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Introduction
This report will aim to provide a reflection of my professional learning to date. The various types of informal learning that have been applied in my professional learning over the years will be identified and analysed to assess the effectiveness of each differing method of informal learning. Furthermore, the formal typologies of learning will also be identified and reviewed. It will be established what learning has already occurred and how it has impacted on my current professional role. Various forms of knowledge will be reviewed and evaluated in terms of both disciplinary and non-disciplinary nature, to explore the varying forms of knowledge and learning that has been used in my professional practice. These will be linked to existing theoretical models and literature. All areas of challenges, relationships and conflicts will be reviewed and analysed to provide a detailed reflective review of my professional practice.
What is reflection? Reflection involves analysing one’s actions and the actions of others and reviewing them to make positive changes and improvements in one’s professional practice. (Anon, n.d.)  
I will attempt to follow this concept through my review of professional learning.














1. Review of Learning

1.1. The first key informal learning that stood out for me personally was when I commenced my journey in teaching back in 2010. During my second year of teaching, I was assigned a teaching mentor to support and help me develop. Mentors are unbelievably valuable in the novice stages of teaching. They can aid one to enhance their skills and knowledge. (www.emerald.com, n.d.)
I applied Gibbs reflective model to reflect on major events in my life within my professional practice. If considering the mentoring experience outlined above, first my feelings of the experience will be outlined, this will be followed by my feelings and emotions during the experience, then an evaluation of the experience will be provided, -this will lead onto the analysis and the conclusion finally followed by an action plan to outline future goals. (Robinson, 2022)
In the first instance I received an email from a mentor asking me to meet up to commence the mentoring support. This was a senior lecturer within the college amongst the teaching and mentoring team. Upon first receiving this email, I felt quite patronised, I understood and appreciated the entire process, however, why was I receiving this support two years later? I was now quite settled and had obtained excellent feedback from managerial teaching observations. It did not seem appropriate at this moment in time. To some extent I felt undermined, as though my teaching abilities were being questioned. On meeting the mentor, I was honest to explain how I felt, she was surprisingly very understanding and agreed that it was more an opportunity for me to request support for any aspect of my teaching, not to undermine me or because I required it. She said the process had missed some staff members and she apologised for this. Her politeness and understanding made me warm to her, I took her up on this opportunity and asked for some advice on dealing with challenging behaviour. We met on several occasions to discuss some various techniques and then I applied them and evaluated them in the classroom. I felt extremely grateful for the advice and guidance. I felt I had learnt a great deal and had received constructive feedback and mentoring. Challenging behaviour for many decades has been a major problem within educational settings. Now there are all sorts of strategies that can be implemented to minimise disruption.  (Farmer, Reinke and Brooks, 2014)
I felt that I was managing challenging behaviour in the classroom a lot better, I was able to prevent students from being disruptive in the class and put a stop to disruptive behaviour before it ventured out of control. and I now felt noticeably confident in this area. It helped me grow personally and develop more confidence in the classroom. The theory of self-determination can be referred to here, it helps one to understand the need to manage oneself and to make decisions with complete control and confidence. It motivates an individual and encourages them to feel psychologically in a good place. (Lopez-Garrido, 2023). I had at this point developed a great deal of confidence and this was down to the fact that I was now in a strong position to manage behaviour in the classroom effectively and take the correct action with certainty. This informal learning has taught me that I should always keep an open mind and welcome any form of support and mentoring as it will always be provided to help me develop and become stronger in my professional practice. Looking forward to my DProf, I will now welcome any mentoring support and grasp every opportunity that presents itself to me, as it is inevitable that it will be beneficial. The DProf is going to be particularly challenging for me, it is really pushing me out of my comfort zone, but I am now determined to ensure I succeed and develop myself to be equipped with all the necessary skills required to accomplish my goal of completing the DProf. The mentoring experience has changed my entire perception of learning. At the precise moment in time, I was unaware that I would be embarking on such a journey to complete a Dprof 
