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1. [bookmark: _1ci93xb]Introduction 
[bookmark: _Toc182513241]In this assignment I will cover the learning styles, development needs, barriers to learning, development options, support mechanisms, plan of action and monitor progress for myself and another person. I will then conclude and reflect on the process. It is important to identify each person’s learning styles so we can adapt any learning to suit individuals, this will enable them to learn and absorb the information easier. As a manager we can identify each team members learning style. 

1.0 Identifying learning styles for self and another	
Beverley williams learning styles
· Honey & Mumford (1992) Pragmatist 
· Fleming, N. D. (1995) Vark Visual
· Kolb D.A. & Fry (1975) Dantec common-sense learner,

Learning styles have been shown to play an important role in the learning process. Each person has their own particular learning style that determines how they interact when learning. Understanding the relationship between learning styles and the learning process, is one of the primary goals of learning styles research. Learning styles research is based on the theory that individuals have different ways from which they prefer to absorb, retain and process new information Cassidy & Eachus, (2000) Dunn (1983) Harrison, Andrews, & Saklofske, (2003). The information gained from learning styles research provides researchers with knowledge that can be helpful in improving the overall quality of learning as well as the learning environment
Formal and Informal Learning
              Formal learning is structured and organised taking place in an educational institution such as schools, colleges or training places. Some of the benefits are that it follows a specific curriculum or syllabus with clear learning objectives and outcomes. Formal learning is often led by teachers or instructors who provide guidance, assessments and feedback. Usually resulting in the attainment of a degree or certification. 
Examples include attending classes, completing assignments, taking exams and earning academic credentials. Taking online courses from accredited institutions or organizations.
Informal learning allows students to learn at their own pace and on their own terms, without rigid schedules or deadlines. Some of the benefits are it can be spontaneous and occurs in everyday life without structured curriculum or formal assessment. It is often driven by personal interests and experiences. 
Examples include watching educational videos, reading books or blogs on a variety of subjects. Participating in online forums or discussion groups to learn from peers.
I have learned which learning styles suit my learning needs which will help me going forward. 

Jane Lewis learning styles
· Honey & Mumford (1992) Activist
· Fleming, N. D. (1995) Vark Visual

Janes learning style is important to her as she likes to put ideas into action with flexibility and change, she also has a preference for seen or observed things which include pictures and diagrams etc. 
She has a “show me” “let’s have a look” at that attitude which will help her perform new tasks. It has been important to Jane to know her styles of learning to help her adapt this to her learning in the future.

         1.1 Identifying development needs for self & another 
                I have used SWOT Humphrey, A. (2005) and Gap analysis by Scott, M. J. (1980) to establish our    development needs.
               Beverley Willaims
                SWOT                 						
                
	
SWOT Beverley Williams 


	
STRENGTHS
Ability to work well in team or individually 
Strong work ethic
Excellent communication skills
Positive attitude


	
WEAKNESSES
Lack of knowledge
Time constraints 
Lack of expertise



	
OPPORTUNITIES
Networking with other students 
Continue to apply for roles 
University course in Applied Management in the Workplace



	
THREATS
Competition in the workplace
Availability of suitable roles in the workplace
Academic achievements
	





                 Gap Analysis 
                  Objective                                         Current Position                  Deficiency                     Action 
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  Jane Lewis
                 SWOT
                                 
	
SWOT Jane Lewis


	
STRENGTHS
Strong understanding of HR policies
Skilled at maintaining and updating employee database
Good skills for communicating with employees and management 



	
WEAKNESSES
Lack of understanding of complex HR issues
Needs to continue learning and development to stay updated with HR policies
Relies on HR manager for higher level guidance




	
OPPORTUNITIES
Training opportunities to gain more understanding of HR values
Contribute to the development of HR polices and processes 





	
THREATS
Fast pace change of HR policies
Not enough recognition within the workplace
Outsourcing of HR
Heavy workload












                   Gap Analysis
                   Objective                                         Current Position                  Deficiency                     Action 
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1.2 Identifying  potential barriers to learning for self and another 

            Beverley Williams 
                 Internal Barriers for myself are fear of failing, low self-esteem, and lack of confidence to complete my course. Need to improve my time management. Positive self-talk.                  
                 External Barriers are balancing work and study commitments. Lack of support from members of the household to support me.
                 To overcome these barriers, I have allocated a certain time each day and made the household know I will not be available during this time as I will be studying. I am setting myself small goals and working towards them which will boast my confidence. I am taking care of my mental health by regularly doing things that I enjoy.

