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This report will analyse the techniques and tools to develop a Personal Development Plan that aligns with organisational strategies, future planning and skills requisites for current job roles, highlight the need on an organisation to develop their workforce and define a personal development plan to support an individual’s career progression.
[bookmark: _Toc113107444]1. Critically assess the potential benefits to the organisation of developing individuals in the workplace.

The creation of an employee development strategy, when implemented correctly, can accrue multiple benefits to all organisation members. Developing skillsets, establishing greater knowledge and capability within individuals specific job roles and career pathways, whilst forging better workplace relationships. Benefits to the individuals include, building self-esteem, self-confidence as well as clarifying their professional identity (Kram,1985). Whereby, benefits to an organisation can influence their competitiveness, dependent on the knowledge acquisition of staff (Peter Ferdinand Drucker et al., 2007).
An employee development strategy is most effective when aligned to the wider business strategy, defining business goals and the learning interventions to foster success, the performance needs that relate to the business strategy, analysation of activities or tasks to complete job role specification including the behavioural traits needed to undertake the roles. (Freifeld,2016) Without a development strategy it can develop conflict and more importantly favouritism amongst applicants. Furthermore, this can hinder the dynamics within a team and subordinates unwilling to take direction from their counterparts that have been successful in gaining the promotion.  (O. Yang, 1996)[image: Diagram
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Source (Freifeld, 2016)
Research identifies significant benefits to staff development. These include increased productivity, additional specialist staff, less waste, less staff turnover and motivated employees job satisfaction, self-esteem and more confidence in management. (Olumuyiwa, 2012) Furthermore, Arthur (1994) and reiterated by Woods and de Menezes (1998) asserts “It facilitates greater obligation by employees towards the organization and, in turn, a willingness by employees to work hard to increase the organization’s effectiveness”.   
[bookmark: _Toc113107445]1.1 Recruiting new staff or developing current workforce.

