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Introduction
I am currently a Manager for Tesco Plc and despite my status I have no formal Management qualifications. I have enrolled on the level 4 leadership and management skills for the workplace so that I can have the qualifications to further my career. I am working part time and would like a full-time position in retail and ideally in clothing.
During this assignment I will be using tools and techniques to identify my own and a colleagues learning styles, my strengths, weaknesses, opportunities and threats and any barriers to learning that I currently or potentially face. I will analyse this information and use it to form action plans and PDP’s. I will investigate the current job market and search for a relevant position, fill in an application for a live job, update my C.V and send a relevant covering letter. I will discuss the interview process and use a reflection model to reflect on it.

[bookmark: _Toc57394293]Section 1: Know how to identify development needs

1.1 [bookmark: _Toc500943472][bookmark: _Toc57394294]Identify learning styles for self and another
I have undertaken three questionnaires to identify my learning style. The results from the first questionnaire Honey and Mumford (1982) shows that I am a ‘Reflector’, I absolutely agree with this as I like to observe situations, collate evidence before acting and read up on the subject.
The VARK questionnaire Fleming (1995) identifies me to be ‘Multimodal (AK)’ this is correct as I am more comfortable learning practically rather than theoretically. Discussing and listening to ideas and coming up with a solution and how best to implement this in the given environment. I am a good listener and I do not take things at face value therefore I like to analyse and evaluate a situation.
I also completed the questionnaire by Marcia Conner (1993) What is your learning style? My primary learning style is ‘Tactile/Kinaesthetic again I agree with this as this aligns with the outcomes from the other results.   Taking notes and highlighting what I believe to be key points is something I do a lot as this helps to remind me.

I discussed with my colleague his learning style results and for his VARK questionnaire he was identified as an ‘Aural’ learner, which he agreed with stating that he likes to discuss strategies before implementing them and likes to weigh up the pros and cons of a situation before acting on it.
[bookmark: _Toc456901517]For his Honey and Mumford questionnaire he identified as a ‘Reflector’ again he agreed with this result because he is continually watching from all angles before making any decisions.
We have both scored similar results, so can identify with his work ethic and mindset. As we work very similarly, we possibly should be on different teams so that others could contribute a fuller picture and have different ideas.
[bookmark: _Toc500943473]
[bookmark: _Toc57394295]1.2 Use a simple technique for identifying development needs for self & another

	[bookmark: _Hlk511915604]
SWOT Person 1


	
STRENGTHS

Good listener.
Listen to colleagues and customers concerns and take necessary action.

Empathetic.
listen and relate to offer support to others.

Positive attitude.
Look for solutions not problems.

Resilient.
Not letting emotions interfere with my work.

	
WEAKNESSES

Lack confidence.
Double check everything, doubt myself.

Time management.
Many tasks incomplete. Need to prioritise and delegate better.

I.T Skills.
Can cause issues during CPD.



	
OPPORTUNITIES

Knowledge sharing.
Ability to train and advise other colleagues including new starters.

Networking.
Large company and therefore many colleagues to obtain information from.
CPD.
Continuous Professional Development, many online courses provided by the company.

Inhouse promotion.
Ability to move from a Team Manager to a Lead Team Manager.

	
THREATS

Covid-19.
Budget cuts and job threats.

Brexit.
Budget cuts and job threats.


Digital.
Moving away from paper based which means less jobs are needed to perform manual tasks such as rotas.








[image: ] 
I have used SWOT analysis, Humphrey (2005). When comparing my SWOT analysis with my colleagues I have identified we have similar listed weaknesses but different threats.  It is important to acknowledge these and ideally turn them into strengths and opportunities. An example of this is that IT is one of my weaknesses, if I attend a course and upskill myself, I can turn this into a strength which will enhance my career potential.

