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[bookmark: _1ci93xb][bookmark: _Toc213243672]Introduction

Personal development means learning new skills and improving the skills you already have. It is important because work, technology, and even laws are always changing, and people need to keep learning to do their jobs well. Learning new skills increases confidence and boosts our ability to accomplish tasks and achieve goals. Continuous personal development also helps us adapt to new situations and stay motivated. By improving ourselves, we become more effective, more independent, and better prepared for future opportunities.

 During this assignment, I will discuss different learning styles, including my own and those of others. I will also look at the skills that need to be developed and improved, as well as the barriers that can prevent effective learning. In addition, I will explore different development options that can support personal growth. I will use SMART goals to make a clear, structured, and realistic learning plan.


[bookmark: _3whwml4][bookmark: _Toc213243673]1.0 Identify learning styles for self and another 


Everybody learns in different ways — some people learn best by listening, some by seeing, and others by doing. Knowing your own learning style can help you pick the right techniques, and this can make it much easier to learn new skills more effectively. My learning styles are kinaesthetic and visual.
A kinaesthetic learner learns best by doing practical tasks. where I can take part. I enjoy hands on learning where I can practise skills in real situations.
A visual learner’s preferences are seeing information, such as diagrams, pictures, charts or written instructions. When information is clear and organised I find it easier to understand.

A Reflector Learner is someone who learns best by watching, thinking, and taking time to understand things. Instead of acting quickly, they like to observe others, gather information, and reflect on what they’ve seen. They prefer to step back, look at a situation carefully, and think about it from different angles before doing anything.

An auditory learner is someone who learns best by hearing information. They remember things more easily when they listen to explanations, discussions, or recordings. They enjoy talking about ideas and asking questions, and they often repeat information out loud to help themselves remember. Auditory learners learn best when they can listen and take part in conversations.

Knowing our learning styles is helpful because it shows us the easiest and most efficient way for us to learn. It also helps in the workplace, as we can communicate in ways that suit different learning styles.
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SWOT Person 1


	
STRENGTHS
I am good at listening 
I work well in a team 




	
WEAKNESSES

Time management 
self confidence 



	
OPPORTUNITIES


Training at work or university 
The chance to practise in real situations 




	
THREATS



Not enough time due to work

Mood change maybe feeling anxious or nervous 

Not get the chanve to present work 







	
SWOT Person 2


	
STRENGTHS


Talking to others
Organization 
. 

	
WEAKNESSES

Listening 
Time keeping
Find it hard to concentrate for period of time.



	
OPPORTUNITIES

Training
Support from tutors/manager.



	
THREATS


Have commitments outside of work/studying.

Health could be a  risk of not attending and missing out on learning.




Gap Analysis person 1 

From this SWOT analysis we have identified two areas where we need to work on. We need to improve self-confidence, We can do this many different ways, also managing time is another weakness. Better planning through the day and less distractions will help me with time management.
These skills are important in the workplace as presenting information clearly and efficiently is important in the workplace/meeting. Time management is also important to keep tasks done on time and to be organised.


Gap Analysis person 2 

From this SWOT analysis there are 3 different development needs. This person finds it hard to concentrate for period of time. they also finds it difficult to take in what others say. Time keeping is another weakness due to workload. 

Concentrating in the workplace is important because it helps you do your tasks correctly, avoid mistakes, work faster, and give better results. It also shows professionalism and helps you stay safe and focused throughout the day.
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Barriers are things that stop people from learning or developing.
My barriers are having a lack of time and feeling anxious when presenting or speaking in front of others.

Lack of time can sometimes stop or make it harder to complete training or practise new skills.to try and resolve this I will make a weekly time schedule and set daily reminders.
Breaking down tasks could also help me as it would make the workload easier.

To resolve the anxiety, I will try and present to a smaller group and then gradually increase the audience size.
Getting feed back off others would then help me improve. By getting support hopefully I can reduce the barriers and continue learning.  
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There are many different ways od developing and learning new skills, for example training courses, coaching, self-studying such as videos or reading information. Online courses, Practising skills in real situations.

The developing options I will use are, Online course to improve presenting skills. Talk to a colleague who presents well to try and make my presenting more efficient.

These development activities match my learning style as they include visual information, reflection and hands on practise.  