Senge’s ‘Fifth Discipline’ introduced a theoretical approach to creating a learning organisation. Furthermore, indicating that adopting this approach would manage the success and development of an organization. (Senge, 2006)
Savardi (2005) proclaims that an organisations biggest asset is their own workforce, and it is crucial for the effectiveness of any organisation to invest significantly in their development reaping the return on investment for future years to come.
Both Savardi and Senge’s approaches assert the need for an organisation to invest in their talent pool; to further develop their organisation and promote internal career advancement, maintaining a progressive staffing culture and with an opportunity to create investment and commitment from staff. Combining their approach, an organisation can encourage a unified and knowledgeable workforce which can be difficult to replicate within new recruitment. Within my workplace, new recruits will be given a mentor to support them within their first few months to support with the transition, and to get an understanding of Gower College’s operations and how the continuous development is encouraged within the organisation to retain skillset and build a resilient and knowledgeable workforce.  
Teece (1998) maintains “the competitive advantage of companies in today’s economy stems not from market position, but from difficult to replicate knowledge assets and the manner in which they are deployed.” Indicating an organisation need to align their business strategies with the skillsets required ensuring job descriptions and staff knowledge and capabilities are perfectly matched. Failure to do so can impact financially on an organisation. Forbes asserts 40% of dissatisfied staff leave their job roles, whilst dissatisfied employees can cost an average of $550 to the employers annually. Investing in their development creates motivation, staff feel valued and trusted. Therefore, staff development is a critical part of assuring product efficiency (Craig, 2018). 
Investing in training and staff development can also contribute to the quality cycle of an organisation, assuring the relevant training meets new technology demand, legislation and compliance. However, ascertaining such external talent may not meet the organisations standard and further investment to training staff may be needed in a specialised field. (Mahapatra et al., 2012).
An article by Woolf (2021) indicates that 34% leave for career advancement and staggeringly only 29% of organisations have a learning and development within their organisation. Whilst investing in staff creates a knowledgeable and capable workforce, arguably, upskilling workforce can encourage staff migration. With additional skillset and/or qualifications staff can leave an organisation in pursuit of higher wages and promotion. The Society for Human Research Management (2017) assumes the loss of critical staff members to an organisation and the implication of recruitment can equate to 50-60% of staff annual salary loss when utilising recruitment agencies, advertising, and time undertaken for interviews. (Employee benefits remaining competitive in a challenging talent marketplace 2017). 
Investment of time from internal managers from HR and Heads of Departments can be a costly affair as stipulated in the above-mentioned report, with time investment comprising of agency liaison, applicant screening and shortlisting, temporary cover, interviews as well as conducting exit interviews. Therefore, it can be argued that there is a greater return in investing in current workforce development, outweighing the outlay to recruit from the loss of staff. However, Patel & Rana (2007) argue the expenditure of such costs can be reduced by suitable planning.
Whilst developing workforce can enthuse staff and create a trusting and effective relationship, there can be advantages to an organisation from an external recruitment drive. Attracting new talent gives opportunity to bring in new ideas and technical skillset borne from the needs of the organisation. Deloitte study (2017) claims the development of technical skills can take up to 2 years, therefore, it may be more cost effective for an organisation to buy in the skillset.
A further study by Deloitte (2022) conducted with their executive members, indicates that 2.63% state “work in their organization is currently being performed in teams or projects outside of people’s core job descriptions, 81% say work is increasingly performed across functional boundaries”. Doner et al (2019) asserts working in this manner can trap an organisations value and productivity by not utilising correct skillsets to undertake the job specification and thus creating an inferior product. Whereby sourcing human capital introducing external technical expertise would be a better solution. 
However, the negative side is that the cost of such technical skillset comes with a greater salary than those currently employed and undertaking the work. External recruitment is costly and time consuming. Developing relationships and culture within an organisation can also hinder the timeframe of ability to perform within their role adding additional cost to the organisation’s productivity. (Krell, 2015) This is reinforced within the diagram below in a survey undertaken in 2017 analysing employee benefits remaining competitive.
