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Introduction
1.1   Own learning style(s) and the learning style(s) of another member of the team
After completing 3 basic tests, (Dantec, Honey and Munford and Vak) I found that all result's varied. Dantec was completed first where a list of questions was undertaken, the results were organized into 4 categories (CE Concreate Experiences, RO Reflective Observation, AC Abstract Conceptualizations and AE Active Experimentation). The result of the questionnaire was then display into a personal kite diagram allowing me to visually see where my learning style would stand. The next step indicated what kind of person I was by breaking you into 4 quadrants type 1 –4, (Feeling, Introvert, Thinking and Sensing).
When reflecting on what type of learner I was, I fell within the type 4 quadrant showing I would be a Dynamic Learner. Although my results match at 21 on both CE and AE. I do Agree with some of the results but had traits of many of the other quadrants. I found the Honey and Mumford Learning Style a little straighter forward, after answer 80 questions ,4 set of results were then displayed (Activist Reflector, theorist and Pragmatist) My results showed a very close score between 3 of the learning styles. The third style was Vak , a multi option questionnaire which resulted in breaking you down into 3 types of learners ( Visual ,Auditory and Kina esthetic) there was a clear winner showing I was a visual learning. On examining my Team members results, they clearly showed a strong difference I looked at Honey and Mumford results first there was a clear winner as a Theorist with a high score of 16 compared to the others. The results of the other 3 were very much the same in value, showing he had many traits of the other styles. Secondly, I looked at his results for Vak unlike my results he had 2 of the 3 at an even result. I have come to the opinion that these tests are a good guideline when looking to manage individuals within my team. it allows you to understand the individual and realize that all learning styles are going to be very different so you can produce a structure for the individual going forward. It also lets you understand what type of person you are working, and they can fit in to the team.

	
	

	
	


1.2   	A simple technique for identifying own development needs and the development needs of another member of the team 
By identifying my personal learning technique, it has allowed me to understand the development needs of myself and of my Team Member, my first step of action and tool I would use would be the Swot analysis. (please see below)
Swot
	Strengths

Persistence
Passionate
Strive
Open Minded
	Weakness

Easily swayed
Settling
Progression
Self-Doubt


	Opportunity

Career Progression
New Skills
New positions
Growth
	Threats

Lack of Knowledge
Age
Gender
Confidence



Team Member
	Strengths

Calm Under Pressure
Creative
Realistic
	Weakness

Fickle
Inpatient
Don’t take things serious enough


	Opportunities

Career Progression
Learning New skills
Better Equated 
	Threats

How much am I enjoying the job
Time management
How the work place is doing 
(jobs loss



By looking at both analysis you can see there is a complete difference in what both have shown, this is where we can now understand or come up with a Short / mid or long-term plan as how to overcome the weaknesses. We can identify things we can change, and things we cannot change, we are in control of our weaknesses but most of our threats are not in our control.  By following a conversion strategy this will enable Weakness to become strength, strength to become opportunities and threats to become opportunities. By looking at the Tables we can now decide what we need to concentrate on, we can decide what tool we need to use and understand what barriers will get in our way.

 1.3   Barriers of Learning

Within the learning process you will always come up against barriers, some of these barriers could be personal some work related, both work related and personal on many occasions feed off each other. The barriers that I struggle with may differ from those of my team member I have broken down my team members and my barriers we feel we come up against. 
My personal barriers I struggle with.
My Age -Obviously being 43 being in management I know there will always be a younger generation keeping me on my toes, keeping this in mind it follows on to the next barrier, Lack of Knowledge - not having the right knowledge and tools to go forward with This could lead to struggling to help myself and team members. Confidence issues – On a one to one basis or in a team I am very confident but struggle immensely if I must speak in front of strangers. Child care – My youngest daughter is still 11 and as a single mum sometime struggle with child care. Learning Disabilities – spelling grammar having to double check everything twice and not understanding certain things or know how to get it onto paper.
My team members Barriers
Other work Commitments – Working full time and trying to fit things in as a bread winner of the household this can be very difficult to manage especially if the hours are very long trying to learn on top of this could be a problem. Travelling – having to drive long distances to get to your classes gain is very time consuming when you have a limited amount of time to fit things in. Computer skills – Lacking in knowledge of how to use a computer or any of its software this can be frustrating and again take more time than needed. Time management – due to other commitment like children and family my team member feels he has no control over his time.   
Looking at all barriers its clear to see that one person's barrier could mean nothing to another and how important it is to understand the needs for example as a single mum my child care needs are greater than that of a family unit with mum dad, and close aunts and uncles where as being able not to drive is a massive obstacle as you have to rely on public transport. Looking at both My personal barriers and that of my team members it is clear to see that each barrier runs into the next. When looking at this as a manger it gives you a structure of where to start ad how to overcome this.

