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[bookmark: _Toc530745490]Introduction

Career Development according to the Business Dictonary.com is defined as “the lifelong process of managing your or your employees work experience within or between organisations”.
Career Development starts at a very young age even though we may not realise it.  It begins when we discover what we must do to ‘earn a living’.  It may begin when children start to notice that some people are Doctors, Nurses, Fireman and Policeman, this is the start of the career process and starts young people thinking about what they would like to be when they ‘grow up’.  
Career Development is an ongoing process throughout your working life.  Once you decide on a career you then must find and acquire the education and training for the specific career path you have chosen.  There is then the step of applying and finding employment, and if you are lucky enough, to find an organisation who will invest in your development and help you to climb the career ladder.
Getting expert career advice whilst at school is invaluable in helping you to follow a satisfying and successful career path.  Unfortunately, most of us cannot see the wood from the trees at this stage of our lives, we do not see the point of it at such an early age and fail to take advantage of this free expert guidance at our fingertips.   
For this assignment I have been tasked with identifying development needs for myself and a colleague using recognised learning styles and techniques such as; Honey and Mumford, VAK and Dantec as well as identifying potential barriers to learning and how to overcome them. I produced a SWOT (strengths, weakness, opportunities, threats) diagram for each of us.  I then demonstrated my understanding of this task by producing personal development plans using SMART objectives, this led me into a discussion regarding the annual appraisal process.
My final task for this assignment was to identify a suitable job position and complete an application form, CV and cover letter.   I was then asked to reflect on a recent interview experience and describe with my new learned knowledge and research regarding the recruitment interview and selection process how this will best prepare me for future interviews.









1.1 [bookmark: _Toc530745491]Learning style(s) of myself and the learning style(s) of another member of the team

What is a learning style?  According to Cathy Dantec ‘a learning style is a unique collection of individual skills and preferences that affect how a person perceives, gathers and processes information’.   
The results of the Honey and Mumford (1992) learning style questionnaire for myself showed that I was equally a: 
· Reflector, Theorist and a Pragmatist  
Reflectors will tend to be cautious and careful in what they do.  They will collect a great deal of information before arriving at any decisions or making judgements, and in a group discussion will prefer to listen to others contributions before making their own views known.  
Pragmatist prefer to test already formulated ideas.  Their keyword might be experimentation, and, typically pragmatists will jump at the chance to try out ideas in the real world.  
Theorists will tend to be highly logical and systematic in what they do.  There will be evidence of a perfectionist attitude. 
The VAK (Fleming and Mills 1992) learning style questionnaire showed I was a:
· Visual Learner 
Visual Learners tend to prefer seen, or observed things, handouts, films, flip charts, etc.  They will use phrases such as ‘show me’, and, ‘ let’s have a look at that’.  They will be best able to perform a new task after reading instructions. 
The Dantec (Cathy Dantec) learning style questionnaire showed that I was a:
· Learner Type 3:  Common Sense Learner
· [bookmark: _Hlk529809143]Learner Type 4: Dynamic Learner
Common Sense Learners need to know how things they are asked to do will help in real life.  They learn by testing theories in ways that seem sensible.  They need hands-on experiences and enjoy solving problems by themselves.  
Dynamic Learners need to know what can be done with things.  They learn by trial and error and self-discovery.  They like variety and excel in situations calling for flexibility.  
Summary of my results
Whilst I agree and can relate with the results of the above questionnaires such as I like to extensively research a topic and collect data and have the time to think things through, I also like to search out new ideas and cannot wait to try them out in the real world.  I like to work on my own agenda, solving problems by myself.  I am aware that in meetings I like to take a back seat and observe people.  


I am also aware by looking at the other learning styles I can pick out and totally relate to some of those styles such as the Analytic learner (Dantec) which is that I seek facts and learn through thinking through ideas and I function by adapting to the experts. 
While completing the questionnaires I did ask myself as to whether I was answering truthfully or whether I was answering the questions ‘to make myself look good’, also at some point I thought the questions were trying to ‘trick me’. 
The Dantec (Cathy Dantec) learning style questionnaire showed that my colleague was a:
· Learner Type 2: Analytic Learner
Analytic learners seek facts and learn through thinking through ideas.  They are thorough and industrious.  They are particularly interested in ideas and concepts.
The VAK (Fleming and Mills 1992) learning style questionnaire showed that my colleague was a:
· Kinaesthetic Learner 
Kinaesthetic learners prefer physical experiences – touching, feeling, holding. These people will use phrases such as ‘let me try’ ‘how do you feel’ and will best be able to perform a new task by nd trying it out, learning as they go, they never look at instructions first.    
I have learnt from my research that there is no right or wrong learning style and more importantly, no style is better than another, although there are types of learning that are right for your own learning style. 






