1.2. A further example of informal learning that I participated in not long after the mentoring process was peer triads. This was a new process introduced within the college where I taught, it involved being grouped with two other individuals that were part of the teaching staff, it involved informal learning where we observed each other teach. Peer observations in professional practice can aid an individual to develop professionally and individually and can be an especially useful tool to gain valuable knowledge. (Lakshmi, 2011) 
This was the first time I had been given an opportunity to see how other lecturers taught and what their teaching and assessment styles were. The focus of the sessions for us was assessment techniques, I felt extremely excited to see how other peers were assessing in the classroom, sometimes I felt paranoid and unsure about whether my techniques were sufficient, and I often questioned whether I should be doing things differently. This feeling of excitement I believe has a lot to do with arousal theory, this theory identifies that human desire to be aroused has a direct correlation with behaviour. This desire to have more arousal will force individuals to act and behave in such a way to increase arousal or decrease it when necessary.  (Liang Ningjian, 2024) In this situation I was overly excited about the triads, and I believed I could gain a great deal from them; therefore, I was very enthusiastic and behaved in such a way to increase arousal. In fact, the entire informal process of the triads highlighted that in some ways we all shared similar techniques. The feedback I received from the triad members was positive, they were very impressed by the way I divided the class into small groups to address exam questions and how learners then exchanged responses. Assessing in groups can be very advantageous, it takes the pressure off the shyer individuals and encourages learning. (Forsell, Forslund Frykedal and Hammar Chiriac, 2019)
My colleagues fed back that this was a remarkably effective approach in assessing, I was delighted and felt highly satisfied by the wonderful comments I received. Maslow’s hierarchy of needs comes into play here, self-esteem is one of the categories near the top of the pyramid, the feeling of admiration and respect from others is without a doubt desirable. (Cherry, 2024) The fact that both peers were intending to go back to their own classrooms and apply my method of assessing, gave me a surge of confidence that I was doing things correctly and it almost removed the doubts and questions I often pondered upon that increased my personal insecurities about the way I performed in class. Similarly, at this moment in time, walking away from the triads, I felt exceptionally good and delighted that other colleagues had found my teaching session valuable. Furthermore, I also gained a lot of valuable knowledge from observing my peers. It was not only them that found my lesson informative, but I also learnt a great deal in return. One of my colleagues integrated an assessment technique where everyone was individually requested to research and then present a certain element of the revision topic list. I thought this was very effective, in some ways very much like my method but targeting individual led revision instead of groups. I made the decision instantly to implement this in my own teaching and assessment of learners. After the whole triad process was completed, I felt very enlightened, I felt as though for once we had been asked to participate in an informal type of learning which was detrimental to our personal development in our teaching profession. Triads are evident to be an effective way of developing skills and knowledge in teaching and learning. (O’Keeffe et al., 2021) 
The triads process is something that occurs every year at the college I teach, I feel it has taught me a lot over the years and equipped me with some essential skills and expertise that can be applied to my role as a HE lecturer. I was offered a job opportunity to teach part time hours as a HE lecturer back in 2021, I have never looked back. I feel very content and happy in my current role at the university and have since been offered many opportunities to embark on a forward journey with my own personal development in increasing my level of higher education qualifications. Line manager advised me to complete an MBA as on achieving this I would not only enhance my knowledge and skills, but I will also be in a strong position to teach at that level. I felt very honoured that my manager was willing to invest in me and support me on this journey of formal learning. 

