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[bookmark: _Toc500943471][bookmark: _Toc89371148]Introduction

[bookmark: _Hlk89361626]This assignment will begin by introducing the concept of learning style theory and providing a brief overview of some different available concepts. Prior to completing this assignment, I, along with an employee had the opportunity to complete several learning style questionnaires and the results of which are discussed throughout the assignment. I have collated the results from these questionnaires and have commented on their meaning in line with the suggestions put forward by the different learning theories. Following on from this I have our individual development needs by utilising SWOT, Gap Analysis and Johari Window. We have used these as the foundations for our personal development / action plans and have then compiled the results of these within Go Mad Triangle. Following on from this I have completed a reflective analysis by utilising Gibbs reflective model, I have used an experience of applying for a sales executive position within a local company and reflected on each of the components within this. Within the appendix of this assignment there a are several supporting documents which the reader will be referred to throughout. 
[bookmark: _Toc89371149]Section 1: Know how to identify development needs
[bookmark: _Toc89371150]1.1 Learning styles  

Within this section I will explore the different learning styles in relation to myself and an employee. The first learning style I am going to discuss is Honey and Munford (1982). This theory was developed in the 1970s by Peter Honey and Alan Mumford who had built on Kolb’s earlier learning model. Honey and Mumford suggest that individuals needed to use one of four different learning styles to complete a certain activity; the four styles are: activists, reflectors, pragmatists, and theorists (Honey-Mumford - Paving the Way, 2021).

After completing the Honey and Mumford questionnaire I was able to collate the results and identify my own learning style, according to the questionnaire I am a Reflector. The results also indicated that I scored highly as an activist (10) and lower for theorist (8) and pragmatist (8) (Appendix A). The description of a reflector as put forward by Honey and Mumford suggests that I would learn better by listening and observing others performing tasks. I agree with the outcome of my results as I have always benefited from learning ‘on the job’, an example of which is when I worked as bar waitress – here I was able to shadow more experienced colleagues and develop my own skillset which I was later able to put into practice independently. 
[bookmark: _Hlk87435925]
Following the completion of my own learning style questionnaire I went on to ask an employee to complete the same. After collating the results, I can identify that our learning styles are similar. The employee scored highly as a reflector and activist and lower as a theorist and pragmatist. I agree with the outcome of this questionnaire as the employee is a very ‘hands on’ person however can listen and takes on board advice and guidance when required; they are then able to incorporate this into their day-to-day duties. 

Another learning style theory considered as part of this assignment for both for myself and my employee is VARK. This theory was developed during 1987 by Neil Fleming and it was designed to help students and others learn more about their own individual learning preferences. This is potentially one of the most popular theories available in this area of study (Are You a Visual, Auditory, Reading/Writing, or Tactile Learner?, 2021).

[bookmark: _Hlk87436107]I was able to complete a VARK learning style questionnaire and the results indicate that I am an auditory learner, a full overview of the results is available within Appendix A of this assignment. According to VARK theory an auditory learner listens carefully and focuses on speech, tone, or rate. I am again in agreement with the outcome of this questionnaire as I believe I have well developed active listening skills. I am good at engaging with other’s and take on board other’s viewpoints and advice where applicable. I also note from my time in education particularly my time in Brynteg Comprehensive School; that my retention levels were greater when the lecturer was more animated in their tone. 

[bookmark: _Toc500943473][bookmark: _Toc456901517]The same questionnaire was completed by my employee on an independent basis; the results of hers indicate that she had strong preferences for Kinaesthetic and reading/writing styles however she scored lower as a visual and auditory learner. A kinaesthetic learner is an active learner who needs to be engaged in the activity they are studying and often utilise a trial-and-error approach. A reading / writing learning style is one where the learner benefits from textbooks, handouts and creating their own notes which they read over many times. In regards to my employee; when she first began working alongside me, she was very much ‘hands on’, however as she has developed more autonomy within her role she will keep track of duties by maintaining up to date and comprehensive lists.  The results of my employee’s questionnaire are located within Appendix A of this assignment and based on my observations of her working practices I am also in agreement with the VARK results. 