1.4   Overcoming Barriers
Overcoming the barriers could be tough, in my opinion I think the best way is to start with is to work out a strategy, I believe this can be achieved by asking yourself or a team member number of coaching questions. For example, 
What is the biggest barrier facing the course?
What external barriers do you face? – travel, child care – health issues 
What internal barriers do you face? - Time management Confidence – Listening skills
 Get your team member to answer and then ask more coaching questions by not given them the answer or solution but by guiding them into finding a resolution themselves. By asking these questions you are helping your team member and you to understand the barriers this hopefully will enable both of you to flow from barrier to barrier overcoming the objections with each one. Whatever my or the team members barriers are, there are lots of support available from family and friend to other team members, your tutor who will no doubt have been guiding you and will more than understand as they have been there themselves, student support services and many more. The main thing to always keep in mind is to tell people because if we don’t know we cannot help each other overcome theses.


1.5   Analyze learning and development needs for yourself and one other.
Looking at myself and my team members development there are many ways in which I feel I need help with the learning process, I need to look at the current level I am on and the level I wish to achieve and identify the gap to enable me to achieve this. There are several different avenues in which I believe will close the gap and help us to understand our options. Looking at the swot analysis, I can see there are things I can change from weaknesses into strength. For myself I believe that progression is currently holding me back. Within my company working part time has stopped the level of progression I need to climb the ladder. By looking at the situation I need to find a solution to enable me to become full time. I need to ask myself How will my child care get covered? Who can help me when I'm working these extra hours? By looking at these options and then creating a plan I believe this weakness can turn to a strength. Another threat would be Lack of Knowledge it is not enough to try to just get by, from reading a book or squeezing an hour or so training once a week, or even relying on the knowledge and skills I currently possess, to enable me to progress I believe I need to continually learn and keep ahead of the game. Things change so fast and by just doing the basics for example reading a book or trying to upskill myself this will not make a difference I need to go further and enroll myself into a course, this will give me a deeper guidance and a solid qualification at the end.  This will also allow me to keep ahead of my competition I believe with a plan in place this weakness can now move into a strength and eventually an opportunity enabling job progression. Looking at my team members Swot analysis one of the weaknesses was not taking things serious enough , when looking at this from an outside point of view although he feels it’s a weakness this could be a strength as well , by having this trait this could certainly change certain situations and help certain problems , for example say he was a fire fighter , this job is immensely stressful so having the ability to turn something into a lighter situation cannot just help himself but also help the team mates and by taking the stress out of the situation it allows a clearer mind to make a decision personally I see this as a strength. Time management is also a threat to him, as a manager I may look at what his job entails, what are the current duties he must achieve within a week work? How can we break this down? An easy tool to use would be Stephen Coveys Matrix, below you can see how this will help priorities how to break things down.


	
	Not Important
	Important

	Urgent
	Not important but urgent


	Important & Urgent

	Not Urgent
	Not Important & Not Urgent


	Important but Not Urgent



By controlling the time management, a plan could then be put into place to enable my team member to take control, allowing delegation and sharing of duties and freeing up vital time.
After looking at both swot analysis there is a clear understanding that this process is a easy efficient way to help with the learning process and help to turn everything into a strength and eventually an opportunity.