1.2 [bookmark: _Toc530745492]Identifying my own development needs and the development needs of another member of the team 

I have drawn up a SWOT analysis for myself and my colleague.  A Swot analysis is a useful tool which can be used in business planning as well as on a personal basis, by itemising your strengths, weaknesses, opportunities and threats (SWOT).  Organisations use this to examine its present state and to also investigate business opportunities.    
A SWOT analysis, will give you an in-depth focus on areas that need attention, this will then provide a good basis for identifying any development needs as well as a career action plan. 
SWOT for myself
Internal
	[bookmark: _Hlk529812487]STRENGTHS
	WEAKNESS

	Professional qualification
	Listening skills

	Organisational skills
	Presentation skills

	People skills
	IT skills

	Confident
	Perfectionist

	Life/work experience
	Chairing meetings

	Management skills
	Currently out of the workforce

	Motivated to learn new skills
External
	

	OPPORTUNTIES
	THREATS

	Qualification
	Brexit

	IT Skills
	Age Discrimination

	Further Education
	IT skills

	Networking
	Possible Health issues in future

	More disposable income
	Family ties

	Consultancy Work
	












SWOT for colleague
Internal
	STRENGTHS
	WEAKNESS

	Team worker
	No formal qualifications

	Organisational skills
	Resistance to change in working practices

	Life/work experience
	IT skills

	Loyal 
	Writing skills

	People person
	Lack of confidence in abilities

	External
	

	OPPORTUNTIES
	THREATS

	Qualification
	Brexit

	IT Skills
	Company downsizing

	Further Education
	IT skills

	Career progression
	Possible Health issues in future

	

































	


1.3 [bookmark: _Toc530745493]Barriers to learning and how to overcome them
The first step in removing potential internal and external barriers to learning is to identify them and find a solution.  Everyone has barriers to learning, some are obvious, some less so.
        Internal Barriers
· Fear of change
· Poor understanding of topic
· Lack of overall direction and ownership of development programme
· Not engaging with tutor
· Attitude to learning / motivation to learning programme
· Time poor
· Lack of confidence
· Skill / knowledge levels
A suggested solution to the attitude to learning / motivation to learning programme could be to have a discussion with the employee regards the consequences of future career progression once the qualification is completed and the potential salary increase.  
A suggested solution to the time poor barrier could be to discuss with the employee a flexible working option during the course.  For example; an early finish to attend an evening course, and, also possible study time during exams and assignment due dates. 
External Barriers
· Family ties / children
· Driving licence / logistics
· Conflicting pressures
· Dependency on others
· Financial difficulties
We all have conflicting pressures at home whilst studying, such as; children, taking care of elderly relatives or working very long hours.  A solution to these pressures would be to introduce a study timetable and set time aside every week for your studies and ensure you have absolutely no interruptions.  
A solution to the driving licence issue would be to share a lift with a course buddy and contribute to their petrol costs.   


:



1.4 [bookmark: _Toc530745494]Learning/development options identified to meet the needs of myself and another member of the team

The SWOT analysis previously performed identified that myself and my colleague had learning development needs. 
[bookmark: _Hlk530158966]Learning and development needs identified for myself:
· I T Skills
· Chairing meetings
· Presentation skills
I am aware that there is a need for my IT skills to be updated.  Technology is constantly updated and new ways of working more efficiently are being identified.
I lack confidence when chairing meetings and when presenting information to colleagues on a formal basis and have identified the need for further support and guidance.
 Learning and development needs identified for my colleague;
· I T Skills
· Need to attain a recognised qualification 
· Need to upskill with regards to writing skills
My colleague also has issues with IT Skills, computer skills are critical to her work and IT training will help her to work more efficiently and effectively.
A development need identified for my colleague was a recognised external qualification.  This will show the colleague that the company is investing in her future development and is a good motivator.
The SWOT also showed a development need for writing skills whilst taking minutes of meetings and writing memos and emails to managers.  
   







