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[bookmark: _1ci93xb][bookmark: _Toc181632613]Section 1: Know how to identify development needs
[bookmark: _3whwml4][bookmark: _Toc181632614]1.1 Identify learning styles for self and another 
Learning styles play a crucial role in personal development and the planning of executive sessions (Xue et al., 2020). People need to understand them. Concepts such as learning styles, as postulated by Kolb, are not the same in every person, but when identified, they can improve output and cooperation (Wiradendi Wolor et al., 2020).
Learning Styles for Self
1.Visual Learning Style: These tactical tools include charts, diagrams, and other PowerPoint presentations. They enable me to understand the concepts easily and retrieve knowledge within the shortest time possible (Specchia et al., 2021, p. 1552).
2. Kinesthetic Learning Style: My liking for practical assignments, experiments, or physical tasks perfectly defines me since I’m best suited for these tasks. This style enhances comprehension and memory retention among students (Xue et al., 2020).
3. Reflective Learning Style: Such is helpful in gain insight in experiences and in analyzing consequences. Completing reflective journals or summarising the concepts that were [were] decontextualised strengthens my learning.
Learning Styles for a Colleague
1. Auditory Learning Style: One of the colleagues I interact with frequently has a learning style based on discussions and verbal directions. In particular, they would rather listen to a lecture, have a group discussion, and use a mnemonic technique (Xue et al., 2020).
2. Social Learning Style: From my interaction with my colleague, I realized that she is comfortable working in groups. Students are most effective when in groups, challenging each other, and sharing information with fellow students.
Awareness of these styles helps us appreciate how we can support each other’s work. For instance, I may develop graphics and presentations while another team member can communicate well verbally in meetings. Altogether, awareness of these styles enhances flexibility, increases the possibility of constructive interaction, and attains organizational objectives (Martin et al., 2024). Such awareness is a basis for personal development plans and a cooperative learning environment (Salas‐Vallina et al., 2021, p. 333; Xue et al., 2020).
[bookmark: _qsh70q][bookmark: _Toc181632615]1.2 Use a simple technique for identifying development needs for self & another

	[bookmark: _3as4poj]
SWOT Person 1


	
STRENGTHS

· Strong communication skills, able to articulate ideas clearly

· Limited experience in advanced technical areas (e.g., data analysis)
· Excellent time management and organisational abilities


	
WEAKNESSES
· Limited experience in certain technical areas (e.g., advanced data analysis).
· Sometimes struggle with delegating tasks, preferring to complete tasks independently.
· Occasionally lack confidence in public speaking and presentations.




	OPPORTUNITIES
· Enroll in advanced technical courses or workshops to improve technical skills.
· Seek mentorship or coaching in leadership and delegation techniques.
· Attend public speaking workshops to enhance confidence in delivering presentations.




	THREATS

· The fast-paced work environment may overwhelm if unable to delegate effectively (Haryono & Sulistyo, 2020, p. 387).
· Technological advancements may make current skills outdated unless continuous learning is prioritised.
· Increased competition within the industry may limit career progression if development needs are not addressed.



	
SWOT Person 2


	
STRENGTHS
· Strong problem-solving skills, able to find creative solutions quickly.
· Great team player and collaborator, thriving in group settings.
· Highly adaptable to changing work environments and requirements.



	
WEAKNESSES
· Difficulty prioritizing tasks, often overburdened with responsibilities.
· Limited confidence in decision-making, especially under pressure.
· Struggles with maintaining work-life balance.




	
OPPORTUNITIES

· Training on time management and prioritization to handle tasks more effectively.
· Leadership development programs to build decision-making confidence.
· Implementing strategies for better work-life balance, such as delegating and setting clear boundaries.
	
THREATS

· Burnout due to taking on too many responsibilities.
· Lack of confidence could hinder career advancement opportunities.
· Potential conflicts with colleagues if communication about task priorities is unclear.