1.3 [bookmark: _Toc500943474][bookmark: _Toc57394296]Identify potential barriers to learning for self and another.
There can be many barriers to learning external and internal these can be different for each individual.
Barriers to Learning I have identified for myself are:
External
Work- lack of time to complete assignment particularly due to Covid 19 as I work in retail, so it is very busy and due to isolation and illness I am having to work more hours or shifts.
Family/Friends – I have two children who are dependant on me, they both lead busy lives and I need to be available for them.
Internal
Self-confidence – I have been out of education for many years and therefore question my capabilities
I.T skills- The position I currently hold does not require many I.T skills, I feel I have neglected this area of my development.
Barriers to Learning my colleague has identified are:
External
Time to do work – many commitments including a full-time job.
Family and Friends- Has dependants who rely on him to be available. 
Finance-Unable to purchase a laptop or other course related equipment.
Internal
I.T Skills/Presentation- Lacks confidence in his skills as job roles have not required the use of these.
[bookmark: _Toc500943475]
[bookmark: _Toc57394297]1.4 Explain how these barriers to learning can be overcome.

Barriers can be overcome in different ways its important to identify these and investigate any possible solutions. Discussing with colleagues and peers can help with this as they may have ideas I have not thought of.
My barriers and how I will overcome them are below:
	Barrier
	Overcome

	Work
	I am going to speak to my manager and explain the importance of completing my assignments on time and understanding I will not be available for overtime.

	Family/Friends
	Discuss with members of my family the importance of this course and what it means to me to achieve this.
Ask other members of my family to help with childcare arrangements.

	Self-confidence
	To continue with the course and complete assignments on time. Attend support sessions where possible.

	I.T skills
	Enrol in community college course or research any opportunities available through my employer.





Barriers and how to overcome these for my colleague:
	Barriers
	Overcome

	Time to do work
	Plan for this, possibly using a weekly timetable to ensure that time is managed correctly.

	Family/Friends
	Discuss the importance of the course with others and where relevant share the weekly timetable.

	Finance
	Speak to the university and student finance to investigate what support is available.

	I.T/Presentation skills
	Research skills courses available.
Using the university online library to look for books that can support in this area.
Speak to colleagues and peers for advice and support.



[bookmark: _Toc500943476][bookmark: _Toc57394298]Section 2: Know how to develop self & others to achieve organisational objectives

[bookmark: _Toc500943477][bookmark: _Toc57394299]2.1 Analyse learning/development options to meet needs of self & another.

From analysing the SWOT I can see the strengths I have are pertinent to my role as a manager in retail. The weaknesses I have identified may interfere with my progression within the company. I have a lack of confidence and fear putting myself forward in work, and I am not anywhere near as confident as most of the managers therefore I can go unnoticed. I believe that by upskilling I will feel more confident because I will have a deeper knowledge and understanding of leadership and management, I will have formal qualifications and feel able to apply for other positions or to other companies.
The other issue that I have identified is time management, I feel that sometimes I can get completely overwhelmed because I have a problem with delegation. I struggle to ask people for help of fear of being judged and try to do everything myself. I must remember that delegating is not offloading work to others but giving roles to people because I trust them to do it.
From analysing colleague A, I can see that he has not got a great deal of strengths, however, the strengths he has are key – such as communication. He has many weaknesses that are like my own including time management and I.T. When we have spoken about his SWOT, he states that the worst weakness he has is that he overthinks everything. To overcome this issue, he may want to research things in more depth so that he has a definitive answer, become more organised and write everything logically on a planner. 
The second issue colleague A discussed with me was his vocabulary. He struggles with larger words and terminology, the best advice that I have been able to offer for this is to read. The more a person reads the greater their vocabulary.  When writing assignments, he could use the thesaurus button, to possibly enhance his basic wording.