1.3. Moving forward in my timeline of events, as mentioned above the masters was the next stage in my professional journey. At this time, a lot of what I had previously learnt from the informal mentoring and triads would in effect help me with my learning. Bloom’s Taxonomy comes into play here, this theoretical model depicts several stages that are undergone in the entire learning process, it applies well to my formal and informal learning with the entire MBA. We commence with creating a new piece of work, this is followed by evaluation where you look in detail at the point that is being made or the point of focus. After this is the analysis stage, here ideas are reviewed and connected, then the information gathered or learnt is applied in new situations then it is attempted to explain the ideas and finally previous learning is recalled to. This last stage of the model is vital, I will apply a lot of previous learning and knowledge to assist me with my professional learning and completion of my higher education studies. (Loveless, 2023)
Within the formal element of my learning of the MBA, I have thoroughly enjoyed the journey, I never felt that I could achieve this level of qualification. Initially I felt very overwhelmed and out of my depth. Theoretical studies have indicated that humans make the choice of being overwhelmed or not, it is very much dependent on the situation they find themselves in. (Kabigting, 2018) Whilst studying my MBA, I was still expected to fulfil my role as an academic lecturer, it was the pressure of this that was challenging, managing my time effectively. However, after completing my first assignment, I felt more confident. There has been immense support from work colleagues and tutors. As the journey continued, I really began to appreciate the experience, and I felt as though my level of knowledge and understanding of Business topics was improving significantly. Every time an assignment was completed and passed, I felt elated, this motivated me further to continue studying and persevering. The most challenging aspect of my MBA journey was the academic reading and level of writing. I was strongly aware that I needed to raise my level of usage of level 7 vocabulary and write at a higher level. This was quite daunting at first and I felt frightened that I would never deliver to the level that was required. To assist me in this I took the decision to take responsibility for my own informal learning in improving my level of usage of level 7 vocabulary. I began to set myself targets of reading journals and wider academic sources. Reading can pose many benefits; it expands one’s knowledge and understanding as well as developing use of literature. It is the academic reading that encourages individuals to become more motivated. This is supported by the theory of the reading engagement model which highlights that if individuals are motivated to read, this constitutes more engagement thus leading to higher achievement. (Barber and Klauda, 2020)
I felt this to be perfectly accurate for as I increased my own personal engagement with reading academic literature, I noticed my marks in my assignments were improving. At the time I felt a lot more confident and in the second year was ready to target my dissertation. I felt that I had reached a big milestone over the two years of directed learning and was now in a very sturdy position to tackle my final research thesis. These skills that I had obtained during the two years of my taught MBA, especial the ability to read and analyse detailed journals and other academic sources, I felt would be detrimental not only to my thesis in the MBA but also to any future academic study I might engage in. At this moment in time, I had no intentions at all in pursuing a PhD, completing the MBA was the only goal in sight.

1.4. The thesis itself was very much an example of formal learning, however the primary research element of the thesis where I made the decision to conduct face to face interviews with local entrepreneurs, I felt was more an informal method of learning. I learnt so much from these face-to-face interviews, it was a completely new and informative experience for me. I was satisfied with the responses I received. In person interviews is a highly effective method of gathering required data, speaking to individuals directly in front of you provides a much more personalised environment. (Ongena and Dijkstra, 2020) Conducting such primary research was all very novel to me. I had never conducted research to this degree, this made me feel incredibly nervous initially. I did not want to do something wrong or unethical, I felt a little unsure at this stage at exactly what the interview process should look like. Theoretical studies illustrate that it is our self-perception which has been shaped by experiences and situations that tailors how we behave in certain situations, if we have a low self-esteem, we may doubt our own ability to perform or deliver with certain tasks.  (McLeod, 2024) This to some extent explains how I felt prior to conducting my first in person interview. After the initial interview, I soon found my feet and hence my confidence, my dissertation supervisor was very efficient in providing me with the correct guidance. As each interview was conducted, I suddenly developed a higher degree of confidence. Maslow’s Hierarchy of needs with a modern slant, reviews self-actualization as lifelong learning and creativity and fulfilment. One’s ability to learn and develop and be more creative most definitely encourages certain actions.  (Copley, 2024) 
Similarly, this is why I felt that for each time I conducted an interview, I felt as though I had achieved and realised a specific goal. I learnt a great deal from this element of informal learning, on completion of the primary research interviews, I felt that I had gained a vast degree of knowledge. I now possessed a deeper understanding of the qualitative methodologies and how they could be applied to be effective in future research. At this moment in time, I had no idea as to how beneficial this would be to me on my future DProf journey.