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As technology is progressive and job roles are ever changing, another consideration is that of an aging skilled workforce. whereby developing and recruiting new talent is a factor to be considered. Leicestershire City Council in 2021 developed a textile academy in partnership with Fashion Enter Ltd training centre in Wales “Leicester Fashion Technology Academy (LFTA)” ensuring the retention of the specialised skillset needed within the textile manufacturing industry highlighting the need for recruitment of new talent. (New Textiles Training Centre to Launch in Leicester, 2021)
[bookmark: _Toc456901517] 
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“Career management is coming to be seen as the individual’s own responsibility; ‘objective’ career paths are being replaced by ‘subjective’ careers which emphasise self-direction and personal autonomy”. Kidd, (1996).
Organisation staff development policies must have a clear aim to align with the specific job roles within an organisation. Planning development must consider current and future business demand and analyse current workforce profile. It must also evaluate skills gaps and identify any training requirements. 
In my current role within Gower College Swansea (GCS), to acknowledge current skillset and identify development needs. I have undertaken a skills capability audit and aligned with future and current demand. This has given GCS the opportunity to identify its current skills, and development areas. In undertaking this exercise, it has identified staff that have the skills to deliver other qualifications outside of their current delivery area. Enhancing the provision and capability measures internally within the organisation. This has allowed GCS to maximise its workforce to meet current demand. An analysis was also conducted to detect new career pathways and employment landscape for the next five years, furthermore, identifying new demand on external training provision by organisations. To meet that demand both recruitment and staff development is required.
To manage the expectations of staff, clear communication and constructive methodology should be implemented to ascertain the development needs to meet provision. Workplace trends and changes can play a profound part in skills and development, which will require appropriate staff development plans and planning. A. Shah, et al (2001)
To manage expectation 1:1 review’s, annually or bi-annually, are such methodologies to manage employees’ expectations. Setting performance management tools is an active measuring tool to assure alignment to job specification, set expectation requirements, monitor appraise and give feedback. Providing a solid foundation of structure assures employees of their importance, value, increases confidence, identifies weakness and enhances strategic awareness.  Giving set baseline aims and objectives as an evaluation method on performance. Messmer, M. (2004)
Involving the employee in the decision-making process of setting aims and objectives, has a positive reaction by employees on job satisfaction, team playing and productivity. S.Cervai et al (2013) Setting timebound measures in a SMART methodology, can develop the individual to grow within the role and to identify with its requirements and the managers expectations. Definitively, this has set boundaries for both parties to evaluate progression.  Within my workplace two objectives are set by the employee further encouraging employee participation and contribution and reinforcing their involvement is valued.
However, whilst the review can manage expectations, invariably they can cause conflict between leader and employee. Predominantly, the employee’s perception of performance against that of their manager. Robbins (1998) perceives conflict as a necessary factor to produce effectiveness which can encourage self-criticism, change and innovation. Moreover, Townsend (1985) asserts conflict is healthy and can create openness amongst manager and employee.
As part of the Gower College Review Process, career pathways within departments are factored into the review process, with employee developmental needs considered. One key question asked is “where do you see yourself in 2 years’ time?” This allows factoring of skills gaps and training needs within the continuous development process. It is the managers role to ensure these align with future needs and strategic planning of the department and are not qualifications that benefit the individuals to then migrate to other organisations, at a cost to the college both in training and recruitment. An aspect initiated by the college within their staff development policy is the recoup of outlay from the employee should they leave within an 18-month period of receiving training. Setting commitment from the employee and organisations stance clearly defining expectation management.
[bookmark: _Toc113107447]3. Critically evaluate development vehicles available to an organisation appropriate to the development needs of the individual