[bookmark: _Toc89371151]1.2 Development needs

Within this section of the assignment, I intend to explore the development needs of both myself and my employee. To do this, I will utilise SWOT, Gap Analysis and  Johari Window theory – the specific results of each will be located within Appendix B of this assignment.
SWOT Analysis
SWOT analysis is an abbreviated term for Strengths, Weaknesses, Opportunity and Threats. It’s purpose within a business setting is to analyse what a specific business currently does well and assists in developing a strategy for a successful future; one of the main draws for this theory is that it is a simple tool to use. ("What Is a SWOT Analysis and How to Do it Right in 2021 (With Examples)", 2021)
I completed the SWOT analysis and was able to identify several strengths and weaknesses within my own personality traits, I could also identify threats and opportunities. The results of this tool will be incorporated into the Personal Action Plan which will look specifically at ways in which I can overcome the barriers and threats to my business. 
I also completed a SWOT analysis on my employee, I found completing this on behalf of someone else difficult as the whole purpose of this model is to encourage creative thinking from a variety of participants. I was however able to draw out her strengths and weaknesses and this is further detailed within Appendix B of this assignment. 
Gap Analysis
Another tool used within this assignment is Gap Analysis, this tool is particularly beneficial when utilised at the beginning of a project or when a business case is being developed. Gap analysis can however be used at any stage of a project as it can be used to assess team progress or monitor business performance ("Gap Analysis: Reaching Your Ideal Future State", 2021). I found this simple table very useful as it enabled me to visualise in a basic way my hopes and goals for the future. Below is a table that I was able to create using the foundations of Gap Analysis to determine where I want to be in 5 years’ time; 

	Currently
	Information
	5 years’ time

	I am a single parent currently running my own cleaning company. I employ one employee.
	I am going to work hard and advertise cleaning roles for my company. I intend to take on more clients and employ more people.
	I will have a team of staff working with me and also have more clients to clean for. I also aim to develop a good reputation for my company. 



My employee also followed the same format in applying Gap Analysis and we were able to develop the below table:

	Currently
	Information
	5 years’ time

	I currently work for a cleaning company 20 hours a week.
	I hope to return to college in September 2022 – I would like to learn more about business and bookkeeping.
	I will have more responsibility within the company I currently work for. 



Johari Window
The last tool utilised for the purpose of establishing development needs is the Johari Window. This model was put forward by Joseph Luft and Harry Ingham in 1955; Johari Window is effectively a psychological tool which is simple and useful for furthering understanding and establishing training needs. Johari Window places great emphasis on ‘soft skills’ which are attributes not usually identified in other traditional learning models. I was able to complete a Johari Window and this is located within Appendix D of this assignment. I found the tool helpful as it revealed some information about me which I previously felt others would be consciously aware of; because of this it encouraged me to think about the unknown and steps I could take to prepare myself for the future. 

[bookmark: _Toc500943474][bookmark: _Toc89371152]1.3 Barriers

To consider the barriers in my day to day working life I established the below table, I ensured when identifying the barriers that I was able to identify a solution to ensure this was a positive and helpful tool. 
	Barrier
	Remedy
	

	· Dyslexia .
· Being lazy.
· Being a push over.
· Lacking confidence
	· Be organised.
· Forward planning.
· Being more assertive
· Believing in myself 
	Internal

	· Car breaking down
· Not having a babysitter

	· Having car insurance cover
· Forward planning 
	Externals
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[bookmark: _Toc89371153]
1.4 Development options

To identify my own development options, I have used the Go Mad external triangle. I found this tool very helpful because it enabled me to visualise my goals and how I can reach them – it also supported the visual element of my learning styles. This is also a working document that will be good to refer back to, so I can ensure that I am on track in reaching my goals. 
My Triangle 
[image: Diagram
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Employee triangle
My employee also completed the Go Mad triangle so that we were able to visualise and unpick her own development options. From devising this triangle, I was really interested to learn of her desire for career development, this is also something that supports her learning needs as she is a reading/writing learner. As this is a working tool, we will be able to refer to it in supervision sessions or informal discussions. I am also committed to supporting her with these goals and this triangle will service as a good reminder. 
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[bookmark: _Toc89371154]1.5 Plan of action