1.5. On completion of my MBA, I not long after found myself amid my appraisal with my line manager. To my surprise the conversation changed very rapidly from congratulating me on my MBA to suddenly looking forward to my next professional development.  My line manager had immense faith and confidence in me, she really thought that I was more than capable of enrolling on the DProf. This came as a complete and utter shock initially. I felt quite taken back at the time, completing my MBA was such a relief as it had been a huge struggle managing my time, and now the thought of going through this again seemed to be quite daunting. I also had mixed feelings of disbelief, I was contemplating in my mind that there was no way that I would have the skills or capabilities to perform at PhD level. Many theorists have made assumptions that people are resistant to change and embarking on new experiences can enhance all sorts of insecurities and mixed emotions. (Forsell and Åström, 2012). I guess this is exactly how felt at this instance, all sorts of questions were circulating in my mind; how could I possibly complete a DProf? How would I be able to cope with the intensity and level of academic study? My line manager gave me great reassurance and answered these questions without much input from me. I walked away from the meeting feeling ecstatic, wow I was going to be studying towards a PHD, not many individuals can say that, I felt very fortunate to have been granted this wonderful opportunity.  Once again, we can refer to Maslow’s hierarchy of Needs here, the self-esteem and self-actualization stages play a big role in how I felt at the time. I was feeling a great amount of self-assurance as my line manager had given me a new bout of confidence, she believed in me, and this did a great deal for my self-esteem. My insecurities had partially dispersed, I also believed that finally I was going to engage in something where I would reach my full potential, this can be linked to the self-actualization stage in Maslow’s hierarchy of Needs. (Mathes, 1981) So, there we were, I was now enrolled on the DProf and excited about the forthcoming residential. 

1.6. Although the residential was the start of the DProf, it was a couple of days of very informal learning. According to research, studies that have been conducted illustrate that residentials at higher education level are fundamental to equip individuals with the necessary skills that are essential for progression and independence to pursue education at this level. It also encourages the formation of good relationships that will be extremely beneficial to the individuals involved.  (Lukens, Firmin and Broadhurst, 2022) It was a fantastic opportunity to meet other fellow peers who were embarking alongside me on this exciting new journey and other peers who had returned for part 2 of their DProf. The programme manager and other fellow tutors delivered very inspiring and valuable talks on the DProf programme, these were especially useful and provided a good insight into what we would study over the course of part 1 and part 2. What was great is we were split into groups and asked to share experiences and discuss with each other, part one learners like me, were grouped with some part 2 learners. This was detrimental I felt to our future progression, we learnt so much from our peers. They shared some good advice and guidance on how to manage time and workload effectively, how to address assignments and ways in which to access viable information. Moreso, they shared their experiences and all the positive aspects of the DProf, this was very encouraging and gave a sense of reassurance. I felt a lot more relaxed and reassured about everything now. According to many theorists, studies have proven that sharing information and feedback between peers can have a positive impact on their success academically. It enforces a sense of releasement and destress from the anxieties that a new experience or venture such as the DProf might otherwise bring. (Altermatt, 2016) This very much explains why I felt a lot more confident and felt that a big weight had been lifted off my shoulders. I had a lot of reservations about doing this DProf initially, attending this residential changed my perception completely. In the evening, dinner had been provided, even this experience was satisfying. Over food, a lot of conversations took place where we all got to know each other further, this felt extremely rewarding. These acquaintances would be very important I felt throughout the duration of my DProf, it was important to have that support from your peers.

1.7.  The second day of informal learning was equally effective, on this occasion we were split into part one and part two cohorts. The structure of the second day was in place to allow us to have more of a personalised experience where we were given specific information that would be more relevant to our line of study. I highly welcomed this as even though it was nice to interact with everyone, it was also a bit nerve wracking and overwhelming. At times I had felt that I was out of my comfort zone, but being in smaller groups was more comfortable, I felt more at ease and seemed to absorb more information. It is scientifically proven that small groups at higher education level is always more effective, it enables individuals to be more deeply engaged. (Wright, Bergom and Bartholomew, 2017) On this last day, we were given a lot of information such as how to conduct research, how to make the most of available resources and much more. However it was done in a very relaxed and informal way, I learnt a great deal form this two-day residential, I had picked up knowledge and skills that would be unbelievably valuable to my progression and development in the DProf. Such skills included more knowledge of how to apply certain research tools, how to analyse and make the most of academic journals and so forth. I walked away a lot more confident. In addition, I had formed some valuable relationships with both peers and tutors, and these would without a doubt help and support me in my future journey. 