                
                Jane Lewis   
                Internal Barriers for Jane are guilt when spending time away from her family to focus on her career. Struggling to find a work like balance.  Prioritizing others putting the needs of her family or team members ahead of her own career advancement.
               External Barriers for Jane are Lack of affordable childcare and finding the right childcare for her. Lack of support from employer for work life balance.
               To overcome these barriers Jane has agreed with her employer that she is able to work remotely and only has to go into the office 1 day a week they have also agreed that she can job share for a while if it suits her. Janes partner has also agreed to take on more responsibilities regarding childcare. 

1.3 Development Options for self and other
       Beverley Williams
            Development Options for my style of learning are development options that include visual aids, practical applications and hand on experiences.
1. Visual Demonstrations: Training programs that provide visual demonstrations of concepts and tasks. This could include video tutorials, diagrams and interactive presentations.
2. Job Shadowing: Arrange to shadow someone in my desired field to observe process and tasks in action.
3. Visual Learning: explore online platforms that cater to visual learners offering visual content and multimedia resources    
            By learning with these development options, it will enhance my development and help me retain my learning.

            Jane Lewis
            Development options for Jane’s style of learning are development options that are interactive, engaging, and visually learning.
1. Workshop and Seminars: Attend workshops or seminars that incorporate visual presentations, group discussions, and hands-on activities.
2. Create Projects: Take on creative projects that allow you to express your ideas visually, such as creating videos or developing presentations.
3. Collaborative Learning: Participate in group projects where you can share ideas visually, brainstorm with others and learn from different perspectives. 
4. Visual Mind Mapping: Use tools like mind maps, diagrams, or flowcharts to organise your thoughts, plan your projects and visualize information in a clear and structured way.
            By enabling Jane with the correct tools to suit her learning style she will be able to progress with her development and secure promotion in the future.

       1.4 Support Mechanism for self and other
          I have used Go-Mad Gilbert, A. and Chackrovaity, I. (2002) to evaluate our support mechanism.
         Beverley Williams 
         To compete my course, I will create study timetable, set myself goals and seek support from tutor when needed. I believe with the help of others I will be able to achieve this from my Tutor/Students and at home, my family.  I must stay motivated, keep organised and keep the end goal in mind to complete course by October 2025.
         Jane Lewis
        Jane wants to focus on achieving a role at a higher level than what she is in at the moment. She is going to seek a mentor and ask for feedback to help her identify any learning needs. Jane is also going to ask for support at home from her husband to free up time to study. She hopes to gain a higher-grade role by June 2025.
              
1.5 Plan of Action for self and other
Beverley Williams 	
PDP   Adaptation based on table 2.2 page 41 of Morgan, P (2017) 
	                         
	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

	
Learn Management skills


	
Complete college course in Applied management in the Workplace
	
College Tutor
Fellow students 
Learning material 
Books

	
By completing and passing my course 
	
October 2025

	
Gain management Experience


	
Apply for roles within management
	
Robust CV and interview techniques
	
To secure management role within 6 months of passing my course
	
April 2026

	
Improve communication skills 


	
Be more proactive in putting myself forward  
	
Take on any project work that involves giving a presentation 
	
If I feel confident specking in front of others 
	
October 2025



   Personal Objectives

	Short Term Goals (next 12 months)

	
Allocating dedicated time for studying, reviewing notes and assignments.
Ask for assistance in challenging topics
Stay organised with coursework


	Medium Term Goals (2-3 years)

	
Prepare for interviews and interview questions.
Seek opportunities to improve my management potential.
Identify management companies and research management positions
Tailor CV to highlight transferable skills


	Long Term Goals (3-5 years)

	
Build a strong network of professional contacts.
Lead a successful team



		
            I have attached my personal CPD file in Appendix 1 and my personal CV in Appendix 2 for reference. 
            Jane Lewis 
           PDP Adaptation based on table 2.2 page 41 of Morgan, P (2017)
       
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	

How to improve my skills to apply for more senior roles within my workplace
	

Be more confident in myself. Put myself forward for projects. 
	

Training course focused on leadership. Seek a mentor. Workshops.


	

Apply for team manager role in the future
	

June 2025

	
Develop my people management skills 


	
Develop my ability to effectively manage uncertainty and change in the workplace
	
Complete an online training course. Take monthly team meetings to communicate changes in the workplace
	
Increased team satisfaction. 
	