After considering my own and my employees learning and developmental needs, I was able to create a personal development plan or plan of action. This is a working document that needs to be reviewed on a regular basis, within my company I ensure that I offer annual appraisals and bi-monthly formal and informal supervision sessions. The underpinning theory for this plan is SMART planning, this is an acronym that details that the plan should be ‘Specific, Measurable, Achievable, Realistic, Time-specific’. I have found that this plan is helpful with my business because as it is interactive and recognises when progress has been achieved, it also breaks down the barriers to me achieving those goals. 
	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

	Certificate in management and business.



	I must complete the course; I will ensure I attend all my classes and complete my assignments. 
	I have access to my tutor, classmates, family, and friends who act as a support network. 
	I will graduate next year.

I will have reinforcement from my assignments. 
	July2022

	I want to employ more staff so that I can grow my business.



	I need to create and publish a job advert. 
	I can publish the advert on the internet, jobcentre web page, social media, and word of mouth.
	I will employee at least 2 more people.
	December2022



[bookmark: _Toc89371155]1.6 Monitor progress

I will monitor my progress by reviewing the personal development plan in place and engaging with the appraisal and supervision processes. I have also created a smaller more concise table that details my goals in the short, medium, and longer term. 

	Short Term Goals (next 12 months)

	In the next 12 months I am going to graduate from my university course and will employ at least 2 members of staff.


	Medium Term Goals (2-3 years)

	I would like to still be completing Level 5&6 of my university course. My business will have grown as I will have more employees and clients. 


	Long Term Goals (3-5 years)

	In 5 years’ time I will be running a successful business and expanding into different ventures withing the domestic avenue. As well as cleaning I would like to offer organising and decluttering service too.



[bookmark: _Toc500943481][bookmark: _Toc89371156]Section 2 Reflection on the recruitment process 

Reflection is a process that enables us to develop our understanding, knowledge, and skillset by encouraging us to ‘raise our awareness’ and develop strategies for change (Biggs, 1999). There are several academic theorists who have put forward concepts in this area of reflection however for the purpose of this assignment I have opted to utilise Gibbs’ reflective cycle (1988). This model follows 6 steps, these are descriptions, feelings, evaluation, analysis, conclusion, and action planning. By following each step, it allows the reflector to break down a situation and consider the key components necessary to adequately reflect on a situation. I have opted to utilise Gibbs’ model as it considers a persons’ feelings, this is similar to the Johari Window which focuses on a person’s ‘soft skills’, Gibbs also supports my learning style as an auditory learner. In the final stage of Gibbs’ model, the reflector must consider what they will do next time as part of the action plan, this allows planning for future scenarios which is something I have completed earlier in this assignment. 
Gibbs’ reflective model was developed by Graham Gibbs in 1988. Gibbs was able to determine that one of the main benefits of this cycle was that it gave structure to learning experiences. The Gibbs model offers a blueprint to look at an experience and as it has a ‘cyclic nature’ it is particularly useful for experiences that will be repeated as you are able to identify deficits in the experience and go on to learn from it (Gibbs 1988, Learning by Doing). For the purpose of this assignment, I will reflect on an experience where I applied for a position within Dunraven Windows, I intend to discuss the process from seeing the job advert to recruitment. 
[image: Timeline
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The description
During 2013 I had noticed a job application on Jobcentre Plus website relating to a sales executive position with Dunraven Windows. They offered good employment benefits and I found the wage particularly attractive; I recall that the salary was on the front page of the advert, and this was one of the main selling points. I had some knowledge of Dunraven windows prior to completing this application and because of this knowledge I had some apprehension in regard to the interview process. I was aware that Dunraven offered temporary contracts which were based on the levels of sales made; I had an inclination that the interview would be structured around a sales pitch. The application form was completed online, it was interactive and user friendly and I was pleased that I could complete it in a relatively short timescale. My application was submitted and within a fortnight I was notified via email that I had been successful in securing an interview. An interview date was given for the following week however the email detailed that I must prepare my own sales pitch for one of their products, the company noted that they were intentionally withholding the product they would ask me to pitch however signposted me as the applicant to their online catalogue. I acknowledged receipt of the email and confirmed my attendance at interview however did not study or prepare for the interview until 48 hours before. When I began my preparations, I focussed solely on their window products and opted not to look at any of their other products, I chose to do this due to the limited time I had available. On the day of interview, I ensured I was dressed appropriately and arrived at the venue 15 minutes early. I was eventually welcomed into the interview room 15 minutes later than my assigned slot and was asked to give a 10-minute sales pitch in regards to a ‘Sealed Window Unit’. I began the pitch by introducing myself and was eventually stopped after 10 minutes despite having more material to discuss. The second stage of the interview were some generic questions which included why I was right for the role and what I would bring to the company if successful. I left the interview venue after being advised that a remember of their recruitment department would be in contact within the next 48 hours to share if I had been successful. I was eventually contacted later that same day and informed that I would be offered a full time, temporary position within the company. I was asked to start my new position 2 weeks later and was encouraged to supply all the supporting documentation such as ID and qualifications as soon as possible; I received the new contract in the post within 5 days. 