2. Conclusion
2.1 Various formal and informal forms of learning have been reflected upon in this review of professional learning. The first one that was explored was the mentoring that I was represented with, this initially was not favourable in my eyes but after giving it a chance I found that it was highly valuable in supporting my personal development and improving areas of my teaching that I had found challenging at the time. By the time the process had been completed, I felt quite grateful and satisfied with the outcomes which were very positive. The second informal learning that was reflected upon was the triads, these were hugely beneficial. Not only had they given me a sense of confidence but also equipped me with some good knowledge and ideas that I could apply to my own professional teaching. I felt quite pleased after the triads process, it had been great conferring with colleagues too in other departments which is not something we often get the opportunity to do. 
The third formal learning that was touched upon was my MBA, this was a challenging yet extremely satisfying experience. To support my MBA, I engaged myself in a lot of independent informal learning to read more wider sources to enhance my knowledge and understanding of literature at that level. This was one of the most beneficial aspects of my professional learning which will assist me with my DProf. The skills, knowledge and experience obtained are highly transferable and will place me in a strong position to address all aspects of my study. I enhanced my writing skills as well as research and reading skills. I learnt to analyse and evaluate to a completely new level. On completion of the MBA, I felt incredibly pleased with myself that I had managed to achieve such a milestone. I never thought I had it in me to achieve a qualification at this level and was elated that I had. The final informal learning as discussed previously, was the residential for the Dprof, this was an experience which completely engulfed me, again I learnt so much that would aid me with my Dprof. I had an insight of what was to come over the next few years. I knew that it would be challenging, but I felt a lot more confident now, various aspects of both formal and informal learning have equipped me with a vast number of skills and knowledge that will support me through my academic journey. I am ready now to grab the reigns and move forward and am excited about what each stage of my Dprof will bring and how it will take me to new unimagined heights within my professional practice.
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Job Description: HE Business Lecturer 0.5
Key Responsibilities
· 
Offer teaching and student support at undergraduate and postgraduate level of study, either individually or as a member of a teaching team.

· 
Offer teaching in a variety of learning settings, from seminar and small group tutorials to large lectures, workshops, or placements, using appropriate and engaging teaching styles, within an established programme of study.

· 
Design and develop teaching materials, assessment methods and criteria, for individual modules or modules within a specific subject area, with a clear awareness and understanding of relevant quality assurance requirements.

· 
Supervise the work of students in a timely, professional, and supportive manner, providing necessary advice on study skills, research methods, assessment, and dissertation work.
· 

· Offer appropriate advice, feedback, support, and encouragement to students, in both an academic and personal tutor role, to ensure a high-quality student experience.


· Undertake relevant scholarly and research activity, either as part of a collaborative project or individually, as a means of updating knowledge in an appropriate specialism and underpinning effective learning and teaching, or for seeking publication, knowledge transfer, public dissemination, or for funding and grant opportunities.


· Engage in continuing professional development and enhancement through, for example: gaining membership of the Higher Education Academy; relevant University staff development; or membership of a relevant professional body.

· Undertake appropriate administrative tasks, including leading on programmes and modules to ensure the effective operation and management of the curriculum and, at the request of a line manager, undertake cross-programme or Academic Discipline administrative role such as student admissions, or involvement in marketing and open day initiatives.
#
· Ensure that student work is assessed accurately according to the assessment criteria and guidelines and marks entered by the required deadline.

· Ensure that the standard moderation is completed in an accurately and timely manner.