Gap Analysis for Person 1 (Self)
	Current Skill Level
	Desired Skill Level
	Gap
	Action Plan

	Basic knowledge in data analysis and technical tools
	Advanced proficiency in data analysis and using specialized tools
	Need to improve technical skills in data analysis and tools
	Enroll in online courses, attend workshops, or seek mentorship in data analysis

	Delegating tasks to others
	Confidently delegate tasks to team members to enhance productivity
	Reluctance to delegate tasks, often leads to overload
	Attend leadership training focusing on delegation, and seek feedback from mentors

	Confidence in public speaking
	Deliver engaging presentations with confidence
	Nervousness and lack of experience in public speaking
	Join a public speaking course, practice in front of peers or in small groups



Gap Analysis for Person 2 (Colleague)
	Current Skill Level
	Desired Skill Level
	Gap
	Action Plan

	Time management and prioritization
	Effectively manage time, prioritize tasks, and meet deadlines
	Struggles with prioritizing tasks and deadlines
	Enroll in time management workshops and use tools like task managers to improve

	Decision-making under pressure
	Confidently make decisions quickly in high-pressure situations
	Lack of confidence when making decisions under pressure
	Attend leadership training and practice decision-making in simulated scenarios

	Work-life balance
	Maintain a healthy balance between work and personal life
	Tendency to overwork, neglecting personal time
	Implement time-blocking techniques, delegate tasks, and schedule regular breaks




[bookmark: _1pxezwc][bookmark: _Toc181632616]1.3 Identify potential barriers to learning for self and another.
Limitations to learning are known to greatly affect personal and career development (Specchia et al., 2021, p. 1552). As for me, one of the challenges is time. Due to other commitments at work and at home, it becomes difficult to set adequate time on the classroom as well as on personal capacity building. However, there is low self-confidence in speaking, this makes me avoid learning that requires one be talking to the class or group. 
However, the challenge that my colleague faced is the issue of priorities. My colleague has difficulties in time management and Prioritization of work, he/she tends to overload and stress out and therefore likely to procrastinate. The fourth is deficiency in resource, especially training programs or workshop that could update their technical skills to enable the organization to align with the trends (Rajagopal & Davila, 2020, p. 516).
[bookmark: _49x2ik5][bookmark: _Toc181632617]1.4 Explain how these barriers to learning can be overcome.

Time management issues could be addressed more effectively if I had better planning and scheduling skills where I would set certain hours in a week which are strictly devoted to learning sessions. Other recommendations included having realistic goals and subdivision of those goals into workable sub-goals would assist in keeping focused and motivated. With concerns to public speaking, I could participate in a public speaking group such as Toastmasters or even just practice more in front of people and practice making it a small group of people.
 For my colleague the means of solving the prioritisation issue could be such application of time management aids as the tasks managing applications or the clearly set priorities using daily lists and the meetings with the supervisors/mentors. Possible solutions when it comes to access to resources include where possible, taking online courses at no cost, enrolling for other online workshops, or even engaging with the management to be given permission to access other trainings (Haryono & Sulistyo, 2020, p. 387). Minimising such barriers would be possible through employing proper- appropriate strategies hence the personal and professional development of myself and my colleagues would improve hence the better learning outcome amongst us.
[bookmark: _2p2csry][bookmark: _Toc181632618]Section 2: Know how to develop self & others to achieve organisational objectives
[bookmark: _147n2zr][bookmark: _Toc181632619]2.1 Analyse learning/development options to meet the needs of self & another.
To satisfy personal as well as colleagues development needs there is a need to discuss and identify proper choices with learning and development opportunities (Rachmad, 2022). For myself, formal learning options like attending those technical workshops and courses and auditing related programs like data analysis and public speaking would do this for me. These will enrich me in the needed expertise that will enhance the accomplishment of the task ailing my position. Also, the lack of participation in a leadership certification program would benefit me in developing my leadership skills; not least of which being delegation and decision making. In an organisation, it could be possible to get informal help from other experienced workers in the organisation, which may help in a number of situations where the applicant lacks experience, for example, leadership and management of a team (Pellegrini et al., 2020, p. 1445). In addition, self-learning by reading books, enrolling in online or watching webinars will let me develop constantly from inside, as well as in time management and delegation skills (Haryono & Sulistyo, 2020, p. 387).
For my colleagues, the formal learning choices such as a time management training and leadership training and development courses would greatly benefit them. These programs would enhance the capability of their; time allocation, scheduling, and making decisions during demanding situations (Lussier & Achua, 2022). Other modes of development which are on the informal category include peer coaching and job enrichment; they would also benefit the colleague immensely (Darvishmotevali & Altinay, 2022). The specific human resource management practices include peer to peer training which would enhance sharing of knowledge as well as expertise with fellow employees; job rotation which enhances orientation of the employee with other positions within the organization thus improving decision making and leadership (Lussier & Achua, 2022). Retrieving both the formal and the informal learning strategies will guarantee that both of us have the method and the data we need to increase our performance, and achieve the organizational goals.
[bookmark: _3o7alnk][bookmark: _Toc181632620]2.2 Identify support mechanisms for the development of self & another
Support mechanism structures are also important for  development of both me and my colleague (Newman & Ford, 2021). I have to be supported by internal comradery – my supervisor checking in with me frequently and offering suggestions. It would help me to modify my goals and ways of working in search of improvement in future lessons. Furthermore, from teammates I would get recommendation on any intrigues based on the work given since they would be one and the same with me, and could share relevant materials as well as motivate when feeling demoralized. The organisation can also assist me in any way by giving me permission to attend the training programs or the professional developing seminars to improve my skills (Eva et al., 2021; Cripps & Smith, 2024). On the outside, I can ask to be a part of a mentorship program in my work area or get advice about my options from professionals in the industry. Other trainings could be offered through the circuits of Coursera or LinkedIn Learning to develop my leader and technical proficiency skills (Haryono & Sulistyo, 2020, p. 387).
[bookmark: _23ckvvd]For my colleague internal support would be from within the team through training and working together. Someone in the organisation who had been their coach would assist them on how to enhance leadership skills as well as how to cope with stress. It also enforces the provision of my colleague with the opportunity to work with other team members and get feedback on the progress. Also, support from outside, inclusive of signing up for professional programs would make my colleague obtain the necessary certifications fit for the next level. Finally, family or peer support might provide encouragement on the matters of child care as well as work for staffs with other commitments (Lussier & Achua, 2022). Through utilising internal and external related supports and structures my partner and I will be also able to meet our development purposes and provide significant contribution to the organisation..
[bookmark: _ihv636]2.3 Prepare development plans for yourself and another person
Person 1 (Self)
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	Improve technical skills (e.g., data analysis, technical tools)
	Enroll in online courses or attend workshops related to data analysis and technical tools. Regular practice of learned skills in real work scenarios.
	Access to training programs (e.g., Coursera, Udemy), mentor for guidance, books/articles on data analysis.
	Completion of courses and application of new skills in projects. Success measured by proficiency and feedback from peers.
	6 months