[bookmark: _3o7alnk][bookmark: _Toc213243677]1.4 support mechanisms for the development of self & another

[bookmark: _23ckvvd]
Having support during development is important because it helps you stay motivated and gives you useful feedback. My support network includes my family, manager, tutor, and colleagues. They help by giving guidance, offering feedback, and helping me find new opportunities to practise and improve.



[bookmark: _Toc213243678]1.5 Plan of action

.

 

SMART goals are goals that are Specific, Measurable, Achievable, Relevant, and Time-bound. This method helps you set clear and realistic targets so you know exactly what you want to achieve and how you will achieve it. A SMART goal is specific, meaning it is clear and focused. It is measurable, so you can track your progress. It must be achievable, meaning realistic for you to complete. It should be relevant, linking to your personal or professional needs. Finally, it is time-bound, meaning it has a deadline. Using SMART goals makes planning easier and increases your chances of success.

My objectives are to try and improve my confidence by summer 2026 and take advice off colleagues and undertake online course. This goal is smart because it has a deadline a focus and a way to measure progress. 
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Person 1
	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

	

Self confidence 

	Take course
	Laptop
Free time 
	By presenting to bigger groups 
	May 2026

	
Time keeping


	Weekly or daily plan
Lighten work load to free time
	Planner 
More staff so I do less work which frees up time.

	By sticking to the plan hopefully more free time will occur
	

May 2026

	
Communicate better with a team

	Talk more, listen and ask
	Co workers
manager
	I will talk more to people little by little everyday
	April 2026




Personal Objectives

	Short Term Goals (next 12 months)

	Presenting to people and improving my time-keeping are important short-term goals that can help me become more confident and organised in my daily life. Presenting to others can be challenging, especially when I feel nervous or anxious, but practicing this skill will help me communicate more clearly and share my ideas with confidence. By starting with small presentations or speaking in front of a few people, I can slowly build my comfort level. Over time, this will help me become more prepared for work situations where presenting information is necessary.
Good time-keeping is another key short-term goal because it helps me manage my responsibilities effectively. When I arrive on time, plan ahead, and stick to a schedule, I reduce stress and show respect for others. Developing this habit will make it easier to complete tasks, meet deadlines, and stay organised throughout the day. Simple steps like setting reminders, preparing the night before, and giving myself extra time for travel can make a big difference.
Together, improving my presentation skills and building strong time-keeping habits will support my overall development. These short-term goals will help me work more confidently, communicate better, and become more reliable in both personal and professional situations.


	Medium Term Goals (2-3 years)


Building confidence and creating a routine are important medium-term goals that can help me improve both personally and professionally. Confidence allows me to communicate better, try new things, and handle challenges without feeling overwhelmed. By working on my confidence, I can become more comfortable speaking in front of others, sharing my ideas, and taking on responsibilities that will help me grow.
Developing a routine is also essential because it gives structure to my day. A good routine helps me stay organised, manage my time, and reduce stress. It allows me to focus on what needs to be done and build positive habits. By planning my day, setting small goals, and keeping track of my progress, I can make steady improvements.
Together, confidence and routine will support my long-term goals and make it easier for me to succeed. These medium-term goals will help me stay motivated, improve my skills, and become more prepared for future opportunities

	
Long Term Goals (3-5 years)

	Having my own business is one of my main long-term goals because it represents independence, growth, and the chance to build something meaningful. Owning a business would allow me to make my own decisions, use my creativity, and take control of my future. It is a goal that requires planning, patience, and continuous learning, but it is something I want to work towards over time.
To achieve this long-term goal, I need to develop a strong set of skills. This includes communication, problem-solving, organisation, and the ability to work well with different people. Understanding customers, managing money, and planning ahead are also important parts of running a successful business. I know that I will need to keep learning and improving in these areas, which is why professional development is so important for me.
Another key step towards owning my own business is gaining experience. Working in different roles will help me understand how a workplace functions and what makes a business run smoothly. Learning from managers, colleagues, and tutors will give me a better understanding of leadership and responsibility. I also plan to research my business ideas, explore what the market needs, and think about how I can offer something valuable.