Growth models and strategic planning are the access to developing an innovative and skills rich workforce. Greiner 6 phase growth model reflects an organisations interpretation on development of business productivity and alignment to skills requisite. (Greiner et al., 2016)
As defined earlier in the report, the alignment of growth within an organisation must factor the everchanging landscape in technology, skills demand, individual and departmental needs. However, it is paramount to realise the financial expenditure of training obligations to an organisation.   Hierarchal structure within an organisation outlines the development structure in which to invest corporate financial and management investment. An article regarding high growth firms indicates there are no differential divide between small and large firms, the commonality remains to be financial investment on development as one of the key factors, together with human capital. (“High-Growth Firms and Employment,” 2000)
Development needs of an individual can be defined through an organisational structure. Whereby a tier/tower organisational structure offers individuals more opportunity for promotion across the layers of the organisation, However the inclusion of several managers can obstruct vertical communication lines. In contrast, a flat structure can determine little progression pathways but can offer quicker communication routes, nevertheless, bares greater difficulty on managers to effectively line manage large quantities of staff.
Within my organisation, the department organisational structure follows a flat structure with significant line management of the External Funding Manager to are advantages in realising a structured approach in developing team members. As the department and teams have grown, this has not been equated into the structure and has maintained a flat structure approach to its own departmental growth and would have benefitted from undertaking Greiner 6 phase growth model. The static structure put increasing demand on the manager and time consuming when carrying out annual reviews which could take up to three weeks to complete. (Appendix 1) GCS department management would not benefit from Taylor’ management theory (2012) which is set with a scientific approach to developing individuals, however, the introduction of Fayol’s (1999) management approach  is greater aligned to the departmental organisational structure. Given the demand on the manager, a clear understanding of division of work, command and unity of direction would add resilience and clear communication. (Frederick Winslow Taylor, 2012)
Skills are an important part of any organisation and is paramount to the economic growth. Research states that GDP rises when there is a higher skillset within their population and is more likely to have long term sustainability. (Hanushek, 2017). The current worldwide skills shortages are largely due to the technological changes and advancements and contributes to a shorter shelf life of skillsets. Furthermore, it also influences organisations to put more emphasis on developing employee skillset.  J Meister. (2001)
Vehicles for development are seen in gaining traditional accredited qualifications such as NVQ’s with varied levels and applications such as certificate, diploma and award. However, whilst the qualification evolves and are re- written to mirror industry and future employability avenues and re-accredited in alignment, the same can be said regarding the delivery methodology. In current times, post pandemic, colleges and universities have adopted e- learning and blended learning products. The flexibility this offers can be aligned around employees’ timetables or in and around their work commitments. Nonetheless, this does not fit all and has been the platform for delivery by Further Education and Higher Education Institutions for full time students and part time students. Predominantly, they are rigid in format and allow very little manoeuvre for in-work development opportunities without consideration of releasing staff which has a negative impact on productivity and finance of an organisation. (Eilström & Kock, 2008)
Albeit the traditional qualifications are the most known format of professional development, in modern times these have evolved to consider government funded apprenticeship programmes. Whilst these offer employers’ flexibility to improve workforce development, difficulty can lay with releasing staff to undertake a lengthy qualification, which can reduce productivity, and the requirement to back fill staff to ensure continuous production/activity. Benefits to the organisation are fully funded programmes, however, larger organisations must pay an apprenticeship levy contribution. Some employers maximise this to their gain, whereby others are not aware of how to benefit from this contribution, or how to access the apprenticeship programmes. Organisations therefore do not always reap the cost benefit from utilising such a development vehicle. M.Kuczera (2017). 
Qualifications for an employee can expose them to new opportunities to progress through an organisation through gaining Degree’s and Higher Education qualifications. Conversely, other avenues can be included as vehicles, conferences, webinars, and industry placements, which can impart technical knowledge to assist in the practices of an organisation. The value of these should not be underestimated as they can include areas such as new practices, procedures, legislations, and technology. Each can play a significant role in developing employee’s and to impart best practice methodologies to an organisation. Furthermore, this information can be disseminated to other staff members, reinforcing relationships and building knowledge and skillset, whilst supporting the individual’s self-motivation and goals. (Sanders et al., 2020)
Regardless of the avenues available to progress development, commitment from both the employer and the individual is needed to ensure qualifications are obtained. They should reflect the individual’s pathway to progress within the organisation. All too often an individual can request a qualification or pathway, which is irrelevant to their role or progression pathway. Managers also have an obligation to direct staff in the right line of travel for development. “A critical success factor for effective training needs analysis is the need for learners to be honest otherwise the learning and development opportunities will not be as effective” Tennant et al. (2002).
[bookmark: _Toc113107448]4. Generate a detailed plan to meet the identified development needs of an individual in the workplace and the management of performance