	Develop confidence in public speaking
	Join a public speaking group (e.g., Toastmasters) and practice presentations regularly. Seek opportunities to present in team meetings.
	Mentorship from a senior leader, public speaking resources, peer feedback.
	Number of successful presentations and increased comfort in speaking. Measured by feedback and self-reflection.
	6 months

	Strengthen leadership skills
	Participate in leadership development programs and take on small leadership roles within the team to practice delegation and decision-making.
	Leadership training programs, mentoring, coaching from experienced leaders.
	Completion of leadership courses and successful leadership of small projects. Measured through feedback from team members and supervisors.
	1 year




Personal Objectives

	Short Term Goals (next 12 months)

	
· Complete an online course in data analysis to improve technical skills and apply the knowledge in real work projects.
· Enhance public speaking abilities by joining Toastmasters or attending a similar program.
· Take on leadership roles in small projects to practice delegating tasks and making decisions.


	Medium Term Goals (2-3 years)

	· Earn a certification in leadership and take on more significant leadership roles within the organization, such as leading a team or a department.
· Strengthen data analysis proficiency by applying advanced techniques in work projects, contributing to strategic decision-making processes.




	Long Term Goals (3-5 years)

	
Long-Term Goals (3-5 years)
· Become a subject matter expert (SME) in data analysis and lead data-driven initiatives within the organisation.
· Lead a department or large projects by demonstrating advanced leadership skills and contributing to the organisation's long-term success.





Person 2 (Colleague)
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	Improve time management skills
	Attend a time management workshop and begin using time-blocking methods to prioritize tasks.
	Time management workshops, apps for task management (e.g., Trello, Asana), peer support for accountability.
	Measured by improved ability to meet deadlines and manage multiple tasks simultaneously. Success determined by feedback and task completion rates.
	6 months

	Develop decision-making abilities
	Participate in leadership or decision-making workshops, and practice making decisions in small projects.
	Access to decision-making resources (books, courses), feedback from mentors, opportunities to lead smaller initiatives.
	Success will be measured by the ability to make timely, informed decisions, and feedback from mentors on decision-making.
	1 year

	Improve work-life balance
	Implement strategies like task delegation, time-blocking, and setting clear boundaries for work and personal time.
	Guidance from a mentor or coach on work-life balance, time management tools.
	Improved ability to balance work and personal life. Measured by self-assessment and feedback from peers and family.
	6 months



Personal Objectives

	Short Term Goals (next 12 months)

	· Complete a time management workshop to learn effective task prioritization and scheduling techniques.
· Apply decision-making frameworks to improve choices in work scenarios and increase confidence in making decisions.