[bookmark: _Toc500943478][bookmark: _Toc57394300]2.2 Identify support mechanisms for the development of self & another
[bookmark: _Toc456901523]While analysing myself I have used the success planner – go mad – make a difference Gilbert & Chackrovaity (2001), Appendix E. The planner focuses on completing level 4 this year and the benefits that will bring to me. It will give me a sense of achievement; help boost my self confidence and help me to be a better leader in my current role.
I will need support to achieve this and to reach my full potential I must start asking others for help. I could learn a lot from more experienced managers on my team if I only stopped thinking they were judging me. My family members can support me with my studies, by working together and supporting one another. This will give me free time to be able to do research and write my assignments. The university is available to offer support as well as my lecturer. 
There are many things that I can do for myself now that I have identified them. I can manage my time better by using the time management matrix Covey (1989) and I can speak to my workplace and ask them to support me by reducing the overtime they expect me to do, this will enable me to attend lectures and hit assignment deadlines.
Covid-19 has been a massive issue for me since starting this course. There has been a firebreak, and this has increased shopping footfall as well as staff absenteeism, many staff that I manage are vulnerable and must be protected. When staff are absent/isolating/shielding this puts a great strain on other staff members and everyone tries to help as much as they can by working additional hours, this was fine when I did not have any other responsibilities but now it has become a problem with anything outside of work.
Colleague A again has a lot of the same issues as me. Starting with time management he has told me that he has asked his wife/family/friends to support him. He has decided that the best way to help himself with this is after a discussion with his support group he will devise a plan, this will be shared with everyone and they will know that during his study periods he will not be contactable by telephone/email/social media. Colleague A has decided that during his study sessions he will turn off all his devices to eliminate distractions.
Colleague A has an issue with I.T, this is where he needs the greatest support. During a discussion with him he has already researched the support available through the university and has chosen to use this avenue. Colleague A is currently researching college courses, but in the meantime is using self help tutorials from the internet.



[bookmark: _Toc500943479][bookmark: _Toc57394301]2.3 Prepare development plans for yourself and another person

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals
Before starting the action plan and PDP I have used the Johari window, Luft & Ingham (1955) this gave me a better understanding of myself, what other people think of me and that there are things that are only known to myself and not to others. There are also things that are unseen/unknown/unchangeable.
S.G
	[bookmark: _Hlk57225730]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

	
Leadership & Management skills


	
Attend lectures & complete assignments.
	
Laptop
Internet
Lectures/support sessions.
	
Completing assignments - gaining the level 4 qualification.
	
Nov 2021

	
I.T skills


	
Enrol on courses.
	
Laptop
Internet
Classes
	
Gaining confidence with digital appliances.
	
March 2021

	
Time Management


	
Make formal plans weekly to prioritise tasks.
	
Laptop
Desk planner
	
Submitting assignments on time.
	
January 2021











Colleague A.
	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

	
Vocabulary


	
Develop my individual writing style.
	
Dictionary.
Thesaurus.
	
Reflect on my work.
	
Weekly.

	
I.T skills


	
Practice every day.
	
Laptop.
Internet access.
	
Ability to complete tasks unaided.
	
Ongoing

	
Time Management


	
Turn off all other devices so I can focus on the task.
	
Support and understanding from family & friends.
	
Completing assignments on time.
	
November 2021



After a discussion with Colleague A, he has had some ideas of how he can improve his continuous development – I have suggested he is now considering, which is to enrol on an I.T course.









Part 3: Personal Objectives
S.G.
	[bookmark: _Hlk57277433]Short Term Goals (next 12 months)

	I.T skills courses.
Assignment deadlines met.
Complete level 4.
Improve organisational/time management skills.


	Medium Term Goals (2-3 years)

	Apply for management roles.
Apply for the BA skills for the workplace.
Digital skills courses.


	Long Term Goals (3-5 years)

	Complete BA skills for the workplace.
Research post graduate education.
Workplace progression.
















Colleague A.
	Short Term Goals (next 12 months)

	Practise I.T skills.
First assignment and subsequent deadlines met.
Complete the level 4 leadership & management course.
Improve time management.
Improve vocabulary.


	Medium Term Goals (2-3 years)

	
Complete the leadership & management degree.
Possibly enrol on an I.T course.


	Long Term Goals (3-5 years)

	Research continuous training.
Expand the organisation.