“The question to ask is not “how bright is the individual?” but “how is the individual bright?” Grant (2002).

[bookmark: _Toc113107449]4.1 Approach and techniques to manage learning and development

Methodologies to analyse learning and development needs of an individual can take several forms or tools. Undertaking a training needs analysis, performance assessments of task completion or annual/biannual review. Another technique is evaluating the individual’s knowledge and experience against the job role descriptors. Executing one or more method identifies skills gaps, areas of concern or weakness as well as competency to fulfil the requisite of the job role, such as IT skills, communication and effective team working. Vital commodities to consider, is the alignment to the organisation’s objectives, its future and opportunity within the organisational structure for career progression. Important to remember when analysing or preparing a development plan is that continuous professional development is unique to everyone. Exchanging facts, opinions and ideas with an individual open’s communication and engagement, enthusing the individual in understanding their needs. Establishing baseline information determines the best form of learning and development for the individual. (A.Ching et al 2016) 
[bookmark: _Toc113107450]4.2 Continuous Development Needs Analysis 

All individuals vary in ability a development structure may not fit all therefore undertaking an analysis allows for a specific development plan in relation to that individuals needs and determined skills, knowledge and qualifications in the application of their progression routes and job requisite.
At GCS there is advocation of professional development with several training courses being independently offered across the organisation, in addition to personalised development plans. Within my role managing a large team, incorporation of development begins within the probationary period, whereby staff are set timebound objectives to undertake the numerous organisational e- learning portfolio in relation to the wider organisational operational compliance demand such as equality and diversity, health and safety etc. Independently of this, following the successful probationary period an analysis of on-the-job needs is undertaken. An administrators route for progression may be to become an External Funding Manager, which has greater skills needs. One individual wanted to progress into such role, and we undertook a swot analysis to determine the strengths and weaknesses (Appendix 2)
Following identifying weaknesses, a personal development plan based on the GROW model was established, to meet the request to be considered for promotion and Underpinned with SMART objectives gave ease for monitoring and performance management. (Whitmore, 1992/2017).  Whilst an option to use Tookoian’s four assessment model would have given opportunity to Diagnose, Inform, assess the summative final element of the model would be too rigid in its format for this role as funding is not guaranteed and therefore, as the timeline for undertaking the personal development was outlined at 5 years, there was no guarantee the role would exist, therefore Whitmore’s model was better aligned in this instance. (Tookoian, 2018)
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Source – Personal Development Plan – MH GCS
In essence, this formulated, in part, their continuous development cycle. It established a timeline of progression and the skills needed to fulfil the role of External Funding Manager in the future, meanwhile supporting sustainability and succession planning for the organisation (Appendix 3) 
[bookmark: _Toc113107451]4.3 Monitoring and performance management

Gibbs (1988) and Kolb (1984) based their learning cycles on reflective learning, whereby Revans (1998) introduced a formula model to outline learning commodities.
L(learning) = P (programming) + Q (questioning)
The Ravens format can be seen in my workplace review methodology whereby learning is outlined, structure and given opportunity for feedback from both parties.
To complete the Continuous Development Cycle, there is an obligation for the Manager to monitor and review progress. In the instance of the empirical example this was implemented during their annual review and as part of the managers involvement with their course assessment reviews. Two-way discussion during the annual review (Appendix 4) process gave opportunity for feedback on progress, key performance indicators reviewed with a consideration for realigning if necessary and timebound milestones not achieved for various reasons. From the employee’s perspective can also add a platform to request additional mentoring from their manager. Additionally, it is an opportunity for the manager to outline, if necessary, where improvement on performance is necessary to meet the job role demands. Not meeting such objectives can impact on career development and be costly to an organisation if accredited courses are being undertaken at the cost of the employer and employees are not meeting assignment deadlines, achieving the standard of work required for the projected career.
Within the empirical example the individual hadn’t performed as well as expected within the milestones and objectives set within the personal development plan. With that said it highlights the managers need to manage the individuals’ expectations. During the annual review gave an opportunity to reassess the career pathway chosen by the individual. Though no conflict arose in this instance the intervention of closer monitoring was chosen by both parties to support the individual to continue to progress showcasing the managers support by closer mentoring. 
The organisations investment in time, resource and training costs has been retained by the implementation of monitoring tools. Retaining the investment already outlaid with this individual.
[bookmark: _Toc113107452]Conclusion

It is apposite for an organisation to appreciate development can grow productivity and realise sustainability; however, it may not be a cost-effective tool to grow skillset from an external source. Developing internally can grow relationships and teams strengthening the core of an organisation. Whereby individuals already understand the organisation’s direction, obligations and strategy for growth and prosperity.
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SWOT Colleague MH


	
STRENGTHS

· Reliable
· Versitile
· Leadership Qualities
· Accuracy


	
WEAKNESSES

· Emotional
· Self-Critical and Highly stressed
· Autonomy and ownership of task not delegating
· No ability to multi task or see the whole picture of the task in hand





	
OPPORTUNITIES
· In House progression within the team
· Staff Development Programs
· Deputising in Meetings



	
THREATS
· Project Closure
· Workload
· Family commitment may mean returning to her own country
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Job Description
	
Post:
	
External Funding Manager


	
Accountable to:
	
Head of Research and Funding 


	
Areas of 
Responsibility:

	
· Manage the External Funding team
· Monitor and report on external funding project activity
· Management of Project risks, including the development of contingency plans and sustainable post-Project exit strategies. 
· Manage the project’s  financial Management Information Systems  and records and to ensure essential information is recorded and disseminated to audit requirements




Job Focus
To take full operational responsibility for all external funded applications and their corresponding review and audit of all claims.


Develop robust systems and procedures to ensure project outputs are achieved.