1.5 [bookmark: _Toc530745495]How are we going to support development needs identified for myself and another member of the team?

Management and organisation support and the employee’s motivation are crucial to the success of any development needs identified.  Support mechanisms such as:
· Mentoring
· In house training courses
· Shadow another team member
· Secondment

· On-the-job training
· External short course
· External degree / professional qualification course
 
















1.6 [bookmark: _Toc530745496]Personal development plan to achieve learning objectives for self and another team member

Agreeing learning objectives
Objective setting is deciding what needs to be achieved over a certain time and must add value to the business.  For individuals, objectives express what they are expected to achieve and should be agreed by all parties rather than ‘set’.  However, objectives need to stretch those seeking to achieve them.  
Agreement is important because commitment to achieving objectives is much more likely to exist when individuals have taken part in an objective setting discussion with their manager and they believe they can reasonably be expected to achieve.  
SMART objectives
Once you have identified your objectives, they need to be SMART:
Specific
Measurable
Achievable
Realistic
Time-based 
Once your objectives have been set and agreed, it is time to have a meeting with your manager and combine them into a personal develop: 













Personal Development Plan:
PDP for myself
Name:				Department:				Date:
	What do I want to learn? 
	What will I do to achieve it?
	What resources/ support do I need?
	How will I know I have achieved it?
 
	Target dates

	
Update my IT Skills
	
Commence an Internal IT training course
	
Manager support
Time to attend

	
In-house qualification
Better understanding of technology
More efficient use of my time
More effective in office

	
12-week course starting next week

	
How to be a Chairperson at meetings 
	
Read a book
Shadow a colleague
Practice chairing team meetings

	
Manager support
On the job training
	
Increased confidence when chairing meetings
Ask for Peer feedback
Regular at chairing meetings

	
1 month from first Monday of next week

	
Efficient and effective at Presentation skills
	
Read a book
Practice at home
Shadow a colleague

	
Manager support
Time to shadow
	
Present information to colleagues
	
2 weeks from next Friday















PDP for my colleague
Name:				Department:				Date:
	What do I want to learn? 
	What will I do to achieve it?
	What resources/ support do I need?
	How will I know I have achieved it?
 
	Target dates

	
Update IT Skills
	
Commence an Internal IT training course
	
Manager support
Time to attend

	
In-house qualification
Better understanding of technology
More efficient use of time
More effective in office

	
12-week course starting next Monday

	
Better writing skills
	
Take regular minutes-of-meetings
Shadow a colleague

	
Manager support
On the job training
	
Increased confidence when taking minutes of meetings

Feedback from Peers

	
1 month from first Monday of next week

	
Need to attain a recognised qualification
	
Attend an external course
	
Manager support
Time to study
Flexible finishing time on course evening 
	
Gain qualification
	
2-year part time course starting September


  
A Personal Development Plan is essential to an employee’s life as a means to keeping pace with change.  It provides you with the opportunity to pay attention to your personal and career aspirations. 
A Personal Development Plan works best when developed in conjunction with the Annual Individual Performance Review, also known as an Appraisal.  Although it is good practice for managers to give consistent feedback throughout the year rather than waiting for the annual performance review.
Kolb’s Experiential Learning Cycle
David Kolb’s model of experiential learning cycle (Kolb, 1984) is frequently used as a model of learning which can be used as a basis for developing training and development programmes. The model is based on people’s experiences i.e. have an experience, reflect on the experience after the event to see if there was anything that could be improved upon or do differently. The next stage of the cycle is looking at the situation in a more analytical way and start to develop a theory of why it happened.  Finally, you would ask yourself – what would I do differently next time?