Feelings 
When reflecting on this application process I can identify that I had feelings of nerves from the point of seeing the job advert. I believe these nerves began as I had acquaintances who had worked at Dunraven Windows for very short periods only as they were not able to meet their sales targets and were dismissed from their roles. Because of this I suspected that the interview process would include a sales pitch, as my confidence levels can be low this made me concerned and very apprehensive. I believe these feelings of nerves caused me to ‘avoid’ the interview preparation and I spent 5 days procrastinating and avoiding the task at hand. When I eventually realised, I could no longer put this task off I had to narrow down the products I could research as I only had 48 hours to complete it. I chose to focus my research on the window side of the business however this was a gamble as I did not know what the interviewers would be asking me, this then increased my feelings of nervousness. I also recall being told by my parents who were aware of the interview that I was being ‘lazy’ by not preparing sooner, this caused me to feel guilt and more self-conscious. 
On the morning of the interview, I was very nervous however I was pleased when I entered the interview room that these reduced significantly. My nervousness decreased further when I was asked about a window product which I felt confident to discuss, this made me feel lucky and likely contributed to the lengthy pitch I subsequently gave. I felt surprised when the 10 minutes had passed as it did not feel like I had been speaking for that long. 
At the end of the interview, I felt happy and confident, I was able to thank the panel for their time and questions and when leaving the building I had a massive sense of relief. When I returned home that day the feelings of apprehension returned and I began to reflect on what I had said, I recall that I did this in a negative sense and would question why I hadn’t said something else or elaborated on something further; this caused me to feel self-conscious. When I was called by the company some hours later I recall having mixed feelings of dread and excitement when answering the phone. When I was informed I had been successful I felt very happy, elated, grateful and motivated. 

Evaluation
To evaluate the process described above I will first consider what went well. Overall, I felt this was a positive experience as I was successful in securing a job. I was also able to develop my knowledge of products for the company which I subsequently went on to sell, I felt this gave me somewhat of heads start prior to beginning my role. In addition, this experience boosted my confidence and self-esteem as I put myself in a situation, I was not comfortable in and overall succeeded in what I had set out to do. 
When considering what did not go well in this situation, I can identify that my planning and preparation was very poor. I did not research the entire catalogue as advised in the interview letter and after being offered the position I had to go away and learn this prior to starting at the company. Another aspect that did not go well was being called into the interview room later than expected, this impacted my nerves and composure for a short while and may have been a reason for going over my allocated presentation slot of 10 minutes. 

