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[bookmark: _Toc523402513]Personal Background  
My name is William T. Fernandez, 41 years old, who is currently residing at Walthamstow, London with my wife, Marianne, and my son, Mark. Moreover, I am now working as a trading assistant at Sainsbury’s Leyton High Road convenience store. Furthermore, I am presently studying Level 4 Programme: Certificate in Skills for the Workplace at University of Wales Trinity of Saint David in London for my personal development and to enhance my career progression. I graduated Bachelor of Science in Electronics Engineering in the Philippines when I was 21 years of age. After my graduation, I was employed as a faculty member of the mathematics engineering department at University of Baguio, Baguio City, Philippines for three years. On April 2002, I moved to Barcelona, Spain to reunite with my family. Initially, I had a hard time to communicate and look for a job in Barcelona due to language barrier. However, after few months, I could speak and understand basic Spanish words. As a result, I did find a job as a kitchen assistant. Afterwards, my wife and I put up a restaurant business. For several years, the restaurant business was a success. Unfortunately, economic crisis had a tremendous effect in our business from 2008. Many shops were closing during that time and unemployment rate was more than 25%. On February 2014, my wife and I decided to sell the restaurant even for a low price because the business was not sustainable anymore. After that, we tried to venture in a small convenience store because the business was offering basic needs such as foods, beverages and general merchandise. For almost three years, the family business was running smoothly.  However, the profit was not good enough because of the proximity of several huge multi-national supermarkets. Afterwards, on the month of February in 2016, my family and I decided to move here in London to look for a greener pasture. We were persuaded by our family friend that we could find a better career and opportunities from further education which could assist me on achieving my personal work-related goals in life. My goal is to become a part of management team in Sainsbury’s or other company. In addition to this, I am aiming to be a part-time lecturer on business management modules in a university. 

[bookmark: _Toc523402514]Objectives
The aim of this paper is to generate, evaluate and implement a portfolio of evidence regarding on my professional career development. These include on deeper understanding on employability skills in our modern world, self-evaluation review, personal assessment using business management ‘tools’ and concepts, expectations of the world of employment, career goals and personal development plan to achieve my career goals.

[bookmark: _Toc523402515]What do employers want?
Employers want the workloads finished with minimum cost to the operations. Consequently, business organisations search for employees who have set of skills to get the job done with as little as possible intervention to the supervisor or other colleagues. Prospective job applicants should consider what they can offer to the company instead of interested only on the benefits of the work. Job recruiters are more likely concerned in broader development and its application in the workplace rather than subject knowledge. If students focused only in studying, it is difficult to compete against students who have a career development plan while studying. Therefore, it is essential to know the most important skills employers are looking for in a job (Cortrell, 2010).
[bookmark: _Hlk523398858]Employability skills are set of knowledge, attributes and attitudes through educational learning or experience that make individual more likely to gain employment and successful in their chosen careers (Cole , 2018). However, Bowden et al (2000) argues that universities should not be focused only in preparing students in the labour market but also for the beneficial contribution to the society as a citizen. The UK higher education academy (HEA) listed eight important skills or attributes that business organisations are looking for the potential job applicant. These are honesty and integrity, trustworthy, able to listen to others, able to present ideas verbally and in writing, work safely, demonstrate good time management, plan and manage their time, demonstrate attention to detail and able to integrate quickly (HEA, 2018).  I attached in appendix A  these eight skills or attributes.  The degree of importance varies from the perspective of employers or to the specific job. However, these skills are generally essential to all modern business enterprise. In my current class of   personal career development, the two chosen most vital skills are integrity and trustworthy in all groups. The reason for these two attributes is selected on the top of the list due to the likelihood of long term success in your chosen career. In addition to this, many students argued that it is an asset of the company to have a worker who can be trusted and with unwavering integrity. However, for career progression or promotion, the ability to present ideas, verbally and in writing, is a huge advantage for many employees to climb the corporate ladder. Whereas, for job satisfaction and efficiency, the ability to integrate quickly and be able to listen to others are essential (Wilkinson and Lumley, 2014).

[bookmark: _Toc523402516]Self-evaluation review
   	Self-knowledge is the starting point of self-improvement (Cortrell, 2010). After narrating my personal background, it is helpful to stand back and picture it overall. Hence, it enables me to look back in my personal lifeline to identify areas for improvement, priorities and direction of my journey in life on how to move forward toward my goals. Furthermore, I can identify and relate to my professional development on my self-motivation and various learning styles.

[bookmark: _Toc523402517]Self-motivation
Self-motivation is the inner drive to fulfil our personal goals. Achieving success is usually linked with the degree of intensity of self-motivation. For this reason, it is important to determine what makes us to keep moving forward toward our objectives because everyone has different factors to be motivated (Cortrell, 2010). 
          On my personal assessment about my motivation on appendix B, there are 12 questions to be answered. I scored 53 which means that my self-motivation level is high. However, there are times that I hesitate to begin due to fear or doubt from succeeding. It has no use of the well laid plans and organising resources if things do not start to happen or no action has been done to carry out the work (Cameron, 2009). This is the vital thing that I need to improve to realise my dreams.

[bookmark: _Toc523402518]Learning styles		
          Learning style means  a preferential method to absorb, process and comprehend information and it varies on each individual (Mind Tools, 2018) . Bassott (2016 ) emphasises that high level of self-awareness is essential to ensure the success of journey on achieving goals. An important part of this is understanding our learning styles. It gives us confidence and potential areas for personal development. 