	Medium Term Goals (2-3 years)

	
· Become a more efficient manager of tasks and time, leading to improved productivity and reduced stress.
· Lead larger projects by improving decision-making capabilities, especially under pressure.



	Long Term Goals (3-5 years)

	
· Become an expert in time management, capable of mentoring others in effective prioritization.
· Lead strategic initiatives and contribute to organizational goals by making confident, data-driven decisions.




[bookmark: _32hioqz][bookmark: _Toc181632621]2.4 Method used to monitor the development of self & another.
Monitoring My Development (Self)
	Method
	Details
	Frequency

	PDP Review
	Review progress on goals like public speaking and technical skills.
	Every 3 months

	Feedback Mechanisms
	Receive feedback from supervisors and peers on leadership and communication abilities.
	After key tasks/projects

	Performance Reviews
	Formal appraisals to assess overall contribution and application of new skills.
	Twice a year

	Self-Assessment and Reflection
	Maintain a journal to track achievements, challenges, and learning strategies.
	Monthly

	Completion of Training
	Measure progress by completing workshops or certifications in targeted skill areas.
	As per training schedules

	Project Outcomes
	Evaluate success of projects and delegation effectiveness based on feedback and results.
	Ongoing



Monitoring My Colleague’s Development
	Method
	Details
	Frequency

	PDP Review
	Assess progress on goals like time management and decision-making.
	Every 3 months

	Feedback Mechanisms
	Gather input from team members and supervisors on their task management and leadership skills.
	After key tasks/projects

	Performance Reviews
	Evaluate their ability to meet deadlines and apply decision-making techniques.
	Twice a year

	Self-Assessment and Reflection
	Encourage keeping a progress log to reflect on achievements and learning challenges.
	Monthly

	Completion of Training
	Track successful completion of workshops or programs like time management and leadership.
	As per training schedules

	Task and Project Outcomes
	Monitor quality of work and deadlines to gauge improvement in prioritization and productivity.
	Ongoing







[bookmark: _Toc181632622]Conclusion

Professional training is an important part and parcel of individual and organizational performance. From this assignment, it has been established how learning style as well as development requirements could be assessed using the likes of SWOT and Gap Analysis. In terms of constraints, time and resources, feasible solutions to tackle existing obstacles were proposed. Having focused on the available types of formal and informal learning opportunities and defined the types of support that may be needed, individual development proposals were developed for myself and a colleague. All these plans contain SMART goals which makes them clear on what they want to achieve in short term, middle term and long term. The feedback, PDP reviews, and performance evaluations all ensure that growth is being done and changes to that growth are needed to be made.

Finally, embracing ongoing professional learning has a positive ripple effect on the individuals as well as the organization from a learning-organizational perspective. Thus, personal development espoused to organizational enhancement goals will foster success for the people and the organization as an organization; it stresses the notion of development as a progressive process.
[bookmark: _Toc181632623]Reflection on the Recruitment Process (Using Gibbs' Reflective Model)
Description: I recently went through an exercise where I had to submit my resume, and then I was interviewed as a panel and had some tests in the technical field. This partly makes sense since I could easily answer questions that I knew, albeit mostly general ones, but I struggled with technical questions, which I think demand somewhat specific or even mostly specialized knowledge.
Feelings: I had some stress at the beginning, but it gradually faded away as I went on the process. I was glad to see my best features in communication and an opportunity to give proper answers. However, I was so disappointed when I encountered a few technical questions that I had a hard time answering, which impacted my confidence while answering other questions.
Evaluation: The flexibility in the process was that I could engage with the interviewers and apply my interpersonal skills to practice. On the same note, my limited preparation in certain specific technical fields became evident, which influenced my performance on the technical test.
Analysis: This is an important factor that I used while preparing for the interviews in which I did not emphasize much on technical skills. I was fully confident while facing behavioral questions and general puzzles but expected a technical question which actually made me think about how I can present my skills best.
Conclusion: This experience also shows that, in addition to getting prepared technically, one needs to have good communication skills. It made me understand that a broad preparation process for the interview would better suit me.
[bookmark: _1hmsyys][bookmark: _Toc181632624]Action Plan: To answer these questions, I will attend technical workshops, conduct mock interviews, and discuss my learning with mentors. Thus, my purpose is to gain confidence and ability when facing future recruitment opportunities.
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Appendix A 
	Zayyan Khan

