an internal recruitment process, the author was not required to provide her curriculum vitae, however she did use the initiative to update her current CV which she found benefited her when filling in the application form as she could look back on it for skills and experience that stood out for this particular role, it also helped to organise her for any future interviews or applications, as the document would already be updated. The author, attended an interview at the employee’s current office  as the submitted application form was successful. In preparation for the interview, the author chose to dress in smart attire, disregarding that this option of clothing was not a requirement in her current or potential role but felt the need to set a high impression standard of what the recruiters were used to seeing on a regular day to day basis and also prepared a list of interview questions she assumed they may ask. She also shook hands with the interviewers, even though she had an informal work based relationship with them prior to the interview as they had been colleagues for some time.  The author felt as if she struggled when answering the interview questions as she concluded she did not have enough examples to back up some of her answers and therefore was not successful in the interview.
The author requested feedback to why she was unsuccessful for the Compliance Team Manager role so that she could establish what her weaknesses in the recruitment process were and how she could improve for any future job applications. The recruitment team suggested that the author’s application was to a reasonable standard, however the lack of experience and training for the particular role in question was one of the main components to why the author was unsuccessful for the job. Although the author had made excellent first impressions and came across as confident when attending the interview, the lack of experience over powered the ability to answer the questions to the recruitments expectations and there fore led the author to be unsuccessful.
Since the recruitment process, the author has established that even though they may have the confidence and mental ability to progress to a higher role, this is not always important and relevant as there are many other factors that need to be considered such as, skill, experience and training. Although the author had attempted to prepare for the interview,  she identified that more preparation needs to  take place in order to be at a better advantage when approached with difficult questions for future interviews. Going forward, the author could take part in a mock interview to prepare herself better for any questions fired her way, she could also shadow an existing compliance team manger to get a better in sight on what is done on a day to day basis which would help her n regards to examples when answering interview questions.
In reference to Bolton’s development and to summarise the author’s recruitment experience:
What Happened? The Author completed an application form (appendix 1), and cover letter (appendix 2) and a curriculum vitae (appendix 3) to apply for a Compliance Team Manager Job.
So what? The author was unsuccessful for the role but requested feedback on her individual application process  to identify what she needed to improve on for potential future applications.
What now? The author will develop herself by attending training  courses, shadowing an existing team manger to gain more knowledge and experience which will put her in a better position for her next interview or job application.
The Experimental Learning  Cycle (Kolb, D.A. (1976)) is four stage cycle in which the learner can relate to by “touching all bases”. This learning cycle is a perfect example of what the author has and will experience in their interview process. In reference to this particular recruitment process the author has encountered,  stage one would be the concrete experience, this is when the author filled in the job application, and sent that along with the cover note to the employer to be reviewed and await to see if they were successful for an interview. Stage two is the reflective  observation of the new experience, this is where the author recognised they struggled with some of the interview questions, although they felt confident, their confidence was knocked due to lack of experience and not being able to answer questions in full. Stage three, abstract conceptualization is where the author recognised they needed to prepare for the interview at a higher standard, and lack of skills and experience were getting  the better of them. And finally, stage four, active experimentation  is where the author will better themselves, and apply for more training in the area they would like to progress to, so when any other job opportunities arises they will not be at a disadvantage.
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