Key Accountabilities

· Responsible for the overall management of the Colleges Externally Funded projects ensuring that the project delivers its key objectives, meets targets, and delivers within budget.  
· Oversee financial record keeping and returns from partners and monitor financial returns against partner budgets including annual audit visit to partners premises
· To be responsible for the aspects of budget monitoring, project performance management and compliance.

	

Providing Direction

	
· To provide leadership and direction to the External Funding Team.
· Provide direction in establishing partnership bids with other institutions in Wales and other parts of Europe.
· Ensure that the External Funding Department has the necessary systems, procedures and information for completing Monitoring returns and claims.
· Overseeing the activities of project partners and external delivery agencies.
· Co-ordinate the activities carried out by the project partners, 
· Ensure College procedures are followed in respect of purchasing, certifying, invoicing and payment
· Prepare financial output data for WEFO and other funding bodies
· Represent the College at relevant meetings, events and Task Groups as directed


	
Facilitating 
Change
	

· To lead on developing a culture of continuous improvement in external funding activity.
· Provide training, advice and support on financial procedures to relevant people within partner organisations
· Ensure that all recording, monitoring and data collection and storage meets with all relevant Funding body regulations.
· Ensure that all project activity and financial administration is eligible and meets all relevant funding body regulations


	
Working with People

	

· To establish joint partnerships bids with other institutions in Wales and other parts of Europe to meet the regional, national and international agenda.
· To communicate with staff regarding external funding opportunities.
· To manage and develop the team and to carry out effective reviews to enhance performance and address unsatisfactory performance.
· Engage staff and communicate in the most appropriate manner regarding external funding in a suitable way.
· To develop and maintain key inter-departmental working relationships with Finance, MIIS and HR
· Provide first line support for partners on financial matters  and to advise partners on eligibility of expenditure
· Prepare material for audit and work closely with auditors as and when required
· Ensuring good communication between the Project and all relevant external agencies.


	


Using
 Resources

	
· To maintain a computerised databank of project aims and objectives that can be used for tender submissions. 
· Develop appropriate resources needed to ensure compliance with externally funded contract activity.
· Prepare and submit reports, including project output reports, grant claims, etc.
· To provide monthly reports on activities and income to Head of Research and Funding 
· To manage the upkeep of accurate documents reporting the financial activity of the external funding activity. 
· Monitor and analyse expenditure against budget and provide reports for the Project Manager as required.


	Achieving Results
	
· Ensure that the External Funding Department has the necessary systems, procedures and information for completing Monitoring returns and claims.
· Ensure procedures relating to finance are adhered to by all partners and that relevant information is captured and recorded

· Liaising with MIS, Finance and other relevant departments to ensure systems are in place for tracking and recording beneficiary and financial information.
· To maintain and develop financial and quality audits systems for all external funding programmes
· To ensure the Project Manager/s comply with audit requirements. 
· To monitor progress of all externally funded projects.
· To prepare, review and audit all claims for external funds.
· To ensure that all financial claims are submitted within the appropriate timescales.


	
Self &
 Personal Skills
	

· Participating in an annual staff review and identifying support and development needs.

· Attending relevant staff development activities.

· Updating of professional skills and business experience.

· Updating professional, teaching and training qualifications where appropriate.

· Joining professional bodies where appropriate.

· Keeping informed of current educational and professional initiatives.




Please note the following:

1. This description is not intended to establish a total definition of the job, but an outline of the responsibilities you are expected to undertake.  From time to time you may be required to undertake any other duties commensurate with your level of responsibility.  

2. This is a description of the job as it is at present constituted.  It is the practice of the College periodically to examine employees’ job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  You will, therefore, be expected to participate in any discussions relating to Job Description change.

[image: C:\Users\z.gallagher\AppData\Local\Microsoft\Windows\Temporary Internet Files\Content.Outlook\M4VQECV3\ESF as of 01.09.15.jpg]           [image: Logo for web and social media]

Person Specification – External Funding
Manager

In your application you are asked to address only those criteria labelled A. These will be used to shortlist applicants; they may also be explored at interview and in assessment centre activities, if appropriate.  Criteria labelled I will be explored at interview and in assessment centre activities.

