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Section 1: Know how to identify development needs

[bookmark: _Toc500943472][bookmark: _Toc53314824]1.1 Identify learning styles for self and another 
There are many existent learning styles. As a result, identifying the most effective learning style is crucial as it enhances the effectiveness of learning (Sudria et al., 2018, p. 99). To identify our learning styles, my colleague and I undertook the Vark Questionnaire. Based on scores, I found out that I am a strong visual learner. Learning tends to be more effective for me using visual learning aspects such as pictures and images. Using the 'honey and Mumford learning styles framework, I also found out that I am a reflector learner. This is because I am the kind of person who tends to view a situation in different perspectives. While learning, I tend to collect data regarding a subject, review and carefully think about it before arriving to any conclusions. Scores from the Vark questionnaire show that my colleague on the other hand is an aural learner. This is because she prefers to use sound and music during learning. 
Person 1 (Amy Jones) – I am currently working as a Counter Manager for Urban Decay Cosmetics plc. I have been working for the company for three years and I enjoy my job very much. I have worked in retail since I was sixteen years old and have enjoyed working with customer above all else. I attended college after completing my GCSE’s, I studied Business at level 3 at Coleg-Sir-Gar, while working part-time at Debenhams. After receiving my extended diploma, I decided to work full-time at Debenhams, and I started working my way up from sales assistant, to a concession manager and then to a Counter Manager. Altogether I have nine years of experience in retail. My experience working in retail and as a concession manager helped me get the job as a counter manager, I realised I had a passion for doing make-up and also being a team leader, so this was the ideal job for me. 
With the current state of the Highstreet and retail not being what it once was, I decided I wanted to study further to develop my knowledge and skills, this is why I enrolled for this course and I really hope to excel and to hopefully go on for my degree. I am interested in developing in order to become a teacher one day. I believe that achieving my goal of having a degree would have a great impact on my job prospects. My sister Ceri is also studying this course as well as my mother, we all decided to challenge ourselves. My oldest sister who has also always worked in retail, just this year she decided to go into nursing. I believe no one is ever to old and can always learn more and push yourself to be better. 
Person 2 (Corrie Addie) – is also currently working with Urban Decay Cosmetics as a sales advisor, she is a qualified make-up artist and has been one for six years. Corrie had difficulty in school because she is dyslexic, she needed extra attention and help with her studies. Corrie still managed to leave school with seven GCSE’s, and she knew that she had a passion for make-up and beauty, so she went straight into college to gain the relevant skills and certificates she needed in order to progress. Corrie gained her level 3 and 4 in Make-up and then beauty as well, she worked in a salon for two years, after realising that she had achieved all she could there, Corrie then came to work for Urban Decay. 
Corrie has always wanted to learn to drive, but she has struggled when it comes to revising for her theory test. Corrie would like to be able to pass her driving tests this year in order to widen her clientele for business, this would allow her to make house calls to those wanting to have their make-up done freelance, which she would be able to do outside of work in order to earn extra money. Corrie is also interested in studying further to get her PGCE so she is able to teach make-up to others. 


[bookmark: _Toc456901517][image: ]Person 1 – Amy Jones
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Honey, P. and Mumford, A. (1986b); Learning Style Questionnaire, Peter Hones Publications Ltd.
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	ACTIVIST
	REFLECTOR
	THEORIST
	PRAGMATIST


Reflectors like to stand back and observe, they are better at listening than most. They are able to reflect on their own experience and are good at analysing what happened and why. They are also able to analyse others effectively as well, reflectors are seen as those who perform the best in the ‘MONITOR’ role. 
	
SWOT Person 1


	
STRENGTHS

Willingness to learn
Excellent communication skills
Friendly and approachable
Very organized.
Can work in a team

	
WEAKNESSES

Perfectionist 
High expectations for others
Self-Doubt
Competitive
Overexert myself


	
OPPORTUNITIES

Internal and external training
Job opportunities
External business networks
Further education
Learn to drive

	
THREATS

Policy changes
Unexpected personal issues.
Coronavirus
Work engagements
Family commitments 




1.2 Use a simple technique for identifying development needs for self & another
	[bookmark: _Hlk511915604]
SWOT Person 2


	
STRENGTHS

Quick learner
Can work in teams
Happy and positive 
Verbal skills
	
WEAKNESSES

Low self-esteem at times.
Work-related stress when under pressure.
Dyslexia
Finds it hard to say no to people




	
OPPORTUNITIES
Internal training 
Job opportunities
Further Education
Learn from management
Learn to drive

	
THREATS
Expensive training
Lack of time for training
Dyslexia
Coronavirus





Building on the SWOT analysis it is clear that my colleague and I require management and HR training within work in order to progress with the company. Within the college I need to have more confidence when it comes to executing my work, I also need to have open communication with my tutors.
[bookmark: _Toc500943474][bookmark: _Toc53314826]1.3 Identify potential barriers to learning for self and another.
Personal mind sets are a barrier to learning for myself. This mainly occurs due to past negative experiences and/ or low self-esteem. I also tend to be resistant to changes in learning aspects which results to disengagement from the course or co-learners. Workload is also a barrier to learning for my colleague and myself. This is because we can be extremely busy with work hence has no time for extra training or in my case can affect the time I have set aside for my studies. 
A potential barrier would have been the affordability of me taking part in this course, but I am very fortunate to have been granted my student loan, paying it back may be a struggle but I am hoping that after my studies that I am able to get a better job. 
Another barrier for myself is travelling to class, I do not drive yet, and I rely on public transport or lifts from others. 