[bookmark: _Toc523402519]Honey and Mumford learning styles
         Honey and Mumford have carried out extensive research about learning styles and have classified the following four different styles (Bassott, 2016 ). Research suggests that some people are better at learning from experience (Activists), others preferred learning by reflection (Reflectors), others by acquiring their own ideas about how the world works and opting theoretical input (Theorists) and lastly some would like to gather information, plan and execute it (Pragmatism). Although, most people have a main preference, in real life situation, the approach is the combination of two or more of these learning styles. It is vital to know our learning styles to be more efficient in learning and acquiring new ideas in our workplace. In appendix C, my preference learning style is Pragmatist which I scored 19. Nevertheless, the second and third preferences, Reflector and Theorists, came close which are 18 and 17 respectively. The least that I prefer is Activist which I got 14. It shows that I am eager to put ideas, theories and techniques into practice. I found out that I do not like to take risk on doing things if I do not know the possible consequences. I can now maximise my learning experience by knowing that I prefer Pragmatist. As a result, I can understand myself why I am impatient with endless discussion and I want to get straight to the point. Furthermore, I may try to be more patient and respectful to others who have different learning styles.

[bookmark: _Toc523402520]VAK learning style
            Fleming and Mills developed this model of learning styles in the early 1990s (Morgan, 2017). The basic concept is that each individual has different capabilities to learn, some through hearing (Auditory), with some learning through what they see (Visual),  some through reading/writing (Verbal) and for others through touching and experiencing (Kinaesthetic). In appendix D, my dominant learning style is visual which I scored 15 points compared to kinaesthetic and auditory which I scored 8 points and 7 points respectively. It means that I have a preference for seen or observed things comprising pictures, charts, diagrams, handouts and other visual aids. I can learn better by observing how things work and rely on written instructions rather than spoken one. However, there are some instances that I notice how people sound and speak rather than how they look and dress. Moreover, if I am explaining to someone, I tried to explain to them in different ways until they can understand. Thus, I prefer visual learning but there are times that other learning styles are more appropriate to me. 
        On Appendix E, it is best for me to learn leadership skills and negotiating skills through observation, reading books and watching YouTube videos. However, I observed that I improve my writing skill by simply doing it. The appropriate way to make my writing skill better is by practicing. On the other hand, I resolve conflicts by listening to other people. Therefore, it shows that majority of the skills listed in the table, I can learn through visual learning. Nevertheless, there are times that my appropriate way of learning is through auditory or kinaesthetic. In this way, Learning styles are not only essential, but it also provides clues how we may be perceived in the workplace (Maund et al, 2017).

[bookmark: _Toc523402521]Successful self-management
        Cortrell (2010) states that self-management incorporates a huge range of skills, qualities, experience and attitude. It may consist of being able to evaluate your situation by determining strengths, weaknesses, opportunities and threats. Moreover, it can also include time-management and recognising resources for personal progress. Furthermore, managing emotions and choosing a result-oriented approach to managing issues are part of self-management. In order to have a successful self-management, business management ‘tools’ are going to be utilised for personal analysis on future career development. This gives a better understanding on constructive attitudes, emotional intelligence and identifying various factors that impede achieving a better performance. 

[bookmark: _Toc523402522]SWOT analysis
         A SWOT analysis is a valuable tool for business strategy. By employing it to myself, it is a simple method of analysing my readiness for a new task. It may lead me to the main principal issues that might have an impact on my situations right now and in the future. SWOT stands for Strengths, Weaknesses, Opportunities and Threats (Cameron, 2009).
        My personal SWOT analysis on appendix F indicates that I am a result-oriented person when it comes to meeting target sales and minimising disposals in the bakery department. Furthermore, as a customer service assistant, I am organised in replenishment of products by doing rotation and putting the right quantity at the right place. In our modern time, it is an advantage to have a knowledge on how to use modern technology. Furthermore, I can integrate well with others in my workplace and flexible enough to adjust my schedules when need arises. However, I am inflexible to new changes like new baking procedures. Initially, it is difficult to modify what I am used to do. Since I am only more than 2 years here in the UK, I do not have experience on managerial position. In addition to this predicament, I often procrastinate my career development by anticipating the perfect moment. Moreover, I do not have any formal training or education in business management and my professional network connection is not broad enough. Nevertheless, there is an opportunity for a career progression in the company (Sainsbury’s plc) where I am currently employed for more than two years. Also, there are career opportunities on other business organisations similar to my workplace. In the UK, there is an equal opportunity as long as you work hard to get an experience and qualification. When it comes to education, I am now in my last term out of Certification of Higher Education in Skills for the Workplace. However, there are also threats on my professional career development like competition for management position, uncertainty of UK economy, possible restructuring of management and vacancy of higher position in my workplace or other branches near on it.

[bookmark: _Toc523402523]Force Field Analysis
        Capatina et al (2017) argues that Kurt Lewin’s Force Field Analysis is an effective tactical  tool to have a deeper understanding what is necessary to change in both corporate world and personal life. The possibility of positive changes depends on the driving forces which should be stronger than the restraining forces. It is useful when applying this concept to understand others how people change and why they resist change. 
        My personal Force Field Analysis on Appendix G that is also based on my SWOT analysis is to initiate a positive change on my career to be a store manager. In my present situation right now, unfortunately, the ‘forces’ for change (17) is lower than the ‘forces’ against (18). On this situation, it is difficult for me to acquire the desired change. However, if I can alter positively some of  the ‘Forces’ against change to reduce its impact like not procrastinating on my career progression, hence the chance for me to become a store manager is greater. Moreover, if I can improve some of my ‘Forces’ for change, it is more likely that I will achieve my goal. An instance to illustrate this is to acquire qualification by finishing my level 4 course on Certification of Higher Education in Skills for the Workplace. For a greater probability for change to happen, I should increase my drving forces and reduce my restraining forces (Connely, 2017).
[bookmark: _Toc523402524]Johari window
[bookmark: _Hlk523344073]        The Johari window model is a tool utilised to enhance what we know about ourselves and how other people know about us. It was developed by Joseph Luft and Harry Ingham to resolve an issue on the situation that sometimes, we hide what we do not like about ourselves and people do not tell what we are really like because they do not want to offend us. It is divided into four quadrants or window pane. The first quadrant is known to others and known to self while the second quadrant is not known to self but known to others. On the lower part, quadrant three is known to self and not known to others whereas the fourth quadrant is not known to self and not known to others. The objective here is to widen quadrant 1 (known to others and known to self) as much as possible to develop mutual trust and openness to feedback for personal development (Wilkinson and Lumley, 2014).
        If I would like to improve my weaknesses on SWOT analysis, it is an advantage to ask feedbacks from other people. This may help me to cope up with my weaknesses faster and more efficient.  For example, I do not have a broad professional network connection as one of my weaknesses. It is advisable to attend conferences or regional annual dinner parties to meet other people. Once, you are in the event it is great to open up about yourselves in a professional way to gain mutual trust to different people from every department and other branches. Moreover, if you would like to be assertive in your workplace, it is essential for career progression if you know how to receive and give feedback especially for new changes on procedures. 
  