Analysis 
At the beginning of this process where I had seen the job advert, I was fully aware that this was not going to be a long-term position for me. I was very young at the time and knew that my time in the company would be determined by the number of sales that I made, I was also unclear at the time as to where I wanted to end up and what my future career path would be, this was therefore a ‘stop gap’. Overall, I felt I had a very positive experience at the company, I made good connections and friendships with others and many of these continue to this day for example I currently clean for my previous manager at this company. By reflecting I can identify that securing a position with this company enable me to overcome anxiety and confidence issues and the skills I learnt in regard to sales are something I continue to put into practice to this day. I utilise the different techniques when meeting new clients and touting for business and at times of apprehension remind myself of my time here and the often-difficult sales pitches I would make. 
Despite the positives I have noted I do not feel that I could return to this type of working pattern, the temporary contract is now unattractive to me and does not fulfil the security and stability needs that I currently have. I also seek flexible working to ensure that I achieve work/life balance, I do not feel I could secure this within this company. 

Action planning 
A continuous development need of mine has always been improving my self-confidence, this is contained within the action plan detailed within this assignment and it is interesting to note that this need continues to arise some 8 years later than the reflective account refers to. Since commencing this university course I have become aware of my own learning styles and believe that if I had known where my strengths lie e.g. being an auditory learner then I could have looked for opportunities in my interview planning stage for instance looking at online videos detailing the products available. I have also noted that I continue to refer to myself as ‘lazy’ in regard to task preparation; from reflecting on this experience, in particular the feelings component I believe this ‘laziness’ is more likely to be avoidance. I believe that avoiding situations, particularly new ones where I am out of my comfort zone is more related to self-esteem as opposed to motivation. On reflecting on this situation, I can identify that I am a highly motivated individual who can achieve. 
Within the appendix of this assignment, I have included a job application, CV and covering letter as supporting documents for this reflective process. 
[bookmark: _Toc89371157]Conclusion

This assignment has explored the various learning styles available and has attempted to apply these to my own learning needs and that of my employee. Brief overviews of the concepts have been gives as well as detailed results being made available within the appendices. The assignment has explored the development needs by considering SWOT, Gap Analysis and Johari Window theory. These have then been used to develop a SMART personal development / action plan which have then been implemented within a Go Mad Triangle. A reflective cycle has also been developed using the Gibbs reflective cycle, this has considered a recruitment experience for a sales position held – throughout which reference has been made to the above learning and development theories and models. 
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Honey and Mumford questionnaire results
	
	Reflector
	Activist
	Theorist
	Pragmatist

	Myself
	16
	10
	8
	8

	Employee
	17
	16
	13
	15



	
	Visual
	Auditory
	Read/Write
	Kinaesthetic 

	Myself
	6
	9
	5
	7

	Employee
	2
	2
	7
	8






[bookmark: _Toc89371161]Appendix B 
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SWOT for Myself


	[bookmark: _Hlk89248461]STRENGTHS
· Punctual 
· Helpful
· Team player
· Supportive
· Good listener 
· Impatient
· Flexible 


	WEAKNESSES
· Dyslexic
· Push over
· Lack confidence
· Can’t say no 
· Lazy  





	OPPORTUNITIES
· First year certificate 
· Diploma 
· Letters behind my name
· Grow my bussiness




	THREATS
· Finance 
· Competition 
· Legislation
· Pandemic
· Politics
· Suppliers 


	
SWOT For my employee 

	STRENGTHS
· Team player
· Can be flexible
· Will always help others
· Can listen well



	WEAKNESSES
· Lateness
· Lack confidence 
· Push over occasionally 





	OPPORTUNITIES
· To run her own team with this business 
· To learn more
· To earn money 





	THREATS
· Finance 
· Competition 
· Letting people down. 










[bookmark: _Toc89371162]Appendix C

Johari Window
	Known to self
	Unknown to self
	

	· Appearance
· Hobbies
· Name
· Punctual 
	· Personal hygiene
· Attitude
· Confidence
· Hangry
	Known to others

	· Medical
· Phobias
· Opinions
· Personal/lifestyle
· Money
	· The future
· legislation
· money
· medical
· social
· pandemic
	Unknown to others
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GO Mad Triangle
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	NHS SHORT APPLICATION FORM

Please fill in the application form below. Do not type/write using only capital letters and please remember to check it carefully, as once the form has been submitted it cannot be changed. If you wish to apply on-line you can do so at www.jobs.nhs.uk. Please note that questions marked with an asterisk * are mandatory and therefore must be answered.
		For Office Use Only
Online Reference Number:







APPLICATION FOR EMPLOYMENT WITH                 

Your Organisation Name here


APPLICATION FOR EMPLOYMENT / VOLUNTEERING 
Details entered in this part of the form will be held by the recruiting employer. Access to this information will be withheld from the shortlisting panel.  Please do not type/write using only capital letters, as this could lead to your application being automatically rejected. Please use the appropriate mixture of capital and lowercase letters in standard written text.