[bookmark: _Toc500943475][bookmark: _Toc53314827]1.4 Explain how these barriers to learning can be overcome.
To overcome my barrier, I should engage more in training sessions and lectures that offer learners room to discuss their concerns regarding past experiences in a constructive manner. Resources that support content and technical concerns should be made available to learners as well. I should also feel that I am able to talk to my tutors regarding any concerns for my studies.  For my colleague and I, we need to be more organised and learn how to balance work and training/studying. This will ensure we work more efficiently and also, we will be able to go further in the business.
I am currently getting paid under the required amount to have to pay back the student loan, so I do not need to worry about that right now. My partner at home is also on a high wage and he is very supportive of my studies. 
Regarding travel, I am lucky enough that my mother is also studying this course and she does drive so I am able to have lifts with her, also sometimes there are evening classes, which works out better for me because I am able to walk to class after work. For a long-term solution I have recently passed my driving theory test and I am learning to drive. 
[bookmark: _Toc500943476][bookmark: _Toc53314828]Section 2: Know how to develop self & others to achieve organisational objectives
[bookmark: _Toc500943477][bookmark: _Toc53314829]2.1 Analyse learning/development options to meet needs of self & another.
Building on the analysis in section 1 above, I have identified several learning and developmental options for my colleague and I. There are various significant areas that I realised I need extra training. I have never received management and HR training. Consequently, I believe that this is a significant area that I need to develop. I noticed that my colleague does have a weakness in the same areas hence this offers an opportunity for development. Advancing our knowledge in these areas will help us better understand management and HR rules and polices. 
Having networked meetings with individuals who manage the daily operations of our entity and the HR department will create an opportunity for us to advance our knowledge in these areas. My colleague also requires to develop when it comes to self-esteem and confidence. Confidence plays a vital role when it comes to customer service (Menguc et al., 2017, p. 436). Undertaking a customer service training session will help my colleague understand how to go about customer service and also build her confidence when relating with others. 
I have committed to further studying, CertHE Skills in the workplace,  I need to make sure I am dedicating enough time to my work, and keeping in contact with my tutor, ensuring I understand the work. I need to make use of the UWTSD Library and Moodle as well. 

[bookmark: _Toc500943478][bookmark: _Toc53314830]2.2 Identify support mechanisms for the development of self & another
[bookmark: _Toc456901523]Our colleagues and co-learners offer strong support mechanisms for my colleague’s and my development. Annual appraisals are a strong mechanism when it comes to supporting our development. During such appraisals, we will discuss past work experiences and progress as well as future development. It is during such meetings that we will all discuss any issues, resource and training requirements, and challenges that we may be facing. Flexible working conditions will also offer support to our development plans. This is because with such working conditions, it will be easy to attend training and study sessions. 
In college my tutor is a vital support mechanism, as well as our class supervisor, I am able to discuss any problems or difficulty I may have. After class I will be able to discuss any problems I am having with my work and ask for any extra help or advice I may need. 






[bookmark: _Toc500943479][bookmark: _Toc53314831]2.3 Prepare development plans for yourself and another person
Part 1: Personal Analysis 
See SWOT Analysis in 1.2 
Part 2: Setting 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

	Learn how to undertake management and HR duties effectively.


	Undertake HR and management training

	Training 
	Evaluate my past understanding on these areas with my understanding after the training
	5/03/2021.

	CertHE Skills in the Workplace.


	Work hard, attend college, listen, and study.
	I will need support from my Tutors, resources on Moodle, UWTSD and the Library. 
	By passing each assignment and passing the course. 
	February 2021

	Degree



	To pass CertHE Skills in the Workplace, continue my studies and work hard.
	Support from my Tutors, my family, resources on Moodle, UWTSD Library.
	Passing the Assignments
	July 2022

	
PGCE


	I need to achieve my degree and then continue in education
	Support from Tutors and my family
	By achieving my degree and then PGCE
	July 2023



Part 3: Personal Objectives
	Short Term Goals (next 12 months)

	Improve self-confidence and self-esteem 
Improve communication skills
Improve time-management for work and studies
Pass CertHE Skills in The Workplace

	Medium Term Goals (2-3 years)

	
Improve HR and management skills 
Go on to get my Degree

	Long Term Goals (3-5 years)

	
Attain further leadership and management skills
Achieved my Degree and PGCE
Have a job in teaching 