[bookmark: _Toc523402525]World of employment	
        Employment means a contract in which an individual, the employee, agrees to do a work for another, the employer (Law, 2016). Having a vast knowledge in the modern world of employment, it gives me an edge to identify my skills set and qualifications for my future employment. In addition to this, the information about my rights, privileges and obligation assists me to assess my situation on my work obligations and if my employer is following rules and regulations mandated by the government.

[bookmark: _Toc523402526]Recruitment and selection
        According to Morgan (2017, p 328), “Recruitment is the process of identifying a number of applicants who are willing to apply for a particular job or programme whereas selection is the process of of comparing information from the applicants with the requirements specified in the advertisement, and selecting those who meet the essential requirements to move forward in the selection process.”. The process of recruitment involves different stages from defining the role, attracting applications, application management and booking for an appointment. The objective is how to get the right people in the right place and how to keep them (Torrington et al, 2014).
        The classroom group activity on appendix H is about an employer looking for  a restaurant manager with a specific roles given. As a group, we were going to provide  details on job descriptions. The overall purpose of the work is to run a luxury five-star restaurant. There are five key activities which are managing staff schedules; ensuring the standard quality of foods, beverages and services; reporting to the senior management team about any progress, issues and improvements; implementing dress code for the staff; and making sure that health and safety procedures are up-to-date and implemented. Moreover, the restaurant manager must follow company’s policies and procedures on treating fairly all staffs  and giving equal opportunityto everyone. Lastly, the prospective restaurant managers must be willing to work beyond his job description.
        The selection process,  with the criteria given on appendix I, is choosing between two candidates. Both of the candidates meet all essential criteria. Although, candidate A has more work experience in terms of handling duties and responsibilities compared to candiadate B, candidate A has no working knowledge of  the tour management system, Travelcat. Whereas, candidate B has Travelcat experience which is a desirable criteria. Thus, it is more likely that candidate B is going to be hired instead of candidate A.

[bookmark: _Toc523402527]Rights and obligations
        Acas (2018) argues that every business organisation is responsible ensuring to follow rules and regulations. As an employer, see to it that do everything in accordance with the law. Equally, as an employee, it is recommended to be aware with your responsiblilities and rights in terms of pay, contracts, break time and number of hours working. This part discusses the vital rights and reponsibilities of every employer and employee.
        There are significant Acts relating to employment law that may guide us on how to address many sitiuations appropriately. Whether the company has any liablity for potential abuse or the obligation of the worker has any implication to the company. The law keeps on evolving according to the need of the employers and employees as well (Ndzi, 2017).
          Employment Rights Act 1996 is the right to itemise pay statement, protection of wages, guarantee payments and protection from suffering detriment in employment like leave for family reasons, studies or training (Employment Rights Act, 1996).  Moreover, under Equality Act (2010), employment, promotion and pay are not affected by age, disability, gender assignment, marriage and civil partnership, race, religion or belief, sex and sexual orientation. Depending on the category of seriousness of case, the fine for violation is from £900 (for less serious cases) to £42,900 (for most serious cases).
          On the other hand, employees should be informed on the mostly likely consequences of not following company’s rules and regulations. These actions may lead to disciplinary actions or even dismissals. The most common disciplinary offences in 2016 are absenteeism, timekeeping, performance, disobeying instructions and theft/fraud (Acas, 2018).
         On appendix J, on the case study of Elie and the Oasis concert, Ellie was absent from work yesterday and Alice, a friend, had telephoned to report that Ellie was sick with an ‘upset stomach’. Elie is 18 years old with an acceptable performance. However, Elie was caught going to concert on the day she was absent becuause she was caught in the camera by a newspaer reporter before midday. Investigation was needed if she was really sick on that dat due to the controversy it creates among her colleagues. If it is proven that she purchased the ticket two weeks in advance, she might be charge of fraud or similar to stealing. It is more likely that Elie may be terminated to her job.