	
Criteria
	Essential
	Desirable
	Method

	
Qualifications
	
· NVQ at Advanced/ Level 4 in Business Administration or equivalent.
· Level 3 (GCSE Grade A-C) or equivalent Maths and English qualification.
	
	
A

A


	
Knowledge
 &
 Experience:

	
· Experience of External Funding Programmes
· Experience of budget monitoring, project performance management and compliance of Externally Funded projects.
·    Experience of managing European projects.
· Experience of European bidding and claim requirements.
· Experience of audit requirements of European and other externally funded projects.
· Experience of project costing and financial management.
· To be knowledgeable of the requirements of all European funded programmes
	
 
	
A/I
A/I

A/I
A/I

A/I

    A/I

    A/I

	
Skills &
 Abilities:
	· Good working knowledge of the following: Word, Access, PowerPoint, Excel, Internet and email. 
· Excellent record keeping skills. 
· Excellent attention to detail. 
· Excellent interpersonal skills. 
· Ability to work under pressure. 
· Ability to prioritise workload to meet deadlines.
· Excellent organisational skills. 
	
	A/I


A/I
A/I
I
A/I
A/I
A/I

	
Personal
Attributes:

	· An ability to communicate clearly and confidently with a wide range of people. 
· Takes pride in ones work.
· Commitment to quality
· Self-motivating and able to work on own initiative.
· Must be able to work under pressure and keep to deadlines.
· Must be able to manage and motivate a team
	
	A/I

A/I
A/I
A/I

A/I

A/I

	
Special
Requirements:

	· Hold a Full Driving License
· To be IT literate-word processing, database, spreadsheet.
· To have use of own car at all times.
· Must be flexible to work unsociable hours when deadlines require 
.
	· Welsh Language Skills – Entry level (see detailed Language Level Descriptors attached).

	A
A/I

I
A/I



A – Application Form	
I – Interview 	
WRE – Work Related Exercise
	


[bookmark: _Toc113107457]Appendix 4 - Source GCS – MH Employees annual review:

Employees Information:
	Employees Name
	MH
	Review Period
	2021

	Employees Number 
	12354
	Date of Review
	8th February 2021

	Department
	External Funding Unit
	Position
	Project Administrator



	Ability to accomplish tasks

	MH Works efficiently in the main and undertakes several tasks under her own initiative. However, this does need reviewing as she works using a kinaesthetic approach and this therefore takes up other time. Time Management has been a specific weakness this year in meeting set deadlines. This is an area we have discussed at review, which will now be monitored through task and finish workplans weekly. 

	Goal Achievements

	MH had specified a desire to aspire to the role of External Funding Manager in the future and a personal development has been created to support with this request. Monitoring of this plan will be seen further in this review

	Suggested Areas of Improvement

	MH should further develop her skillset in order to achieve her goals Over the next 5 years we will implement a series of interventions and training to support her.
· Introduction to wellbeing coach 
· Adopting coping mechanisms with stress
· Undertaking team leading/supervision training

	Demonstration Of Core Values

	MH constantly has a professional approach, demonstrating her ability to understand the core values of the college. Projecting her professionalism to undertake this with in her day-to-day practice encourages others within the department to do the same. MH appears as a role model to others.

	Personal Development Plan Monitoring and Assessment

	In review of the Personal Development Plan MH has made strides in adopting the mechanisms to manage some emotional outbursts, however, in contrast she is falling behind in her Team Leading apprenticeship. MH has not submitted many modules in the past year and is likely to go over the tutorial deadline. In order to support her in achieving this a scheduled meeting with her tutor, myself and Maddie needs scheduling to address her learning objectives and resolve.

	Additional Comments

	MH has the potential to move forward within her professional career pathway internally. Undertaking some of the areas highlighted in this review, will encourage confidence and allow for ways in which to cope with the departmental pressures and maintain her professional studies



	Reviewer
	Position

	Medi Williams
	External Funding Officer
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