	Job reference number
	110-AC713-1121

	Job title
	MDT Coordinator


	Department
	Cancer support



Personal details

	Title
	Miss 

	* Surname/Family name
	Powles


	* First name
	Chloe

	Middle name
	

	Name in which you are registered with a professional body (if applicable)
	


	UK national insurance number
	J**********

	Address
	31 Heol-y-Geifr
Pencoed


	* Postcode/Zip code
	CF35 6UH

	* Country
	Mid-Glamorgan

	Home telephone number
	


	Mobile telephone number
(only if UK registered)
	07724536960

	NHS Jobs can send text messages to UK registered mobile for key activities associated with applications.
Tick this box if you wish to receive updates by text message?
	   YES

	Work telephone number
	

	Preferred telephone number
	      Mobile     

	Your email address
	Chloenc92@icloud.com

	* Are you a British or Irish National, or a European Union (EU), European Economic Area (EEA) or Swiss National?

	 Yes	          



If you have answered ‘Yes’ to the ‘Are you a British or Irish National, or a European Union (EU), European Economic Area (EEA) or Swiss National?’ question, you must answer these questions:

	Please select the category that relates to your current status:

	· I confirm I am a British or Irish National




If you have answered ‘I confirm I am a European Union (EU), European Economic Area (EEA) National or Swiss National’ to the ‘I confirm I am a European Union (EU), European Economic Area (EEA) National or Swiss National’ question, you must answer these questions:

	EU Settlement Scheme Status

	· Pre-settled
· Settled
· Unknown/not declared

	Date EU Settlement Status Issued (DD/MM/YYYY)

	

	Expiry Date (for EU pre-settled status only) (DD/MM/YYYY)

	

	EU Settlement Scheme Status Verified Date (DD/MM/YYYY)

	

	Granted EU Temporary Leave to Remain

	 Yes	           No

	Leave to Remain Expiry Date (DD/MM/YYYY)

	



If you have answered ‘No’ to the ‘Are you a British or Irish National, or a European Union (EU), European Economic Area (EEA) or Swiss National?’ question, you must answer these questions:

	Please select the category that relates to your current immigration status.  This status will be subject to checking before interview.

	· Highly skilled worker	 Post Graduate Doctors and Dentists
· Indefinite Leave to remain/enter	 Temporary worker
· Skilled worker	 Other, please specify below
· Dependant / Spouse visa	
· Youth Mobility Scheme                               -----------------------------------------------------------
· Clinical attachment visa
· Refugee	
· Student	
· Visitor						

	Please supply details of any visa currently held:

	Visa number:
Start date: (DD/MM/YY)
Expiry date: (DD/MM/YY)
Details of any restriction:

	Does your visa have a condition restricting employment or occupation in the UK?

	 Yes           No




APPLICATION FOR EMPLOYMENT/VOLUNTEERING 

Details entered in this part of the form will be held by the recruiting employer and will be made available to the short-listing panel.

	Job reference number
	110-AC713-1121
	Online reference number
	

	Job Title
	MDT Coordinator 

	Department
	Cancer Support




Education & Professional Qualifications

	Please provide all relevant training and qualifications, also indicate subjects currently being studied and expected year of qualification. All qualifications disclosed will be subject to a satisfactory check.

	University of Wales
I am currently studying Certificate in Higher Education Skills for the work place.
Brynteg Comperhensive
September 2002 - January 2008                                                                          
I also attending a hairdressing course at Bridgend College, but due to family reasons I was unable to.







Employment History

Please record below the details of your full employment history beginning with your current or most recent first. If required, please provide additional information regarding your employment history within the 'Supporting Information' section.