Ongoing 

	
Improve my Microsoft skills 


	
Make time to do a course and refresh knowledge
	
Attend online course/Shadow a team member.
	
Present a presentation using PowerPoint
	
February 2005 


   
Personal Objectives

	Short Term Goals (next 12 months)

	
Update CV 
Attend training sessions with leadership goal in mind. Communication/Problem solving/Conflict Resolution
Request feedback from my Team Manager on area’s I can improve on. 
 

	Medium Term Goals (2-3 years)

	
Secure a team manager role
Build a high performing team to achieve targets and productivity.
Streamline any process and implement change



	Long Term Goals (3-5 years)

	
Develop and mentor team members
Set clear performance goals and expectations for team.
Provide regular feedback and recognition
Be an effective leader 





1.6 Monitor Progress for self and other
       Both Jane and I can be monitored by means of regular check-ins through performance reviews or one-to one meetings. By having regular performance reviews, we can check our progress on our PDP and take any feedback on board.  We can then identify any additional areas of support or training. During any meetings we can also discuss both short- and long-term goals.
            I have learnt how different we all are to our styles of learning.  when managing a team, it is important to know how each individual will learn and to plan all learning activities to suit each person.  I think sometimes all learning is generic and not tailored to each persons needs. 

Conclusion
        During the Continuous Personal Development module, I have learnt how important it is for us to identify the different learning style of individuals and ourselves. We all learn in different ways, and it is important for the person to learn in the style that suits them. Understanding your preferred learning style can optimize your learning process and retain information more effectively. It has also helped us identify our strengths and weaknesses which we can add to our development plan. Personal development also helps us to focus on continuous development. Overall, it reflects on a commitment to learning and self-improvement. It is also important to have an up-to-date CPD, Development Plan and CV you can then track your progress and goals. 

Section 2

Reflection of the Recruitment Process
I have used Gibbs,G (1998) for the reflection. There are 6 stages in this.
1. Description: Job posting and screening candidates.
2. Feelings: How you felt about the candidate.
3. Evaluation: Effectiveness of the recruitment methods.
4. Analysis: What went well and what can be improved on.
5. Conclusion: Summarize key insights gained.
6. Action plan: Implement any changes or improvements. 
                       I recently went for a job interview where I was unsuccessful in obtaining the position. I have used Graham Gibbs (1998) and also Terry Borton (1970) to reflect on what went well and how I can improve for my next interview. When I learnt I had not been successful I felt disappointed with self-doubt and was frustrated as thought the interview went well. When reflecting on the experience I identified a few factors that may have contributed to being unsuccessful. I had a good rapport with the panel but felt I did not sell myself enough and feel I missed the opportunity to show my skills. I think I may have been stressed as well as know how important an interview can be and was my first interview in many years. The interview taught me how important it is to stay calm and focus on what skills I have. In future I am going to practice some stress relieving techniques before the interview, and I now know what transferable skills I can carry through to secure a new position. I also learnt to update my CV without giving my personal address details included in it. 
I have also been aware of my own strengths and weaknesses and the importance of having a development plan and following through with any 
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Appendix 1 – CPD file
	Continuous Professional Development Plan – Beverley Williams 

	
	
	
	
	
	

	Formal
	Informal
	Date
	Duration
	Status
	Details

	Food Safety level 3 
	
	2024
	5 hours
	Completed 
	HSE E-Learning 

	ILM Level 4 Diploma in Leadership and Management
	
	2024
	1 Year
	In Progress
	ILM

	L4 Certificate of HE Applied Leadership and Management 
	
	2024
	1 Year
	In Progress
	University of Wales Trinity Saint David

	City and Guilds NVQ II Customer Service
	
	2004
	1 Year
	Completed
	University for Lloyds TSB

	BETC Information Technology. Computers/Spreadsheets/Word Processing
	
	2002
	1 Year
	Completed
	Bridgend College

	City and Guilds NVQ II Hairdressing/Barbering 
	
	1998
	2 Years
	Completed
	Afan College


	City and Guilds NVQ II Basic Cookery for the Catering Industry
	
	1978
	2 Years
	Completed
	Bridgend College

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



Appendix 2 - CV



Beverley Williams
Tel: 07818401989
Email: Skippy.77@hotmail.co.uk

Personal Profile
I am highly motivated and perform well working as part of a team or individually. I relate well with both customers and colleagues and thrive on working towards targets and deadlines. I am flexible in my approach to work and enjoy the challenge, I am quick to take on board any new procedures and implement them. I am an excellent team player with a can-do attitude. Some skills I have are Empathy: Demonstrating genuine care and understanding for customer needs. Adaptability: Being flexible and adjusting to different situations. Conflict Resolution: Calmly and effectively handle difficult situations. Attention to detail: Ensure accuracy in my work and attention to detail. Positive attitude: Create a welcoming environment for customers and colleagues. For the past 22 years I have been employed by Lloyds Banking Group and I finished with them on 19/09/2024. 