Annotated CV:
Curriculum Vitae

Navdeep Randhawa

Pencoed Uchaf Farmhouse, Llangennech, Llanelli, Carmarthenshire, SA14 9RT
🕿 01554 824115,  07939938310
🖂: nav2uk2@hotmail.com

Personal Profile

I am a diligent, hardworking, and determined individual with a great passion for teaching. I enjoy teaching and training individuals, helping the students to achieve their goals, which means I have personally succeeded as a teacher. Seeing your students succeed is the greatest reward of teaching. Moreover, I have effective communication and people skills, which are essential in being a successful lecturer. During my career at Coleg Sir Gar & University of Trinity Saint David, I have learnt and developed some essential skills and qualities. My teaching experiences within this college & University have assured me that teaching is an area where I will continue to excel. Overall, I believe my commitment, ambition, passion and overall determination and hard work will help me continue to achieve my goal of being a successful lecture with excellent qualities and experience.	Comment by NAV K: Maybe here I could list the key skills that I possess.

Date of Birth 	: 21/10/1980			            Status 		: Married
Nationality	: British			            D/Licence  	: Full - Clean.

Career to Date:
      UWTSD- Trinity Carmarthen Business School:	Comment by NAV K: I need to include all modules that I currently teach presently including at undergraduate level and well as post graduate level I should also highlight and go into detail here of all the responsibilities I have as a lecturer. Including the assessing, moderation, supervising, marking, tutorials etc. Workshops and seminars etc.
      January 2021- currently still working here two days, teaching on the Business Management
                               Degree- including Level 4 tutor.	Comment by NAV K: I think it is important to highlight here the pastoral role that a tutor plays as this is highly important currently.
September 2012 –– Coleg Sir Gar –Business lecturer – Currently still working here.
· Currently teach Level 3 Enterprise year 1 and 2 and Level 2 Business as well as Level 1 Business and supporting tutor for Level 3. I am also currently the lead IV for Level 3 Enterprise and Entrepreneurship.
· AAT Level 2, I was previously the course tutor and lecturer for Business Enterprise and Business year 2 and was the Lead IV for Tele Sales and Marketing.	Comment by NAV K: Again rather than just list my responsibilities I need to expand on the skills that I possess and what I am actually good at in this role.
· I was previously the AAT Co-ordinator. (2017)
· Co-ordinating duties- administration of exams, course data handling, assessing and quality assuring a range of programs. I also currently teach on the Enterprise course and a range of level 2 ESW skills. (2017)
· Teaching AAT level 2, 3 & 4 – (2017)
· Tutor for Personal Business Finance Group and Enterprise group-2016
· Marking, assessing, mentoring and verifying level 4 projects and computer-based exams   at levels 2 and 3.
· Taught Academic Skills on 1st year of HE programmes in 2016.
· I also teach other Business Units such as Business Accounting, Finance for businesses, Businesses Resources etc.



 September 2009 – Coleg Sir Gar – Llanelli
Lecturer- Subjects taught:-
· Teaching IT For public services
· Teaching Problem solving
· Teaching Government & Policies
· Teaching BTEC National in Business Ethics
· Teaching Public Service Skills
· Teaching ECDL on Re Act Scheme
· Teaching BTEC National in Improving Performance in the Work place.	Comment by NAV K: Again maybe an inclusion of what I actually teach and strengths within these teaching areas.
· Teaching Citizenship
· Teaching ICT Key skills
· Teaching AS Law
· Teaching A-level Law
· Teaching Access courses (Humanities and Health Professions)
· Business Markets and the Economy
· Business Resources
· Business Enterprise
· Business organisations
· HND Employability and Professional Development
· Starting a small Business
· Legal aspects of law making process

     January 2009  – May 2009 - Coleg Sir Gar - Llanelli 
Teacher trainee
· Commenced work in Jan 2009.
· Teaching BTEC National in Exploring Business Studies and Introduction to Marketing.
· Teaching IT for Public Services.
· Teaching AAT Accounts at foundation & intermediate level.
· Helping out with Welsh Baccalaureate classes.