[bookmark: _Toc523402528]Personal Development Plan (PDP)
        According to Morgan (2107, p 27), “Personal development plans (PDP): Plans intended to develop those skills that are seen as important for working life, particularly within an organisation.” It is necessary to create and reflect on our PDP to have a positive professional career progression. The benefits of PDP to professional life are being in a better position to compete for jobs and to discuss my competencies and skills with employers. Moreover, it gives me confidence in the skills, qualities and competence to my chosen career in a given period of time.
         To increase the chance of achieving goals successfully in a PDP, it should be SMART. This acronym stands for Specific, Measurable, Achievable, Realistic and Time-based.  This is a practical and efficient tool for professional planning. Specific means the objective is clear. Measurable is determining if the objective has been achieved. Attainable is the ability to achieve the goal. Realistic means the possibility of accomplishing goal with the given resources available. Finally, Time-based means there is an allowable range of time to finish the listed goals in the PDP (Wilkinson and Lumley, 2014). 
        Based on PDP for my professional career development on appendix K, I would like to be a supervisor in Sainsbury’s or other retail company on or before 31st of December 2018. It can be achieved by looking for a mentor who had an experience as a supervisor, get a good performance review and attend trainings/seminars related to supervisory jobs. The resources that I need to make it happen are support from a management team, finish my level 4 study in the university, professional networking and family support. The second entry that I wrote on my PDP is to become a Deputy Store Manager in Sainsbury’s or other retail company on or before 31st of December 2020. Aside from finding a mentor, I would like to enhance my leadership and management skills by attending trainings, seminars, reading books or studying business management courses at university. The support from a higher management level is essential. By this time, I would finish my business management degree course which is vital for my promotion. My third entry is to become a store manager on or before 31st of December 2022. It is necessary to have a more in-depth knowledge of managerial skills by continuously attending seminars and trainings and a recommendation from my Area Manager might be one of the key factors for my promotion. The plan on finishing my master’s course on business management is before my promotion to become a store manager. My last entry for the five-year PDP is about my passion to teach. I would like to be a part-time lecturer in business management courses. To realise this, I would enhance my teaching skills by attending seminars and trainings and then apply to teach in a university. By this time, I finish my master’s course in business management and family support is essential on how to balance work and family life.
[bookmark: _Toc523402529]
Conclusion
        By looking at the perspective from an employer, UK HEA listed eight significant attributes or skills which are honesty and integrity, trustworthy, able to listen to others, able to present ideas verbally and in writing, work safely, demonstrate good time management, plan and manage their time, demonstrate attention to detail and able to integrate quickly. Through my personal reflection for my personal assessment, I found out that I have sufficient motivation to finish a task as long as I stop procrastinating to start. With regard to my learning styles, I am a Pragmatist which I am eager to put ideas and theories into practice, but I do not want to take risk if I am not aware of the possible consequences. Moreover, I am a visual learner which means I mostly learn through observation. By understanding my learning styles, I can optimise my learning capabilities. For self-management, SWOT analysis has been utilised to comprehend my strengths, weaknesses, opportunities and threats. By utilising Force Field Analysis together with my SWOT analysis, the factors impeding to achieve my goal has been identified which are I often procrastinate my career progression by waiting for the perfect moment and I have never researched for job vacancies. If I can improve on these two factors, positive change toward my goal will happen. On Johari window, I need to widen quadrant 1 to gain trust and confidence to other people. This may lead to enhance teamworking in my workplace and broaden my professional networking which is beneficial for my career progression. Understanding the world of employment offers me an information about my privileges and obligation as an employee. Moreover, on applying for a job, it is critical to get a proper qualification on the prospective job. My PDP gives me a sense of direction on my professional career development. Furthermore, it gives me a clear view on the resources that I need to acquire to realise my goals. 
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[bookmark: _Toc523402532]Appendix A

[bookmark: _Toc523402533]UK Higher Education Academy (HEA) 2009

· Honesty and integrity
· Trustworthy
· Able to listen to others
· Able to integrate quickly
· Able to present ideas, verbally and in writing
· Work safely
· Demonstrate good time management
· Plan and manage their time
· Demonstrate attention to detail 


[bookmark: _Toc523402534]Appendix B
[bookmark: _Toc523402535]The Self-Motivation Quiz
Instructions
For each statement, click the button in the column that best describes you. Please answer questions as you actually are (rather than how you think you should be), and don't worry if some questions seem to score in the 'wrong direction'. When you are finished, please click the 'Calculate My Total' button at the bottom of the test.
[image: ]
[image: ]
Calculate My Total 
Total = 53
Score Interpretation
	Score
	Comment

	12-27
	You allow your personal doubts and fears to keep you from succeeding. You've probably had a few incomplete goals in the past, so you may have convinced yourself that you aren't self-motivated - and then you've made that come true. Break this harmful pattern now and start believing in yourself again. The tools and tips below will help you get back your motivation.

	28-43
	You're doing OK on self-motivation. You're certainly not failing - however, you could achieve much more. To achieve what you want, try to increase the motivation factors in all areas of your life. Read the relevant sections below, and work on them to strengthen your self-motivation.

	44-60
	Wonderful! You get things done, and you don't let anything stand in your way. You make a conscious effort to stay self-motivated, and you spend significant time and effort on setting goals and acting to achieve those goals. You attract and inspire others with your success. Treasure this - and be aware that not everyone is as self-motivated as you are! (Read below for more.)



[bookmark: _Hlk521445951]Worksheet: Reflecting on your Learning Style.

Complete the grid reflecting on the style in which you feel you can best develop and improve each attribute. An example is given in the table to get you started. 

In your reflection write why you feel you learn in this way, and how this will help you in future.  You may wish to keep this for future use or move it into a personal development plan if you have one.


[bookmark: _Toc523402536]Appendix C
[bookmark: _Toc523402537]Honey and Mumford: Learning Style Questionnaire
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[bookmark: _Toc523402539][image: ]VAK Learning Styles Self-Assessment Questionnaire
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[bookmark: _Toc523402541]Worksheet: Reflecting on your Learning Style
	

	Visual
	Auditory
	Kinesthetic
	Other
	Reflections

	Leadership
	Observing a good leader and reading leadership books
	
	
	
	I believe it would be better for me to identify a good leader and observe his/her leadership skills. Furthermore, it would be recommended to read books abut leadership

	Ethics
	
	
	
	Cognitive?
	

	Team Building
	
	
	
	
	

	Conflict Resolver
	
	By listening to the ideas of other people may resolve misunderstanding
	
	
	Knowing how to listen to others may avoid and resolve conflicts

	Numerical Skills
	
	
	Doing lots of examples
	
	I think the only way for me to get better is to practice.  I will find myself some free examples, and practice twice a week for the next 6 weeks.  It will help me to feel more confident in this area in future.

	Time Management
	
	
	
	
	

	Communication
	
	
	
	
	

	Motivator
	
	
	
	
	

	Negotiator
	Observing a good person who has a negotiating skills such as managers and representative and many more.
	