Qualifications
Food Safety Level 3 HSC E Learning. 14/11/2024
ILM Level 4 Diploma in Leadership and Management University of Wales Trinity St David Started 01/10/2024 – 30/09/2025 Ongoing.
L4 Certificate of HE Applied Leadership and Management University of Wales Trinity St David Started 01/10/2024 – 30/09/2025 Ongoing
NVQ II Customer Service University for Lloyds TSB     12/02/2004
BTEC Foundation Spreadsheets/Using Computers/Word Processing Bridgend College 02/01/2022
NVQ II Hairdressing/Barbering Afan College 01/05/1998
NVQ II Cooking for the Catering Industry Bridgend College 01/05/1978        

Employment History    Lloyds Banking Group
Customer Consultant. Data Subject Access Request/Call Requesting
December 2023 – September 2024
Check DSAR requests from customer 
Check support needs
Locate all calls the customer requested. 
Listen to all calls to confirm correct customer and the calls are regarding their DSAR request.
Collate any letters that need to be sent to customer and send calls via a disc or via email.
Outbound call customers to confirm the information that has been requested on the DSAR request.
Use Nitro Pro to edit documents. 
Input data into various databases with the correct information regarding customers’ details. 

Customer Consultant. Call Listening/Call Redaction/Transcribe Calls
February 2021 – December 2023
Listen to full calls that had potential fraud or martial disputes on them.
Any calls that had information not intended for that customer I had to redact parts of call.
Use Coral Video Studio to cut parts of the call.
Transcribe all calls that the customer had any fraud on or martial dispute.
Use Nitro Pro to edit documents and attach transcripts and letters.
Input data into various databases with the correct information regarding customers’ details. 

Bereavement Officer 
December 2020 – February 2021
Check all details on requests that were received for validation.
Amend any accounts from sole to joint or close sole accounts.
Complete all account information regarding a notification of a deceased customer. 
Arrange for any payments to be sent to Next of Kin via Chaps payment or Cheque.
Pay Funeral Charges if requested.
As well as working cases for the Next of Kin I also worked cases that would come in via a Solicitor.

Data Gather Complaints. Package Bank Accounts
December 2019 – December 2020
Gather screenshots from various databases regarding account complained about.
Worked CMC/Solicitor requests.
Check if customer had used any account benefits.
Update various databases with outcome of my findings.

PPI Customer Service Advisor
April 2014 – December 2019
Logging all new PPI Complaints that came in, Business, CMC and Personal Customers.
Dealing with any queries received from Claims Management Companies. 
Adhering to all banking guidelines and procedures ensuring the security of personal details.
Open incoming mail and scan and upload onto customer’s case and deliver mail to correct colleagues. 
Fos Relations Officer
April 2011 – April 2014
Logging data onto cases to comply with our SLA agreements.
Logging Acceptance, Closures, Final Requests and Internal View on cases.
Project work
Maintained my 100% quality checks.

Seconded Team Coach
March 2009 – April 2011
Develop and coach team to their full protentional.
Focus on delivery of sales and service measures.
Ensure all regulatory standards were met when coaching.
Ensure all advisors had regular coaching interactions and feedback.
Update coaching plans and records/prep for coaching interactions.

Seconded Team Manager
February 2007 – March 2009
Develop and coach 10 team members to achieve and exceed targets. We achieved 122% of net sales in the month
Drive building the business with gross and net sales overachieving set targets.
Monitor and give timely feedback.
Manage sickness and attrition. My attrition was 0% during my secondment. 

Telephone Banking Advisor
January 2001 – February 2007
Processing customers’ day-to-day banking requests and queries.
Meeting the needs of the customer by offering suitable products and services.
Providing first class customer service.
Ensuring that sales are maintained
Deputize in the absence of Team Manager.

Personal Interests
I like gardening DIY and spending time walking my dog. 
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