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

	
Learn new skills 

	Learn a new skill everyday
	Friends

	New tasks
	December 2025

	
Learn how to solve problems without getting stressed


	Keep calm and take a deep breath
	Help from manager and coworkers
	Do new tasks, feel confident and get feedback
	January 2026

	
Strengthen time management 


	Use a daily to do list 
	Friends 
A watch
	Give myself time to learn
	April 2026




Personal Objectives

	Short Term Goals (next 12 months)

	
Get better with time management.

	Medium Term Goals (2-3 years)

	In the next few years I want to learn many of things, understand new skills and feel more confident doing them


	Long Term Goals (3-5 years)

	In the long term I want to haver some big goals that I want to achieve. These goals will take time.







[bookmark: _32hioqz][bookmark: _Toc213243679]1.6 Monitor progress

I will monitor my progress by keeping a learning journal, asking for feedback, reviewing my development every month, and checking my progress with my manager or tutor. Monitoring my progress will help me see what I’ve improved and what I still need to work on.
 




[bookmark: _Toc213243680]1.7 Conclusion

Professional development is an ongoing process that helps you grow your skills, improve your confidence, and become better at your job. By understanding your learning style, recognising your barriers, using your support network, and regularly monitoring your progress, you can continue to develop effectively. Overall, professional development helps you achieve your goals, stay motivated, and create more opportunities for your future.
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Gibbs reflective model includes 6 stages, Description, Feelings, Evaluation,  Analysis, Conclusion and action plan.
description
During the recruitment I had to complete an interview and also explain why I was good for the job.
 Feelings
Before the interview I was nervous and also on arrival, after arrival when the interview started I began to feel more confident.
Evaluation
Most of the process went well, answering most questions confidently. I did struggle with some answers that needed detailed answers.

Analysis
I’ve realised I did not prepare enough and this made some questions difficult also anxiety effects my confidence so sometimes I know the answer but the anxiety would let me say it.
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CV 



Jordan Owen

PERSONAL PROFILE
 A hardworking, outgoing, and driven individual with a strong work ethic and an eagerness to succeed. Seeking employment in a role where their skills and experiences are utilised, and in a role where they are seen as a valued member of staff. Able to work on their own initiative unsupervised or as a member of a larger more directed and focused team. Can be relied on to complete any task they are given to a high standard and always takes pride in their work. A dependable, honest, and conscientious person with a friendly and approachable demeanour. Promised to a be a loyal and committed employee in any given role and is willing to undertake further training as necessary to gain employment. 
SKILLS
 • Working under pressure
 • Customer service
 • Flexible and adaptable 
• Strong organisation
 • Attention to detail
 • Time management
Employment history
2013-2022 The Dukes Arms, Swansea Pub Manager Duties included serving customers, handling cash and card payments, stock replenishment, and general cleaning of the pub. Additional duties included ordering stock, delivering, and picking up stock orders, cashing up, opening, and locking the pub, training, and managing staff, overseeing the hiring process, and ensuring the smooth running of the pub on a daily basis. 
2012-2022 JAYEH, Swansea Warehouse Operative Duties included quality control, picking, and packing goods to be distributes, arranging containers to be emptied, and working efficiently to meet the demand.
 2020-2024 3Ms, Llanelli Carpenter Duties included first carpentry fixes, measuring, and cutting wood to be used, fitting the wood, working to plans and drawings, handling various tools and equipment, manual handling, and general cleaning of the workplace.
 2013-2014 Smyths Toys, Swansea Shop Assistant Duties included stock replenishment, assisting customers with enquiries, and general cleaning of the shop floor. 
2022-2024 Food warehouse - home delivery driver
2025- mh construction 
EDUCATION AND QUALIFICATIONS
 
NVQ Level 2 in Carpentry. 
2005-2010 Cefn Hengoed Comprehensive School Gained GCSEs in English, Mathematics, and Welsh. 
ADDITIONAL INFORMATION Full and clean UK driving licence and access to a vehicle. HOBBIES & INTERESTS Enjoys playing snooker, socialising with friends, and spending quality time with family. 
REFERENCES Available on request.
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	Continuous Professional Development Plan - Your name

	
	
	
	
	
	

	Formal
	Informal
	Date
	Duration
	Status
	Details

	
	
	
	
	
	

	ILM Level 4 Diploma in Leadership and Management
	
	2025
	1 Year
	In Progress
	ILM

	L4 Certificate of HE Applied Leadership and Management 
	
	2025
	1 Year
	In Progress
	University of Wales Trinity Saint David
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