	
	
	In ,my own experience, being exposed to a person with negotiating skills is the best way to learn

	Written Skills
	
	
	I improve my writing skill by simply doing it.
	
	The appropriate technique to make my writing skill better is by practicing
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[bookmark: _Toc523402543]Personal SWOT analysis
Weaknesses
· Sometimes, I am inflexible to new changes on procedures like new methods in baking pastries.
· I do not have experience on managerial position in the UK.
· I often procrastinate my career progression by waiting for the perfect moment.
· I do not have a qualification or education in business management.
· I do not have a broad professional network connection.












Strengths
· I am a result-oriented to meet target on sales and disposals in the bakery department.
· I am organised in proper procedures of dressing shelves on the shop floor.
· I have a basic knowledge to operate electronic gadgets or new technologies like RSS handsets, addressing a problem in the self-checkout machine, inventories using iPad and many more.
· I am able to work well with others even if my colleagues come in different backgrounds and religions.
· I am flexible to my work schedules.

























Opportunities
· There is a career progression in the company (Sainsbury’s plc) where I work.
· I am already in Term 3 of the Certification of HE in Skills for the Workplace.
· I have already acquired  more than two-year experience in my present job.
· There are a lot of career opportunities on other companies similar to my workplace.
· There is an equal opportunity in the UK as long as you work hard to get an experience and qualifications













Threats
· There is a lot of competition for management position.
· Volatility of UK economy due to Brexit negotiation.
· Possible restructuring of management.
· No expected opening for managerial position on other branches near in my workplace.
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[bookmark: _Toc523402545]Force Field Analysis 
This exercise works well as a group decision making tool. Consider the factors FOR and the factors AGAINST the proposed change and list them. Then rank each with a score of 1 to 5 indicating the strength with which it will support or restrict / limit the proposal (1= very little effect and 5= very strong effect).
If the score FOR the initiative is greater than that AGAINST, then the change is worth pursuing. If the reverse is true, then the initiative may need to be adjusted / re worked or a plan could be developed to counter the factors against before the initiative commences.
If the scores are even, then you should continue working through the exercise and making modifications to the change proposal if necessary until a decision is reached.
	Forces FOR Change
	Score
	Change Proposal
	Score
	Forces AGAINST Change

	There is a career progression in the company where I work.
	5
	To be a store manager

	5
	There is a lot of competition for management position.

	I am already in Term 3 of the Certification of HE in Skills for the Workplace.
	2
	
	1
	I need to pass all my modules

	I have more than 2 years of experience of retail job in the UK.
	3
	
	2
	I have not acquired necessary trainings and seminars for career progression

	 There are a lot of opportunities on other companies similar to my workplace.
	3
	
	5
	I have never researched on job vacancies.

	There is an equal opportunity in the UK as long as you work hard to get an experience and qualifications.
	4
	
	5
	I often procrastinate my career progression by waiting for the perfect moment.


	TOTAL
	17
	
	18
	TOTAL
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Honey and Mumford: Learning Styles Questionnaire

There is no time limit to this questionnaire. It will probably take you 10-15 minutes. The accuracy of the
results depends on how honest you can be. There are no right or wrong answers. If you agree more
than you disagree with a statement put a tick. If you disagree more than you agree put a cross by it. Be
sure to mark each item with either a tick or cross. When you have completed the questionnaire, continue
this task by responding to the points that follow.

| have strong beliefs about what is right and wrong, good and bad.
| often act without considering the possible consequences.

I tend to solve problems using a step-by-step approach.

| believe that formal procedures and policies restrict people.

| have a reputation for saying what | think, simply and directly.

I often find that actions based on feelings are as sound as those based on careful thought and
analysis.

| like the sort of work where | have time for thorough preparation and implementation.
I regularly question people about their basic assumptions.

What matters most is whether something works in practice.

| actively seek out new experiences.

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

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

| take pride in doing a thorough job.

I get on best with logical, analytical people and less well with spontaneous, "irrational” people.
| take care over the interpretation of data available to me and avoid jumping to conclusions.

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

I'm attracted more to novel, unusual ideas than to practical ones.

| don't like disorganised things and prefer to fit things into a coherent pattern.

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

I like to relate my actions to a general principle.

In discussions | like to get straight to the point.

| tend to have distant, rather formal relationships with people at work.
I thrive on the challenge of tackling something new and different.

| enjoy fun-loving, spontaneous people.

| pay meticulous attention to detail before coming to a conclusion.

| find it difficult to produce ideas on impulse.

| believe in coming to the point immediately.

I am careful not to jump to conclusions too quickly.

| prefer to have as many sources of information as possible -the more data to mull over the
better.

Flippant people who don't take things seriously enough usually irritate me.
I listen to other people's point of view before putting my own forward.

| tend to be open about how I'm feeling.
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In discussions | enjoy watching the manoeuvrings of the other participants.

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

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

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

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

Quiet, thoughtful people tend to make me feel uneasy.

| often get irritated by people who want to rush things.

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

| think that decisions based on a thorough analysis of all the information are sounder than
those based on intuition.

I tend to be a perfectionist.

In discussions | usually produce lots of spontaneous ideas.

In meetings | put forward practical realistic ideas.

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

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

I can often see inconsistencies and weaknesses in other people's arguments.
On balance | talk more than | listen.

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

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

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

I tend to discuss specific things with people rather than engaging in social discussion.

| like people who approach things realistically rather than theoretically.

In discussions [ get impatient with irrelevancies and digressions.

If I have a report to write | tend to produce lots of drafts before settling on the final version.
I am keen to try things out to see if they work in practice.

I am keen to reach answers via a logical approach.

| enjoy being the one that talks a lot.

In discussions | often find | am the realist, keeping people to the point and avoiding wild
speculations.

| like to ponder many alternatives before making up my mind.
In discussions with people | often find | am the most dispassionate and objective.

In discussions I'm more likely to adopt a "low profile” than to take the lead and do most of the
talking.