After completing the development plan, we have a lot of the same aspirations. The main goals for us both are to upskill and gain formal qualifications. This plan will be helpful as I have used SMART objectives, Doran (1981), this will ensure that I give myself the best chance of success.
S – Specific.
M- Measurable. 
A – Achievable.
R – Realistic.
T – Timebound.
By using SMART objectives there can be no miscommunication, I will know what I need, and expect from others.


[bookmark: _Toc500943480][bookmark: _Toc57394302]2.4 Method used to monitor the development of self & another.

During this module I have been completing learning logs after every online session. These logs break down the session and help me to reflect on the learning. I can also look back on these from any time to concrete everything that I have learned previously. At work I would be monitored/and monitor others through annual appraisals. Appraisals go into detail of performance during the year and any training needs moving forward. I am responsible to conduct appraisals on 30 staff. As appraisals are annually, we also have weekly staff meetings, this is with all managers – where we can discuss formally any personnel issues that have arisen. 
Colleague A has been monitoring his own development by using learning logs. He has recorded his thoughts and feelings and reflected on this. He has drawn conclusions and made himself recommendations on using the new skills he has learnt. Colleague A has said that he is finding the use of learning logs very helpful and feels that is progression is because he now reflects.

[bookmark: _Toc500943481][bookmark: _Toc57394303]Section 3: Know how to prepare for the recruitment process 


[bookmark: _Toc57394304]Reflection on the recruitment process 

I am using Kolb experiential learning cycle Kolb & Fry (1975), I have decided to use this model as it is the reflection tool that we use in work and therefore I am very familiar with it.
[image: ]
I have been researching vacancies that are currently open. I have found a position available for a Clothing Manager with Chloe’s Clothing this is of great interest to me because I have the skills needed in the job specification. The job requirements are for a Retail Manager with experience in the fashion industry/clothing sector. I have 15 years’ experience in clothing retail and 2 years of Management experience. I am no longer working in the clothing department, but it is the sector that I wish to return to. I am very knowledgeable in this industry and have a passion for fashion. I feel this is where my strengths lie, even though I am adaptable and able to work in other retail sectors.

[bookmark: _Toc57394305]3.1 Description
I have interviewed for a clothing company. This was for a Managers position. The store is smaller than my current store, but it is a clothing only store so I would be able to be in my chosen field. This position is for a full-time Manager which is the role that would suit my needs perfectly. 

[bookmark: _Toc57394306]3.2 Feelings
I am very confident that I have the correct amount of knowledge to impress during an interview. I did research on the company prior to the interview so that I had some background knowledge. It is important to me that fashion is sourced responsibly and sustainably. As a vegetarian I am very particular on testing and materials used. The one thing that did make me very anxious was due to Covid-19 the interview was to be conducted online over a zoom call, I was very worried that the dogs would start barking or the postman/delivery driver would come to my house. Although I use zoom calls regularly for Managers meetings, I felt that during the interview I was being judged for my home/the background they could see. 

[bookmark: _Toc57394307]3.3 Evaluation
After the interview was over, I was very pleased. I felt that the research into the company benefitted me greatly as I was able to discuss the brand and products which showed my expertise. I was able to talk about current issues such as sustainability and environmental issues. I explained the process that I have gone through to receive my management status and how difficult it was to get all the theory completed for the role pack, which has proven to me that I am able to work and study. The interviewer put me at ease immediately and that helped with my nerves and any judgement on my home. The dogs did not bark and there were no unexpected deliveries. 

[bookmark: _Toc57394308]3.4 Analysis
I was very pleased with the interview. I quickly built a rapport with the interviewer and we conversed at length on sustainability issues, the interview was pencilled in for 20-30 minutes and we were online for an hour. The day after the online interview I have had a phone call back from the company asking if I would be available to attend a second interview. They have stated that they are doing their upmost to arrange a face-to-face interview, where I can visit the premises. 