	Clos Dewi Sant
Cardiff
CF11 9EW

	Tel: 07735756242

	Email: zayyan.k@hotmail.com


 
	Personal Profile
	I am currently looking for a position within a work place where I can develop my personal skills and build a strong career.   I would describe myself as a bubbly, articulate and engaging individual who enjoys being practical and setting their own goals.
A skilled communicator and listener with strong people skills. I have proven ability to prioritize and manage multiple responsibilities efficiently and accurately. Resourceful and reliable team member, able to work successfully as part of a group or individually using my own initiative. 
I work well under pressure and have developed strong work ethics which I believe will help me in furthering both my work and personal life. 
 


Employment History
 
Blue Water Agency December 2020 - Present
                                      Labourer
I  have completed my health and safety course in Barry training services and have received my CSC card which enabled me to sign up to this agency for labourer roles. I have been able to work on approximately 16 different sites for a variety of projects. My tasks included moving materials, ensuring health and safety checks are conducted accordingly, working within teams to assist completing the tasks each day. 
Lex Solicitors December 2017 – March 2020 [Covid 19]
                                      Administrator
I currently provide administrative support to three senior partners. My role includes drafting and managing correspondence, transcribing notes and minutes from meetings. I maintain schedules and manage appointments. I am generally the first point of contact for many clients and so must provide a professional and courteous service at all times. I also maintain filing and ensure all documents are kept accordingly. 
Chaat Magazine - March 2017 – December 2017
				Admin Assistant
Here I was working for a small food magazine company in which I carried out daily admin tasks. This included filing documents, completing order forms for new clients, dealing with calls and queries from various companies and customers. I also assisted with stock deliveries and managing appointments.
 
                        Duchess of Delhi – Oct 2016 – March 2017
				Waiter 
This restaurant is located in Cardiff Bay and the weekends created a very busy atmosphere. Product knowledge and providing excellent service was important when speaking to customers. My role included taking orders, dealing with customer queries, serving dishes, clearing tables, producing bills and taking payments. This was an extremely fast paced work environment where multi-tasking and efficiency was key.
 
                           The Raj – July 2016 – Oct 2016
				Waiter
This role helped me improve my customer service skills and it was important to create good, lasting relationships with customers as many of them were regular visitors. This was my first job and I started by clearing tables and mostly observing, until I was confident enough to take orders and create bills and use the tills. This helped to build my confidence as a team member of the staff there and also interacting with customers. I enjoyed meeting people and the atmosphere of the busy restaurant.
	Qualifications
	
Radyr Comprehensive School - 2016

8 GCSE’s – including Math’s, English Language & English Literature 


	Additional Information
	
· Computer literate and competent with various software programs
· Fluent in spoken Bengali
· Full UK Driving License 






References available upon request
[bookmark: _Toc181632626]

Appendix B Continuous Professional Development Record
Zayyan Khan
	Formal/Informal
	Date
	Duration
	Status
	Details

	Formal: ILM Level 4 Diploma in Leadership and Management
	2024
	1 Year
	In Progress
	Pursuing ILM Level 4 Diploma to enhance leadership and management skills.

	Formal: L4 Certificate of HE Applied Leadership and Management
	2024
	1 Year
	In Progress
	Certificate program at the University of Wales Trinity Saint David.

	Informal: Public Speaking Workshops
	2024
	6 Weeks
	Planned
	Weekly sessions to improve confidence and presentation skills.

	Informal: Peer Mentorship Program
	2024
	Ongoing
	Ongoing
	Regular mentoring sessions with a senior team member to improve delegation and decision-making.

	Formal: Advanced Data Analysis Course
	2024
	3 Months
	Planned
	Online course focusing on advanced technical skills for workplace application.

	Informal: Reflective Journal Practice
	2024
	Monthly
	Ongoing
	Maintaining a journal to document learning progress and areas for improvement.

	Formal: Time Management Workshop
	2024
	1 Day
	Completed
	Workshop on prioritizing tasks and managing workload effectively.

	Informal: Self-directed Online Learning
	2024
	Flexible
	Ongoing
	Learning leadership concepts through free resources like articles and webinars.
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