I like to be able to relate current actions to a longer-term bigger picture.
When things go wrong | am happy to shrug it off and "put it down to experience”.
I tend to reject wild, spontaneous ideas as being impractical.

It's best to think carefully before taking action.
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On balance | do the listening rather than the talking.

I tend to be tough on people who find it difficult to adopt a logical approach.
Most times | believe the end justifies the means.

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

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

I'm usually one of the people who puts life into a party.

I do whatever is expedient to get the job done.

I quickly get bored with methodical, detailed work.

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

I'm always interested to find out what people think.

| like meetings to be run on methodical lines, sticking to laid down agenda, etc.
I steer clear of subjective or ambiguous topics.

| enjoy the drama and excitement of a crisis situation.

People often find me insensitive to their feelings.

Scoring
You score one point for each item you ticked. There are no points for crossed items. Circle the
questions you ticked on the list below:

27 7 1 5
e 13 3 9
6 X 15 8 11 Q
10~ 16 12 19
17 % 25 14 21
237 28 18 27\(
24 7 29 20 35
327 31 22 37 K
e 33 26 44
38X 3650 30 49
40 % 39 )( 42 50
43 - 41 47 53
a5 46 51 54
w7 52 57 56
ssf 55 61 )( 59
64\(§ 60 63 ¥ 65
71~ 62 68 69
72 % 66 75 70
o 67 77 73
79 = 76 78 3{ 80
Totals [L\ 18 Es g
Activist Reflector Theorist Pragmatist

Your result may show that you have a particular learning style. It may be useful to bear this in mind as you
approach tasks. Was the approach you adopted the best one in the circumstances? Would adopting another
learning style have improved you performance?
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VAK Test
VAK Learning Styles Self-Assessment Questionnaire

Circle or tick the answer that most represents how you generally behave.

(It's best to complete the questionnaire before reading the accompanying explanation.)

1. When I operate new equipment I generally:
(@ read the instructions first
b) listen to an explanation from someone who has used it before
€) go ahead and have a go, I can figure it out as I use it

2. When I need directions for travelling T usually:
@ look at a map
b) ask for spoken directions
c) follow my nose and maybe use a compass

3. When I cook a new dish, I like to:
follow a written recipe
b) call a friend for an explanation
c) follow my instincts, testing as I cook

4. If I am teaching someone something new, I tend to:
@ write instructions down for them
b) give them a verbal explanation
€) demonstrate first and then let them have a go

5. I tend to say:
@ watch how I do it
b) listen to me explain
c) you have a go

6. During my free time I most enjoy:
a) going to museums and galleries
Q listening to music and talking to my friends
C) playing sport or doing DIY

7. When I go shopping for clothes, I tend to:
a) imagine what they would look like on
b) discuss them with the shop staff
@© try them on and test them out

8. When I am choosing a holiday I usually:
@) read lots of brochures
b) listen to recommendations from friends
c) imagine what it would be like to be there

®© V Chislett MSc & A Chapman 2005.
From www.businessballs.com. Not to be sold or published. Authors accept no liability
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VAK Test

9. If T was buying a new car, I would:
@ read reviews in newspapers and magazines
b) discuss what I need with my friends
c) test-drive lots of different types

10. When I am learning a new skill, I am most comfortable:
a) watching what the teacher is doing
b) talking through with the teacher exactly what I'm supposed to do
© giving it a try myself and work it out as I go

11. If I am choosing food off a menu, I tend to:
a) imagine what the food will look like
b) talk through the options in my head or with my partner
© imagine what the food will taste like

12. When I listen to a band, I can’t help:
@ watching the band members and other people in the audience
b) listening to the lyrics and the beats
c) moving in time with the music

13. When I concentrate, I most often:
a) focus on the words or the pictures in front of me
discuss the problem and the possible solutions in my head
€) move around a lot, fiddle with pens and pencils and touch things

14. I choose household furnishings because I like:
a) their colours and how they look
@ the descriptions the sales-people give me
c) their textures and what it feels like to touch them

15. My first memory is of:
a) looking at something
b) being spoken to
@© doing something

16. When I am anxious, I:
a) visualise the worst-case scenarios
@ talk over in my head what worries me most
€) can'tsit still, fiddle and move around constantly

17. 1 feel especially connected to other people because of:
a) how they look
b) what they say to me
(© how they make me feel

®© V Chislett MSc & A Chapman 2005.
From www.businessballs.com. Not to be sold or published. Authors accept no liability
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18. When I have to revise for an exam, I generally:
write lots of revision notes and diagrams
) talk over my notes, alone or with other people
c) imagine making the movement or creating the formula

19. If I am explaining to someone I tend to:
a) show them what I mean
@' explain to them in different ways until they understand
encourage them to try and talk them through my idea as they do it

20. I really love:
3) watching films, photography, looking at art or people watching
listening to music, the radio or talking to friends
C) -taking part in sporting activities, eating fine foods and wines or dancing

21. Most of my free time is spent:
a) watching television
b) talking to friends
@ doing physical activity or making things

22. When I first contact a new person, I usually:
&) arrange a face to face meeting
b) talk to them on the telephone
c) try to get together whilst doing something else, such as an activity or a meal

23. I first notice how people:
a) look and dress
sound and speak
c) stand and move

24 ]Jf I am angry, I tend to:
keep replaying in my mind what it is that has upset me
b) raise my voice and tell people how I feel
c) stamp about, slam doors and physically demonstrate my anger

25. Ifind it easiest to remember:
a) faces
b) names
(© things I have done

26. 1 think that you can tell if someone is lying if:
@) they avoid looking at you
b) their voices changes
c) they give me funny vibes

w

© V Chislett MSc & A Chapman 2005.
From www.businessballs.com. Not to be sold or published. Authors accept no liability
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27. When I meet an old friend:
@ I say “it's great to see you!”
b) Isay“it's great to hear from you!”
¢) Igive them a hug or a handshake

28. I remember things best by:
@ writing notes or keeping printed details
b) saying them aloud or repeating words and key points in my head
¢) doing and practising the activity or imagining it being done

29. If I have to complain about faulty goods, I am most comfortable:

a) writing a letter

complaining over the phone
C) taking the item back to the store or posting it to head office

30. I tend to say:
a) I see what you mean

b) I hear what you are saying
¢) Iknow how you feel

Now add up how many A’s, B's and C’s you selected.