	Have you ever worked for the NHS?
		  No

	
Employer name
(Current/most recent employer)	
	ROCK I.T 

	 Employer address

	
N/A

	 Your job title
	Business Development Manager

	 Start date  (MM/YYYY)
	2015
	 End date (MM/YYYY)
	2016

	 Reason for leaving (if applicable) 

	
I had my daughter then took a Career break.




		Description of your duties and responsibilities 

	My role within RockIT was to contact other business about their IT support. I would give them lots of advice on the IT product that RockIT supplies. I also had to manage my own diary, make sure i was on top of my call backs and up to date with my emails and to make sure all appointments was kept. I had to work within a team and on my own.






Please add additional employers/information on a separate sheet.


2014 - 2015                                                                                                                         Trecco Bay Holiday Park
Sales Resource
My role within the holiday park was to run my own office where I would talk to the public. I would take their information and pass on the information to the sale staff. My role was to make sure all the posters and caravan windows was dressed properly. I also had to make sure all the caravans was presentable.
2013-2014                                                                                                                                   Dunraven Windows
Sales Staff
My role within Dunraven windows was to ring lead cards and book in appointments for the sale men. I had to reach certain targets and i worked within a team.
2010 -2013                                                                                                                                                          The Star 
Bar Staff
My role within the public house was to serve customers, handle cash and keep the bar area clean and tidy. I enjoyed working in the pub as there was always a constant good atmosphere.
2010 -2011                                                                                                                Valley Windows and Repairs
Sales and Insulation Supervisor 
My role within Valley WIndows was to sell windows, doors and repair work. I also had the rold of looking after the insulation department, this job included booking in fitting jobs and surveys, complaints. I also had to deal with front of house.
2009 - 2010                                                                                                             The Coity Castle Public House
Bar Staff
My role within the public house was the serve customers handle cash and keep he public house clean and tidy.

References

Please provide the names and full contact details of your referees.
· References must cover a 3 year period of continuous employment, training or education. Your referees will need to confirm this. They may need to comment on your skills, personal qualities and suitability for the post.
· Your referee could be an HR department, line manager or someone in a position of responsibility.
· You must provide an email address for each referee. This may require you to contact your referee to confirm this prior to submitting your application, as this is a mandatory field.
· If you are a student or trainee this should include a teacher/tutor at your school/college or university.
· If you have not been in employment or education for the last 3 years, you may need to supply a character reference or a personal statement. A character reference must not be from a relative or someone who has a financial arrangement with you.
· Emails for employers must be a valid work email address and not the referee’s personal email address unless the email being provided is covering a gap in work history or the employer no longer exists and the referee being used is a personal/character referee.
· All reference requests will be verified by the recruiting employer.
Referees may be approached before interview, unless you state otherwise below.

Referee 1

	* Type of reference
	Previous Emplyee

	Title
	Mr

	* Surname/Family name
	Williams
	* First Name
	Rob

	* Relationship
	Emplyer

	Employer name
	Rob

	Referee job title
	Owner

	* Address
	N/A

	* Post Code/Zip Code
	CF33 3HG

	Telephone
	0777777777777
	* Country
	Mid-Glam

	* Referee email address
	rob@rockit.com
	Fax
	

	* Can the referee be contacted prior to interview?
	 Yes          



Referee 2  

	Type of reference
	  Personal/Character

	Title
	Ms

	* Surname/Family name
	Jones
	* First name
	S

	* Relationship
	Doctor

	Employer name
	

	Referee job title
	

	* Address
	Doctors Surgury 

	* Post Code/Zip Code
	CF44 5GT

	Telephone
	01656666666
	* Country
	Mid Glam

	* Referee email address
	Jones.s@doctors.com
	Fax
	

	* Can the referee be contacted prior to interview?
	 Yes          




	If you have applied to us within the last 3 months, are you happy for us to use the references from your earlier application?
	        yes



If necessary please add additional referee information on a separate sheet.