1.6 Identify support mechanisms for yourself and one other.
After identifying 2 option for both myself and my team member I feel the next step is for us both to understand what we need to do enabling us to get from the current point to the desired point. By understanding the gap analysis, we can neutralize the weakness with the conversion strategy. The first Support mechanism which I may use would be the GO MAD tool, by completing this it can help break down how you are going to get to desired point, you need to act and have a clear goal in place, by completing the GOMAD map the following questions will need to be answered.
What do you want to achieve? I want to complete a course this is a very straight forward answer but it's to the point I want to complete a course.
How are you going to achieve it? To achieve my goal, I will need to go to every lesson by not doing this I will fall behind I will need to complete every assignment otherwise I could fail I need in touch with the group for discussion and help me and for me to help them.
Whose responsibility is it?   Mine, its nobody else's I want to achieve this goal.
Who will help you? Tutor for guidance and knowledge, friends for listening to me moan and stress, Family for helping look after the children when I need to study a caring boss for letting you have time off to catch up and a Team member for just supporting an knowing they have a similar goal. 
How much do you believe? Rate yourself belief, I believe I'm a 7/10 this will be a good outlook for when you look back once you have achieved your goal.
Why do you want to achieve this? To better myself or future opportunities this could give you the job role you wanted, by putting everything you can into achieving it
How will you plan and prioritize? By making a learning schedule, getting a study area you can retreat to so you can just get on with things, making sure I fully attend and not miss a session and submitting assignment's on time. 
How will you achieve this goal? By following all of the above points and structures and putting everything I can into achieving it.
By completing this map both myself and my team member have a guidance and understand of what support mechanism we can use, there are several additional tools we can also use, for example Social media, we have so many groups like WhatsApp where we can discuss and use this to keep in touch with many team members to ask question and just even help each other out. By looking at the support mechanism, it gives a sense you have backup when trying to learn how to learn. I also think the next step would be to make and plan of action to put things into place 

1.7   Prepare a development plan to achieve a learning objective.
 By looking at the previous outcomes I believe myself and my Team member next option would be to devise a plan to achieve the goal. Smart objective would come into play as this will allow us to devise a time line and plan . 

Smart Objective for myself would be as follows 
I want to enroll on a level 4 course to improve my lack of knowledge and enable me to qualify with a level 4 dual certificate, I can do this by attending once a week for 3 hours at Tredomen Business center and this will take me a year to complete.
We now need to put this smart objective into a personal development plan.
 
	What
(Description)
	When
(Timeline)
	Resources
	How
	Success
(Destination)

	Enroll on a course
	1 Year
	Pens/Paper
	Course
	Level 4

	
	
	Computers
	Dedicate study time
	

	
	
	Time
	Books and software
	

	
	
	Vehicle
	Tutor
	

	
	
	
	Study area
	



My Team members Smart objective would be as follows
Team member wants to become a senior manager to enable him to move up the job ladder, it will take 6 months to secure the position and need to attend additional training every Wednesday for 2 hours on how to progress to this.

	What
(Description)
	When
(Timeline)
	Recourses
	How
	Success
(Destination)

	Senior management Training
	6 Months 
	Vehicle
	Tutor
	Becoming a senior Manager

	
	
	Computer
	Current skills
	

	
	
	Time
	Dedicate time
	

	
	
	
	
	

	
	
	
	
	



So by looking at both the Smart objective and visualizing the Personal Development plans my team member and I now have a good understanding of the course of action we need to complete to enable us to overcome our objectives.  

1.8 Methods to useful monitoring and development for you and one other.
By using the Personal Development Plan methods its clear to see we now have a strategy put in place. This strategy now needs to be carefully monitored to enable both plans are a success and the goals set out will be achieved. However, to enable success with this, ongoing monitoring is necessary, if we do not keep up with this, we could find that the plan does not work, and we will not achieve our end goal. There are several ways we can monitor a plan instead of just looking at the end goal we can take bite size pieces to achieve this? As shown my end goal will be to achieve a certificate Level 4 but how am I going to get there? What do I need to do? From first step to enroll on the course, so let's just take Module 1 as an example. I need to make sure no objections come into play, Sickness can make you miss a session if you miss one session it's easy to go down slippery slope and miss a few others, there then will be no way of submitting an assignment as you have missed all of the information you need, so by monitoring this firstly you can overcome the and complete  part of your goal. Lack of child care again could also play a part, so you need to go back to your support network and get help but also as we said previously look at your GO MAD map this will help you remember support mechanisms. Looking at my team member Time management was a large barrier, what if he could not complete the first module due to understaffing at work, maybe lack of transport, only having their children on a certain day. These objections if shared may well be overcome but could easily lead to falling flat at the first hurdle. So, my understanding it is vital to may within the Personal Development we also give ourselves small little plans to achieve the result.