If you chose mostly A’s you have a VISUAL learning style.
If you chose mostly B's you have an AUDITORY learning style.

If you chose mostly C's you have a KINAESTHETIC learning style.

VAK Test

cs-§

Some people find that their learning style may be a blend of two or three styles, in this case read

about the styles that apply to you in the explanation below.

When you have identified your learning style(s), read the learning styles explanations and
consider how this might help you to identify learning and development that best meets your

preference(s).

Now see the VAK Learning Styles Explanation.

© V Chislett MSc & A Chapman 2005

From www.businessballs.com. Not to be sold or published. Authors accept no liability
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Chop House Restaurant Manager

South Place is a luxury five-star hotel in the City of London, the first from restaurateurs,
D&D London. Having been open since 2012, South Place has become a neighbourhood
favourite and an international destination.

We are boutique, luxurious and fresh-faced. Our 80 bedrooms are all designed by Conran +
Partners, blending mw with comfort; they’re perfect for those travelling for
work or play.

Conran’s iconic signature continues throughout; across the ground floor Chop House, our

Michelin-starred rooftop seafood restaurant Angler, our bars, dens and terraces. Even the
. e ——y . .

meeting and event spaces, and the spa and gym feature their creative stamp.

Inspired details and playful touches mirror the vibrant neighbourhood, a deft mixture of the
contemporary City, London’s most historic quarters and the achingly cool East End.

During the week the hotel exudes stylish business buzz and at the weekend it slips into
something more elegant....

South Place Chop House is a “British Eating House” in the modern sense - democratic eating
- simple, confident, delicious, and eclectic. A superlative Brunch on the weekends till late
afternoon has become a destination in its own right.

Uncomplicated and ever-changing, the menu is dedicated to seasonal and carefully sourced
cuts of meat and freshly caught fish, modernised with continental flavours and seasoning.
The cooking — led by Head Chef, Robert Stephens — is skilled and gutsy, complemented by a
selection of curated craft beers and a short, sharp list of wines.

At the weekend, the Chop House becomes a social spot. Brunches on Saturday include free-
flowing bubbles alongside midday classics. On Sundays we serve up a traditional roast with
crisp coated potatoes, fluffy Yorkshire puddings and pert veg

Role:

We are looking for a passionate Restaurant Manager who can confidently deliver
exceptional, 5 star service to guests. At the same time, our Restaurant Manager will have
the service, food and drink knowledge in order to lead the restaurant service and deliver an
outstanding guest experience. You will have a real pride and passion for what you do, with
the ability to build rapport and long term relationships with guests. You will work closely
with the senior management team to maximise service delivery opportunities and in turn,
ensure the continued success of the restaurant.

If you are interested in discussing the Restaurant Manager role further, please send us your
CV without delay!
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Travel Consultant Person Specification

Title: Travel Consultant
Location: Anytown
Salary: £15,000 - £20,000

Aleading Travel Agency based in Anytown is advertising for a dynamic
Travel Consultant to join their team.

Essential Criteria:

The successful candidate must be able to:

- demonstrate a minimum of three years previous experience within the travel industry;
- ensure excellent customer service;

- achieve set targets to maximise profits;

- secure existing sales opportunities and identify new ones;

- ensure that Company policies, procedures and standards are adhered to:
- work as a team member;,

- demonstrate excellent ICT skills;

- contribute to the creation of an enjoyable and safe working environment;
- undertake extensive training and development opportunities; and

- undertake adhoc duties as required.

Desirable Criteria:

Working knowledge of the tour operator management system Travelcat would be an advantage.
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558 CHAPTER 18 ¢ TERMINATION OF EMPLOYMENT

The additional award s payable whenan employer refuses an ET orderto re-employ
and can be up to 52 weeks’ pay.

Although the compensarory potential of these various awards may appear com-
plex and extensive, +he median employee compensation for dismissal is only around
£4000 (Employmcnt'fribunal and EAT Statistics, 2008: http://cribunalsgov.uk/), purting
the job loss remedy in 2 rather different perspective. Awards in discrimination cases
have been unlimited since 1993 but the median setrlement in 2008 ranged from less
than £2000 in age discrimination cases to around £8000 in race discrimination cases.
The tribunal decision in all cases includes a statement of the compensation awarded
and specifies how it was caleulated. Injury to feelings compensation is not paid in
dismissal cases; it is only financial loss to the employee that is taken into account
(Dunnachie v Kingston-Upon-Hull CC[2004] IRLR 727 HL); this contrasts with the
position in discrimination legislation which states that damages may include com-
pensation for injury to feelings.

You are the HR officer fora reputable high-street retailer, Goodwins Department Store Group. Aline
manager has come to you for advice. Hetellsyou thata member of his department, El_li&was Zhsent from N \
work yesterday and Alice, a_iri’eﬂg!, had telephoned to report that Ellie was sick with an Mch’
and would not be attending work that day. Ellie is 18 years old, is in her first job since leaving full-time ﬁ
education and has 11 months’ full-time service. Her performance level is acceptable. On Ellie’s retum to
5 work today the l'memanagere”—‘_Tquﬁéﬁ'igﬁ'EF [ health and was informed th‘fshe was feeling much better
- and perfectly able to undertake her duties. /
The reason the line manager has come to see you is that there is something of a kerfuffle gaing on in
the store because at |unchtime today the local newspaper had been printed and the front page contained
a picture of a music cancert featuring Oasis. The concert had taken place the previous day. The reason for

this being of interest is that the picture includes a clear and distinctimage of Elli€ among the adoringf'ans./

==

There is, therefore, a prima facie case (Ellie has no known twin) that, instead of being ready, willing and
able for work, Ellie was attending the concert. You agree with the line manager that he should interview
Ellie to seek an explanation. it is difficult to do this with any degree of confidentiality because Ellie is now
infamous, the newspaper picture having gained very wide publicity among employees. A conseguence of
this is that ‘the eyes and the ears’ are on the store management fo see what they will do, and what
precedent will be established, in the case of Ellie..