        Aug 2004 – Aug 2008 – Gwalia Housing Association – Kingsway, Swansea 
       Assistant Accountant
· Commenced work here in August 2004.
· My main duties included; completing all aspects of the month-end accounts, profit and loss, balance sheet, cash-flow forecast preparation, VAT returns and Inter-company accounting.	Comment by NAV K: Rather than just describing roles and responsibilities at previous job experiences, I could highlight how these skills will assist me in my current profession and Dprof journey.
· Preparing various financial reports.
· Recording utilities and sorting any queries.
· Dealing with internal and external customers.
· Training new members of staff on certain areas of the job such as preparing reports or issuing invoices.
· Participating in meetings and presentations based on new projects.

Aug 2003- Nov 2003 Greys Communications – Great Portland Street, London
Accounts assistant – temporary 3-month contract position
· Commenced work here in August 2003. 
· Main duties were to post invoices as well as raising them using the accounts package Access.
· Further tasks involved analysing staff costs.
· High usage of excel including creating spreadsheets and linking them to represent data.
· Updating month end balance sheets and cashbooks, and ensuring they balance.
· Analysing debtors and creditors reports as well as updating them.
· Dealing with internal and external customer queries and attending meetings.	Comment by NAV K: All job roles will offer some experience and skills that will help me at this present time in my current professional practice. These should be highlighted in my CV.
             
                Aug 2002 - March 2003 - Hobbs Ltd- 122 Gloucester Avenue, Chalk Farm, North London
Accounts assistant
· Joined Hobbs Ltd Accounts Department in August 2002 after gaining promotion.
· Main Duties were to perform bank reconciliations, reconcile Diner cards and administer head office refunds.
· Additional duties included posting of Diner cards to the appropriate ledger accounts, administrating of the paying-in-book along with carrying out account adjustments via the means of journal entries and basic purchase ledger work.
· Responsible for both major key accounts and minor accounts.
· Management and development of strong relationships - via day-to-day and face-to-face meetings.
· Increasing loyalty and profitability - through improving process of transactions/business - exceed the customers' expectation.

Educational Qualifications.
Future	          Currently studying my final year of MBA programme in Business Management	Comment by NAV K: I have now completed this and this should be highlighted. I could include here what I have gained from the MBA and how again it will help me excel and be strong in my curreny profession. I could also make reference here to my research and my dissertation.
Dec 2020         Completion of Advanced TEFL Qualification.
Sept- 2013       Completion of V Award
June-2012        Completion of A award
June – 2009      PGCE (PCET) 
May 2003         CIMA intermediate exam – passed exam in Organisational management (P4)   
	  
1999-2002 University of North London – London
      BA (Hon’s) Accounting & Business, ‘2:2 Hons’	
1997-1999 Herschel Grammar School - Slough 
          1999	A- Level 	Psychology		 E
          1999	A-Level 	Economics & Business	 E 
          1999	A-Level 	English Literature	 D

1995-1997 Herschel Grammar  School - Slough 
GCSE       	GCSES in English Literature, English Language, Mathematics, Business                         Studies, History, Science Double award, Technology and French.
IT Software Skills.
Microsoft Office  - Excel/Word/PowerPoint etc, accounting software - Sun Accounts, Easi rec, Access, Sage, Cims, BBM2, Secure Access, IE, ECDL and various others.	Comment by NAV K: There is a lot of new software that I have used since such as teams and Moodle since I have been teaching HE. These should all be listed and added to this skills section.

Interests and Hobbies.	Comment by NAV K: These could also be updated to reflect wider range of interests and hobbies that I engage with currently.
During my spare time I hold a keen interest in current world affairs and new technology. I also enjoy reading, walking, and socialising and meeting people from a variety of cultures. Participation within voluntary organisations – children’s groups, disabled children etc.
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Training Needs Analysis:
	Task/skill/ Knowledge
	Expectations of Knowledge
	Gaps in Learning/ understanding
	Previous Experience/ training
	How will this be achieved?
	How is it to be evaluated?

	To become a senior lecturer.
	To teach at higher levels and perform senior lecture roles and responsibilities.
	Have not performed enough responsibilities that would allow me to fit the criteria of a senior lecturer. 
	No previous training undergone to date. 
	I will be assigned a mentor who will support me to learn some of the ropes of a programme manager which will then enable me to go for senior lectureship.
	It can be evaluated through progression in my current job role.