2.1 Complete a Job application with cover letter.

Please See appendix 1

2.2 Create a Job Focused Cv 

Please see appendix 2

2.3 Reflecting on recruitment interview process and techniques.
On reflection I found there were several things to learn. The process was to identify the job you wish to apply for, fill in the application, attach a cover letter and a C.V. and then hopefully you get an interview.  Currently, I find this to be a long-winded task from both an employee's point of view and employer.  As an employee you need to really sell yourself, you are a brand, so you need to be marketed.  This is very hard to do within an application form I believe it shows no personality what so ever and understand why employers may not want to recruit this way. A cover letter and c.v. were then sent, this allowed to show a little of the personality but again by reading off paper an employer can never really get a true reflection of how the employee is. In my experience I found the best job application that I have applied for did not follow the above process at all, firstly a telephone conversation was had , this gave me an idea of what was expected it also allowed me to ask few questions about the roll , from an employer's point of view  I believe this is a quick and easy method as to gauging if you would then like that person to comeback for an interview or they are just not what you are looking for , I believe it shows a more honest result and give a truer reflection of whom the employer wants to employ. Once the telephone interview was over, I then was invited in for a Face to face interview, preparation for this was vital. Obviously when going to a face to face interview you must first decide what you are going to wear you must dress to impress, personally my option who be of a smart trousers and shirt, this is not to informal but feel it shows the employer I am serious about this position they are offering , from a employers point of view if I was to turn up with hot pants and high heels I'm sure I would not get the job. First impressions are vital in life not just in a job interview. Preparation continued by then finding out what the job entailed, what the company did, how they stood within their industry I felt this was very important as if I understood the business, I could include this in some of my questions to the employer and maybe even impress them. From an employer's point of view if I did do my ground work on the company, they would be impressed that I knew these things or understood their internal processes. T
The interview itself I felt I managed to answer all the questions to the best of my ability and kept a calm outlook when the employer threw some awkward question in the mix, I believe they do this so they can see how you react under pressure. 

From all the recruitment process if I was to recruit for my job role factors, I would need to take into consideration, Employees will be working on the phone, will not need to be shy and quiet, will have confidence and be able to fit into a team .There are many other factors the list could go on. If I was to design, my own recruitment process I think I would follow the following structure 
Offers a job description with an online advert
Get candidates to apply by online C.V.
Ask for a skype interview this will then give you a visual of who the person is and how they act, you can tell a lot from the body language 
If I, then Thought the person was right, I would offer them in for an interview.
On reflection I think it is very hard for the employee to pinpoint the right person for the job.
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Appendix 1

Creditsafe  - Candidate Application Form

Application for Appointment As:   
 Team Leader___________________________________________

This is the first stage in the selection procedure for Creditsafe. This part of the assessment is based on the information which you provide below.  It is important, therefore, that you include as much information as possible about yourself and what you have done.

Section 1: Personal Details 
	Surname:      Victoria Lee Ryall

	
Address: 27 Redbrook Avenue, Trethomas Caerphilly, Cf83 8DB
                     
Home N/A

Telephone: Mobile:0785 464492

Email address: emilyad1@live.com


Please tick the relevant box below and supply additional information where required:
YesNo
Have you previously applied for a position _________No_________________
with Creditsafe or Marketsafe?

Are you related to anyone who            ______No_______________________
currently works or previously worked 
for Creditsafe or Marketsafe?
Section 2: Education- Please give details of your SINGLE HIGHEST qualification.
	Dates
From/To
	School/College/University
	Details of examinations taken, major subjects studied and results

	20012 - 20014


	Level 2 hairdressing
	Distinction



Section 3: Employment History
Please give details of your employment history, starting with your current/last employer (continue on a separate sheet, if necessary):
	Date
From/to
	Employer Details
Name, address and nature of business
	Position Held And Main Duties
	Reason For Leaving

	2004 to date
	Creditsafe Business Solutions






	Telesales 
Assistant team leader 
Trace Id Specialist
Winbacks Manager
Account manager 

	Looking for a management oppotunity



Section 4: Competency  

Please tell us about yourself, your experiences, your skills and your abilities in this section. We would like you to give real world examples of when you have demonstrated:  

Consistency (regularly performing to a high level)

I have been in my most recent role as an account manager for the last 7 years I have consistently hit my targets over the period of 104 % plus exceeding basic standards.

Motivation (What drives you and makes you want to get up in the morning)

My Children are my main drive, I get out of bed to pursue a good life to give them, so work need to be rewarding have good incentives but also like a challenge. 

Persistence (Not giving up)

I am very Persistence, if somebody says I cannot do something I will prove them wrong, if I come across barriers, I will find a way to overcome them I'm not a quitter.

Being a team player

 I have worked with a team environment for 14 Years I believe a team is a united front a family even, although I can also work on my own, I think my skills and talents work best with the team.

Building a rapport (developing a relationship)

People buy people I'm a big believer in that, you need to mirror the person you are talking to or meeting with its one of the best skilsl I hold.





Section 5: Legal - Please tick the relevant box below and supply additional information where required.