At the interview with the {ine manager, in which Ellie hias a companion, Ellie admits to being at the
concert, but claims that the concert was in the afternoon. She qualifies this by stating that she had been
genuinely ill with a ‘stomach upset’ in the morning, but she felt sufficiently recovered to attend the concert
in the afternoon. She offers an apology for misinterpreting the rules as she thought that once she had
reported sick she was not obliged to return fo work that day evenifshe falt better. She asserts that she will
Kknow better in future. The line manager adjourns the hearing in order to consider the explanation. The line
manager seeks your advice and it is agreed thatyou will check with the newspaper in the pursuit of ‘further

| —4— |
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and better particulars’. On contacting the newspaper it is discovered that the photograph which captured
- Ellie actually taken before midday. This can be verified because the digital camera records the exact
time of the photograph. -

The line manager s in a quandary and yourinput to the decision is appropriate because of
organisation-wide implications in terms of precedent. You have checked with the occupational health
professional who categorically states that there is no way that she can prove or disprove whether Ellie had %
an upset stomach the day before. You therefore need to make a managerial decision. \e

LA 7
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1 What would be your decision and why? ACCEP")' é“h’g‘d bbwfo.u‘— ™M, A iﬂa‘.’F(D(aa;, £ -
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2 What message would your decision send to other employees? ¥ L()IF* NS CAURA L iy Wfl‘kS“gi flat b?fa&’j ©
: pwgt- (= s i
3 Towhat extent does natural justice allow us all (including Eliie) to make a serious misﬁ(e?m sk {3 v [’Gd i

v-v‘f

4 (Would_ your decision be any different if an extra piece of information is fed to the line manager bya
senior member of his team to the effect that Ellie had purchased her ticket for the concert two weeks
previously and that this fact can be verified? )

At

o .o ﬂ?—
H‘Dﬂ’b‘w W\d (M’i’g SURMARY LEARNING POINTS :
v \—'J b 1 There are no certainties in dismissal; statute law and case law provide principles
but each case needs to be considered on its merits. Employers need sufficient
understanding of dismissal law “to know when more expert advice is necessary’.
To be legitimate, dismissals need to be for a fair reason and reasonable in the
circumstances. The existence of the contract is dependent on the continued
existence of mutual trust and confidence between the employer and the
employee. Employers are in no way deprived of the freedom to dismiss
employees.

™~

If the original intention of the legislation was for the primary remedy to be

re-employment for the unfairly dismissed employee then the legislation has been

an abject failure. Unfair dismissal legislation does not provide employment

security, but only limired compensation for the loss of that secutity. The only

way to provide employment Security is to ensure that a dismissed employee is

kept in employment until a claim is determined, hence the increasing emphasis

on internal dispute resolution.

3 The retrospective nature of the tribunal process offers huge potential for the

elimination of re-employment as a potential remedy because:

¢ the passage of time associated with the ET process and its adversarial nature
provide considerable scope for attitudes to harden

* the wribunal hearing provides an opportunity for che parties to recognise that
the emplayment relationship has irretrievably broken down
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Development plan
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This record sheet is for your guidance only - you may present your development plan in any other format.

Planned outcome

What do Tuart?

What will T do o cchiere his?

at esources or supgort will
)

Whot il my success criteria be?

conltion

Supersiar n Sarsbaryzor afher
cetal compary.

> Frdamentor whatadan
experience oz o superiisor

> et guod performance

Attend taiings and

> Support froma
manogement team

> Fiishmy level 4 study on
Cert of HE in Skils for the
verkplce.

> Profassiora retworking

> Fomilysipport

Framationor career bredk

M ecanber 2016

What do Twant/need fo lecrr?

What will T do o cchiere his?

What resources or support wil
)

Whot il my success criteria be?

congltion

Deputy Store Moreger n Sareburys
or other retall comgery.

> Frdamentor whatadan
experience oz o deputy
store manoger.

> Erhance my leadership ard
manogerment sils by
reading books, atending
seminarsor shudying ot
ariversiy.

> Support fromatigar
manogeret le

> Conplete my busi
manogement degree course.

> Trciringon maragement
> Fomily sipport

Framationor career bredk

M ecerber 2020





image19.png
Whet do T want/reed o lear?

What will T do o cchiere his?

What resources or support wil
)

What wil my succsss riteria be?

Terget dotes for reiew and
congletion

Srore Nerager in Sandburyeor
other retai compary

> Frdamentorwhatadan
exparience o astore
manoger

> Nare in-depth knowiedge
of mancgerial kil by
Continumusly cttending
seminers d frainirgs

> eta recommendation
from my Area Hercger

> Support fromatigar
manogerment level

> Firish my master's course
in business cdmiristrtion

> Fomiy sipport

Promeion o carear break

M ecarber 2022

Whet do T want/reed o lear?

What will T do o cchiere his?

What resources or support wil
o)

What wil my succsss riteria be?

Terget dotes for reiew and
congleton

Part-fime lechurer inbusness
manogerment courses

> Apply munersy e
lecturer.

> Enharce my tecching skils
by atterding semicrs and
traiing

> Frieh my master’s couree
in business cdniristrtion
> Fomily spport

T be a veraty Tecrarer

T Decenba] 025





image1.png
Prifysgol Cymru
£y Y Drindod Dewi Sant

~& University of Wales
Trinity Saint David

%




image2.png