	To complete the DProf.
	To complete a Dprof to allow me the opportunity to teach at that level.
	I currently don’t have the experience, skills or knowledge to engage in teaching at this level.
	No previous training or experience, although doing a master’s has given me some skills and knowledge which I believe I will be valuable for the DProf.
	I am currently undergoing my first year on the DProf. I am completing the second module and have one more to go before year one is complete. I have to manage my time and be proactive with my workload and research to complete all assignments efficiently.

	This can be evaluated following the results of each assignment that is submitted and assessed.

	To work and focus on growing the undergraduate programme.
	To promote and market our undergraduate degree to grow numbers as currently struggling for numbers.
	To try and think out of the box and produce new and fresh ideas to achieve this.
	I have not had training as such but have certainly tried to arrange events to promote our course to potential students.
	This can be achieved by experimenting and trialling innovative ideas. 
	This can be evaluated by the number of learners that will be enrolled on the degree come September.



SWOT on myself:
Strengths: My biggest strength I believe to be my determination and drive, no matter how difficult or beyond my reach something appears to be, I will keep trying and trying persistently till I achieve it. 
Weakness: My biggest weakness is managing my time efficiently; this can sometimes be my worst enemy. Being a mother of three as well as working full time between two organisations as well as online tuition in my personal time, managing higher education and workload can sometimes be difficult meaning that some area of my work may suffer. A better balance is needed. 
Opportunities: I am surrounded by opportunities in my role as a HE lecturer, since starting work here I have been presented opportunity after opportunity, after completing my master’s, I am now on my first year of the DProf. Having a supportive line manager and supportive colleagues in the workplace opens arrays of opportunities.
Threat: The biggest threat that might get in my way is my health, with the increased pressures and workload I can sometimes allow my health to deteriorate, and this does not leave me in a good place.
My Learning Style: (Myers Briggs)
My learning style is the ISTJ learning style. I believe this to be true because I very much like a structured environment and I do well when there is routine and consistency. I always require clear objectives and like to be told exactly and specifically what is required of me. I like to think about things independently, I enjoy working alone or is small groups, large groups I find intimidating. My learning style is the closest to this one.

Appraisal:
At my last appraisal my line manager encouraged me to sign up for the DProf, I am happy to say that I took on board her advice and am now enrolled and currently studying my second module in the first year. Another element that was highlighted in the appraisal was to learn more about the way that programmes are managed. I hope to be assigned a mentor that will help me to learn and familiarise myself with some of these roles and responsibilities. 

Future:
In 5 years’, time I hope to be near the end of my DProf journey, I hope to be managing at least one programme area and teaching at higher levels. I hope to be more confident in my ability to have more responsibility at a higher level.



Professional Development Plan:
	No
	Issues
	Recommended Action
	Resources needed
	Timescale
	Action taken and outcomes

	1
	In the long-term someone is required to oversee the undergraduate programme. Currently I am unable to manage a programme, as I do not have the suitable knowledge or skills to execute this.
	Be assigned a mentor who I can shadow to learn the different actions that need to be conducted daily.
	Mentor
Allocated time
A plan of action
	Over the course of the next two years.
	I have had a discussion with my mentor. Progress will be on-going.

	2
	If I were to take on more responsibility in the future as a programme leader. I would not be able to manage this on a 0.5 contract. Ideally, I would need to be on a full-time contract.
	To make line manager aware that in the long term I would be interested in obtaining a full-time permanent post
	Meeting with line manager.
	Over the course of the next two years.
	At this stage there will be no actions, this is something that may be addressed in time. It is very much dependent on the organisation and whether they see that there is a need to employ staff on a bigger contract.

	3
	To integrate higher use of technology in the classroom.
	I would need to enhance my knowledge of new developments in Information Technology and the use of such technology in the classroom. 
	Relevant training
Software
	Over the course of the next year.
	I will be highlighting this to my line manager but am also currently seeking to identify exactly what specific ICT training I require. 
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