[bookmark: _Toc57394309]3.5 Conclusion
The interview went very well. Despite feeling anxious prior to the call, I soon felt at ease and was able to show the interviewer about my passion for fashion. I feel that the research into the company was the key to my successful interview, I was able to congratulate them on their achievements as Chloe started her fashion business from her bedroom with a sewing machine and has now got two high street stores. In preparation for the second interview, I will be researching other fashion entrepreneurs. I also want to look at the environmental issues in more detail, as this is a very current issue and it is something that I am not very knowledgeable about, despite being very respectful of the environment, I know there is always a forward-thinking movement that can help.

[bookmark: _Toc57394310]3.6 Action Plan
Moving forward I need to stop worrying about people judging me, and my surroundings. I have a nice clean home and I should not feel that people will judge because I do not live in a 6-bedroom detached home. Online interviews make me anxious because of judgements and unknown issues, such as the children walking into the room because they are unaware that I am doing something important. I must make others aware that I am at home working/interviewing/learning online and therefore must not be disturbed.
I know the importance of researching companies before interview, but I feel that I can do this with greater depth and concentrate on meaningful issues. A brand is rather easy to comprehend and I can investigate their lines, and their background with ease. Their future is where I should be most interested as I want to be a part of this, all companies must adapt as there will always be many changes. 
I know that the digital world is the way forward and because of Covid-19 I have been spending a lot more time on zoom/Microsoft teams. I must learn to relax when using this method and accept and understand that many people go through the same issues that I worry about, such as the dog barking or the postman knocking. As a Manager I would understand if it were one of my staff online and someone was at the door and therefore, I know that others would understand if it were happening to me – I am a professional and for these issues to occur would, pre-2020, seem unprofessional. I can only prepare things in my control, such as telling family members the dates that I am working/studying/learning from home.
I need to ensure that I am keeping up to date with important issues such as environment, carbon emissions, sustainability. These issues are vital for businesses and any responsible company will want to help with these. Any knowledge that I have on these issues will enhance my employability.

[bookmark: _Toc57394311]Assignment conclusion.
In section 1 I have undertaken learning style questionnaires and evaluated myself and my colleague. I found this very interesting and I agreed with all my results. My colleague agreed with his results and although he was very detailed in his SWOT analysis and he knows the conversations that he needs to make he did not seem to want to commit to things such as an I.T course. I have always felt that if I had a missing skill - a course would be the answer, this assignment has cemented that for me. 
In section 2 I have used the Go-MAD success planner Appendix E, this is focused on completing level 4 and the benefits this will have on my career. My colleague and I have made Action Plans and PDPs, this will help us to be able to focus our achievements, by using SMART objectives we will know that we can be successful. Through this course I have been introduced to learning logs. This is a new strategy for me; however, I feel that it does work well as I never used to reflect on anything, now I reflect on everything.
In section 3 I have documented the recruitment process. I have identified a live vacancy that is relevant to my career, filled in the application, updated my C.V, and written a relevant covering letter. I have attended and written about an interview and the process using the Kolb & Fry (1975) reflective model. This has been very helpful on what I need to research and understand about companies and myself before attending an interview.
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Colleague A.
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[bookmark: _Toc57394314]Appendix B 


Chloe’s Clothing
[bookmark: _Toc57394315]Application form
Application for employment as: CLOTHING MANAGER.
Name Samantha Griffiths
Address 10 Terrys Way, Llanharan, Pontyclun, RCT
Postcode CF72 9UJ
Phone 07716654685
Email sam.white217@googlemail.com
[bookmark: _Toc57394316]Education and training
UWTSD.
Currently studying ILM Cert HE level 4 leadership & management skills for the workplace.
Tesco Plc.
Management training.
Barry College.
NVQ level 3 childcare.
NVQ level 2 childcare.
Llanilltud Fawr Comprehensive School.
8 G.C.S. E’s
[bookmark: _Toc57394317]Employment history
Present/previous employer Tesco Plc.
Address Cowbridge Road Store, Bridgend.
Postcode CF31 3SQ
Job title Manager.
Duties
Manager of the checkouts, responsible for 30 checkout operatives. Main duties are dealing with the public, customer service face to face, telephone, and email. As a Manager I am responsible for any staff queries, including absenteeism, holidays, health & safety. 
Management duties include rotas, budgets, and performance management.
Pay £24,000 P.A
Length of time with employer 17 years
Reason for leaving
I was employed in the clothing department, I worked in that department for 15 years and I am very knowledgeable on the fashion industry. I would like to Manage a specialist clothing store.
*No approach will be made to your present employer or past employer before an offer of employment is made to you.