	

· Has any judgement been made against you in a civil court which currently remains unsatisfied?
	YesNoIf yes, give further details
[Symbol][Symbol]___________________no_____
______________________

	· Have you ever been convicted of an offence, including motoring offences, or is any charge or summons at present outstanding against you?

	[Symbol][Symbol]______________________
____no____________________
________________________


Do not include parking offences but please supply information on all other offences 

Note:  You are not obliged to disclose any convictions regarded as ‘spent’ under the provisions of the Rehabilitation of Offenders Act 1974

Section 6: Statement: I confirm that, to the best of my knowledge, that the information given on this form is accurate.  I understand that, if it is subsequently discovered that any statement is false or misleading, Creditsafe has the right to dismiss me from any employment: -

Signature of Applicant:  _______________________      Date:  _______________

The Company reserves the right to check any of the information supplied by you and to contact any of the individuals/organisations mentioned by you.





Victoria Lee Ryall
27 Redbrook Avenue 
Trethomas
Caerphilly
CF83 8DB

23/11/2018

Dear Sir/ Madam

I have recently seen the role advertised as Team Leader which has been advertised.
I am an experienced Assistant Team leader with 14 years sales experience behind me, now that my children have grown up, I am looking to progress further within my career. I feel I would be the ideal candidate for this role.
I have excellent communication skills and work well within a team, I am results driven and Focused on solution. I hold some leadership skills and enjoy developing people. 
Please see my attached CV.

Kindest Regards

Victoria Ryall

























Appendix 2

VICTORIA LEE RYALL
Emilyad1@live.com / 07805 464492

PROFESSIONAL SUMMARY
Highly Successful individual with a wealth of transferable skills, possesses a commitment to deliver high customer service standard. Strong leadership ability, and work well within a team. Currently working towards a BA Honours degree in Leadership and management.

SKILLS
• B2B SALES • Problem Solving • Time Management Skills • Leadership • Teamwork • Work Independently • 

WORK HISTORY

CREDITSAFE BUSINESS SOLUTIONS LIMITED / Account Manager- January 2011 to date.
Managing a portfolio of 720 customers totalling £345.000 in sales per year.
Contacting existing customers to discuss new products and services
Negotiating prices, terms of sale and service agreements.
Offers of additional products and services.
Dealing with all customer queries.
Giving on hand customer services.

CREDITSAFE BUSINESS SOLUTIONS LIMITED / Winbacks Manager -June 2009 – January 2011
Supporting the sales team in closing contacts.
Attending sales training and bringing best practices to the team.
Manage a small team of 4.
Liase with old customers and persuade them to return to the company.

CREDITSAFE BUSINESS SOLUTIONS LIMITED / TRACE AND ID/ JUNE 2007- JUNE 2009
Cold call Business to Business
Give live demonstration on product
Negotiate terms and prices
Target driven 

CREDITSAFE BUSINESS SOLUTIONS LIMITED / Assistant Team Leader/ September 2005 –December 2006
Exceeded Sales target goals
Help to manage a team of 8.
Give guidance, training and support to team members.
Monitor targets and complete sales logs, sickness and holiday data.

CREDITSAFE BUSINESS SOLUTIONS / TELESALES / MARCH 2004 –SEPTEMBER 2005
Negotiating prices and terms of sales
Cold call Business to Business, Give live demonstrations on product
Target driven
Working in a team


EDUCATION
GCSE / Bedwas Comprehensive School / 1988-1991
Math C / English B / Science C / Business Studies C.
SECONDARY EDUCATION
Workplace Qualification / Peters Savoury Products Limited / 2000 to 2001
NVQ Level 2 Customer Services
Ystrad Mynach College  / 2012 - 2016 
LEVEL 1 NVQ Hairdressing / LEVEL 2 NVQ Hairdressing /LEVEL 2 NVQ Barbering
University of Wales Trinity South Wales / Dual Certificate / October 2018 to date
CeAHe Level 4 Skills in the workplace from University 
CeAHE Level 4 Leadership and Management from the ILM

Interest and Hobbies
I enjoy running and working out at the gym and have completed 2 half marathons. I have gained Hairdressing skills which has enabled me to work on a film set a few times. I love spending time with my two teenaged daughters. I hold a full clean drivers licence and am currently working towards a BA Honours degree in Business and Management.

Achievements
Raleigh International / African Voluntary Work / October 1999 – December 1999
3 Month Expedition
Building Schools and accommodation for homeless teenage mums
Creating paths within the jungle for villages.
Building rangers huts to stop poachers. 