[bookmark: _Toc500943480][bookmark: _Toc53314832]2.4 Method used to monitor the development of self & another.
An appraisal system will be used to monitor my colleague’s and my development. This is the main method used for evaluation in my place of work. The main aim of this evaluation method is to review the performance of employees and to identify their potential training needs (Rizvi, 2017, p. 147). Reviews on employee performances helps managers understanding some of the challenges that employees are facing hence providing opportunities for the employees for training and development. Building on such a method, it will be easy for my colleague and me to monitor our development and also areas that need further improvements (Sing and Vadivelu, 2018, p. 1111). Development areas will also be identified using this appraisal system making it easy to allow training to meet the employee’s development needs.
In my education I will keep learning logs and development plans in order to stay on track with my learning and also my goals.
My appraisal form with Urban Decay – 
‘Urban Decay 
Appraisal Form


Name: Amy Luisa Jones 
Job title: Counter Manager 
Location: Swansea Debenhams 
Length of service: Since September 2018
Appraisal Period: 1st September 2019 – 31st March 2020
Date of appraisal: 08/03/2020
Name of person carrying out appraisal: Kimberley Cheeseman

Employee understanding of current role activities 
Amy understands her role is to provide general support to employees, Corrie Addie, and Rebecca Hart. Amy understands she is required to keep up with weekly and monthly paperwork for the counter as a whole, to keep up to date with stock and to update targets. She is also required to keep up with training for herself and the employees. Amy is aware that it is also her responsibility to keep team morale positive.
Overall Assessment of performance 
5 - Well ahead of standard
4 - More than satisfactory – slightly above job requirements
3 – Satisfactory
2 – Less than satisfactory – slight improvement required
1 - Unsatisfactory – below the standard reasonably expected

	Description
	Standard Achieved
	Manager’s Comments

	Standard of administrative / paperwork provided 

	5 / 4 
	Kimberley Cheeseman has noted the high standard of administrative work she has been provided with weekly and monthly. Figures are always up to date and sent on time. 

	Job knowledge

	5
	Kimberley Cheeseman has noted that Amy is fully aware of her job specification.


	Teamwork

	4
	Teamwork is very important to Amy, and she ensures her team works well together. They always deliver excellent sales. 

	Attendance & punctuality

	4
	Kimberley Cheeseman has thanked Amy for a full attendance this year, with no sickness and only the minimum lateness.


	Development of working relationships

	5
	Amy has developed great relationships not only with her team but also with Debenhams staff.

	Communication

	5
	Amy has excellent communication with her area manager and with her employees. 


	Overall marking
	4
	Amy is an experienced, well-respected, and committed member of staff. It is always a pleasure to work with Amy, she is always very helpful. Amy is punctual with all of her tasks.



What do you consider to be your most important achievements during the appraisal period?
Amy has agreed her biggest achievement to date has been reaching the Senior Artist role within Urban Decay.


General comments by supervisor on this assessment
My great thanks to Amy for all of her hard work this year, for always being committed to the job.


Signed. ........A. Jones....................................... Date:
















[bookmark: _Toc500943481][bookmark: _Toc53314833]Section 3: Know how to prepare for the recruitment process 

[bookmark: _Toc53314834]Reflection on the recruitment process 
[image: Gibbs' Reflective Cycle | The University of Edinburgh]
The reflection model that I will use to reflect on the recruiting process is the Gibbs' Reflective Cycle, this model was developed by Graham Gibbs in 1988 (Markkanen et al., 2020, p. 44). Gibbs main aim while developing the framework was to bring an aspect of structure to learning from experiences. This model gives a concrete structure whereby an individual is able to examine their experiences in a cyclic nature through six main stages. 
[bookmark: _Toc53314835]3.1 Description
The recruitment process was tough since there were too many potential candidates. As a result, the hiring panel was keen on details in order to improve the selection process. There were also more candidates with further experience.
[bookmark: _Toc53314836]3.2 Feelings
During the recruiting process I was very anxious. This is because the panel was strict. Besides, given the fact that I tend to have confidence issues, I got anxious about the entire process and the outcome. 
[bookmark: _Toc53314837]3.3 Evaluation
Generally, the recruitment process was fair and went well. I managed to gather my confidence. Besides, as much as the recruiting panel was strict, they were patient and gave me time to compose myself. They were also very reassuring.
[bookmark: _Toc53314838]3.4 Analysis
A recruitment process is very vital for both the candidates as well as the recruiting panel. As a result, there are several development opportunities for both parties when it comes to this process. 
[bookmark: _Toc53314839]3.5 Conclusion
In conclusion, the recruitment process was generally fair. I believe my current job gave me the right skills for this particular job, also because I am in further education it shows my willingness in continued learning.
[bookmark: _Toc53314840]3.6 Action Plan
In the future, I plan on expanding more on my knowledge regarding a company prior to an interview. This is because in most cases the recruitment panel goes beyond the basic questions. 



[bookmark: _Toc53314841]
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Job Application for Carmarthenshire County Council
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