 
Additional Personal Information

		Preferred Employment Type
	 Full time     Part-time      Job share   Secondment     
 Flexitime    Agile/Home working            Compressed hours
 Term time hours                Annualised hours



Declaration

The information in this form is true and complete.  I agree that any deliberate omission, falsification or misrepresentation in the application form will be grounds for rejecting this application or subsequent dismissal if employed by the organisation.  Where applicable, I consent that the organisation can seek clarification regarding professional registration details.

	I agree to the above declaration

	Signature
	C.Powles

	Name
	Chloe Powles
	Date
	1/12/21












[bookmark: _Toc89371166]Appendix F
Chloe Powles
Personal Details:
Telephone number:
07724536960
Email:
chloenc92@icloud.com

Personal Profile:
I am an ambitious, confident and well-mannered person. I am organized in everything that I do, making sure that all resources and equipment required is in place for when a task is needed to be done and that my place of work is kept tidy. I am a hardworking person and a good team worker as well as working individually. When working in a team I like to air my opinions and ideas so that they are heard and so that our team gets the best outcome. I am a very punctual person.I am and have been told that I am a good listener when it comes to my colleagues and giving advice. I hold a Full UK driving license. Due to my experience I have learnt a variety of valuable and excellent skills. I am a friendly, outgoing and approachable young lady. I am committed, honest and a hardworking young person who thrives to succeed.

Experience:
2015 - 2016					                 	                                                  RockIT
Bussiness Develpment Manager
My role within RockIT was to contact other business about their IT support. I would give them lots of advise on the IT product that RockIT supplies. I also had to manage my own diary, make sure i was on top of my call backs and up to date with my emails and to make sure all appointments was kept. I had to work within a team and on my own.
2014 - 2015                                                                                                                         Trecco Bay Holiday Park
Sales Resource
My role within the holiday park was to run my own office where i would talk to the public. I would take their information and pass on the information to the sale saff. My role was to make sure all the posters and caravan windows was dressed properly. I also had to make sure all the caravans was presentable.
2013-2014                                                                                                                                   Dunraven Windows
Sales Staff
My role within Dunraven windows was to ring lead cards and book in appointments for the sale men. I had to reach certain targets and i worked within a team.
2010 -2013                                                                                                                                                          The Star 
Bar Staff
My role within the public house was to serve customers, handle cash and keep the bar area clean and tidy. I enjoyed working in the pub as there was always a constant good atmosphere.
2010 -2011                                                                                                                Valley Windows and Repairs
Sales and Insulation Supervisor 
My role within Valley WIndows was to sell windows, doors and repair work. I also had the rold of looking after the insulation department, this job included booking in fitting jobs and surveys, complaints. I also had to deal with front of house.
2009 - 2010                                                                                                             The Coity Castle Public House
Bar Staff
My role within the public house was the serve customers handle cash and keep he public house clean and tidy.
jjf
Education
University of Wales
I am currently studying Certificate in Higher Education Skills for the work place.
Brynteg Comperhensive
September 2002 - January 2008                                                                          
I also attending a hairdressing course at Bridgend College, but due to family reasons I was unable to. complete the course. 

Achievements
My five achievements are:
- First aid certificate
- Compact certificate 
- Basic Food Hygiene certificate
- Participate in March with Sea Cadets for St Davids Day
- Raised money for the Christmas morning swim with Sea Cadets

[bookmark: _Toc89371167]Appendix G
Cover letter 
Job Reference: 110-AC713-1121
Job tile: MDT Coordinator, Cancer Support. 
Hi I am writing to whom this many concern,
I am applying for the role listed above, due to my experience I have learnt a variety if valuable and excellent skills. I am friendly, outgoing, and approachable young lady. I am committed, honest and hardworking who thrives to succeed. I am currently studying Certificate in Higher Education Skills for the workplace. As seen on my CV it shows that I have been out of work from 2016. I took time off to have my daughter but know I feel its time to get back to work and be the best role model to my daughter I can be. I am a good listener and I love to learn. Seeing people succeed motivates me more than anything and pushes me to do the same. 
Thank you for taking time out to read this.
Yours Faithly 
C.Powles
Chloe Powles
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