Please tell us why you applied for this job and why you think you are the best person for the job.
I am the right candidate for your company as I have a vast knowledge and understanding of the fashion industry. I have a keen eye for detail, and I know what items suit all shapes and sizes. I am a Manager for a large supermarket, where I need to solve problems and queries daily. I have good leadership skills and excellent customer service skills. I can work well in a team or on my own initiative.
Do you consider yourself to have a disability?          
                                                                                  No
Please tell us if there are any ‘reasonable adjustments’ we can make to assist you in your application or with our recruitment process
N/A
Please tell us if there are any dates when you will not be available for interview
I am unavailable on a Monday & Wednesday between 6am & 3pm.

I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal.
Name Samantha Griffiths
Signature S.C.G.     Date 21/11/2020













[bookmark: _Toc57394318]Appendix C

[bookmark: _Hlk57205292]Samantha Griffiths
Sam.white217@googlemail.com
07716654685

Personal Profile.
I am very polite and approachable, with an ability to remain calm under pressure. I have very good listening skills and I always reflect on the situation before offering any advice. I am great at problem solving and have gained many transferable skills. I work well alone and as part of a team, I am a very fair manager and work well with members of all departments. I have outstanding organisational skills and time management.
Work History.
Tesco plc.
2003 – current.
Manager.
Employed in the clothing department, I did night shifts as that suited my young family. Now that my children are not as dependant, I have been able to progress from a Customer Advisor into a Management role. My current responsibilities are to lead a team of 30 checkout operatives, I am available to answer any queries they may have whether it is their till, health & safety, policies, and procedures including absenteeism, wages, Hr queries – if I do not have the answer, I will know the department/people responsible and I can point them in the correct direction. I am also available to answer any issues of queries for the public, this may be face to face, over the telephone or via email.


Astra Games.
1998 – 2003.
Trainee graphic designer.
Responsibilities included producing the graphics for games machines, I had to speak to both customers and suppliers and do general administration.

Education.
UWTSD.
Current commitments ILM Cert HE level 4 leadership & management skills for the workplace.
Barry College.
NVQ level 3 childcare.
NVQ level 2 childcare.
Llanilltud Fawr Comprehensive School.
8 GCSE’s

Driving License.
Full clean U.K driving license.

Hobbies and Interests.
I am an animal lover and have 6 dogs who love to go on long walks, especially to the beach. I have a passion for theatre and enjoy socialising with my friends and family. I enjoy reading and studying as it helps me to relax.

References.
Available on request.
[bookmark: _Toc57394319]Appendix D

Samantha Griffiths
Sam.white217@googlemail.com
07716654685

Dear Chloe Jones,
I am interested in the vacancy you have for Clothing Manger in your Cardiff store. After researching your company, I feel that I have the qualities you are looking for. I have worked for Tesco PLC for many years and I have a vast amount of knowledge in the retail sector. I have outstanding leadership skills that I use daily in my role of Manager. I am experienced with customers and customer satisfaction and all colleagues regardless of their roles or departments, as I am very approachable. I am friendly and able to liaise with everyone, not only in the current store but also in any other stores I have been transferred to.
I have many transferable skills; I am hardworking with excellent organisational and time management skills and after reading the job specification I am confident that I would fit in well with your organisation. I have attached the application form and a copy of my C.V to this email. Thank you for taking the time to read my application and for considering me for the next stage of the recruitment process.
Yours sincerely

Samantha Griffiths.
[bookmark: _Toc57394320]Appendix E
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