4 Stages of Kolb’s learning cycle:
· Concrete Experience
· Reflection and observation
· Theorising and developing ideas 
· Planning / testing new concepts
  


























1.7 [bookmark: _Toc530745497]Performance Appraisal as a method used to monitor the development of myself and another member of the team

Griffin and Edbert (2002) p.216. describe Performance Appraisal as the ‘formal evaluation of an employee’s job performance in order to determine the degree to which the employee is performing effectively” .
A Personal Development Plan works best when developed in conjunction with the individual Annual Performance Review or Performance Appraisal.  This annual review is an important part of learning and tracking the impacts of your development.  Good managers give on-going regular 1:1 feedback on ‘performance conversations’, which enhances the annual performance review and makes it easier for the manager and employee to prepare for.
It is essential to prepare thoroughly for your annual review, rather than simply leave it to your manager.  It is an opportunity to discuss your future development needs with your manager for at least an hour with no interruptions. 
Good practice guidelines for a constructive effective annual appraisal conversation are: (CIPD viewpoint September 2018)
· A clear purpose
· A culture of trust and openness
· Managers who are trained and skilled in asking good questions and are active listeners
· Employees who are receptive, prepared to align with business objectives, learn and take responsibility for their own performance
· Recognition of achievements
· Genuine 2-way conversation and reflection
· The whole period is reviewed, not just recent or isolated events
· Action plans are agreed
Management guru Stephen Covey, author of the ‘Seven Habits of Highly Effective People’ is not a fan of the ‘sandwich technique’ of appraising performance: 'Say a few nice words, slip in the knife, twist it a few times - areas for improvement - and then pat them on their way.' He thinks that, in the era of the knowledge worker, he thinks that crude ‘carrot and stick’ motivation does little to raise performance.  
In conclusion, some organisations will give good support for their employees learning, others less so.  Managing your own learning and development is your responsibility.
.








1.8 [bookmark: _Toc530745498]Reflection and a review of the recruitment interview process and techniques

The purpose of recruitment is: ‘to search for and obtain potential job applicants in sufficient numbers and quality so that the organisation can select the most appropriate candidates to fill its vacancies.’  (Cardiff and Vale UHB Recruitment and Selection Policy and Procedure 2008).  
My previous role was Recruitment Manager in the NHS and part of my job role was to train managers in the organisations recruitment and selection policy and procedures on a monthly basis.  This training included all stages of the recruitment process from identifying a vacancy, shortlisting candidates, interview techniques and questions through to the correct paperwork for enrolling the new member of staff.  I was also an active panel member on interviews when selecting new members of staff for the recruitment department.   Although I have experience of the selection process my research for this part of the assignment enabled me to broaden and enhance my knowledge of the subject further.
Identifying a suitable job 
As part of this assignment I was asked to identify and complete an application form for a suitable job position; (Appendix 1) create a CV for that role; (Appendix 2) and create a cover letter to accompany my application (Appendix 3).  As my experience is in Human Resources, I would firstly job search in Personnel magazines and H R Journals on-line for management positions. 
The first steps to identifying a suitable post are:
· Research the Organisation – is this somewhere I would like to work? 
· The job role – do I have the essential criteria to enable me to do the job, does the job sound interesting?
· The location – can I travel there easily, are there train / bus stations near or are there adequate car parking facilities?
· The salary – Is this realistic and competitive?
· Training and Development – how does the organisation train and develop its staff? 
I completed an application for the post of Human Resources Advisor at Cwm Taf Health Board. Application forms tend to be more structured because the employer is asking for specific information.  I researched the organisation and found that they had an ‘Investor in People’ award and are committed to the health, wellbeing and development of staff and are part of the ‘Employer Recognition Scheme’.  I read the person specification first to ensure I met the essential criteria such as qualifications, key skills and knowledge required together with relevant essential experience in order to fulfil the job requirements.
The second part of the task was to complete a job focused CV to accompany the job application.  The CV, as well as the application form needs to be adapted to the criteria being sought for the role in order to be successful.   A CV is a document aimed at convincing the employer that the skills you have to offer make it worthwhile for them to offer you a chance to move forward in the selection process. 
Finally, a covering letter accompanying the application form and CV outlining your suitability for the post is required.  It should not repeat everything in your application but needs to supplement your application and should be written in a clear, concise business- like manner.    



Evaluation of past interview experience 
My previous organisation was going through major organisational change and downsizing and my role as Recruitment Manager was to be dissolved I, along with my colleagues had to apply for suitable posts from a small ‘pool’ of suitable posts.
Whilst I understand that this recruitment process was not the normal route to finding employment, I found the whole process was extremely tough as I was faced with 4 of my colleagues conducting the interview and was totally unprepared for the difficult interview questions. This interview experience taught me valuable lessons, such as; every job you apply for must be researched and preparation is key; anticipate interview questions and have confident answers ready.  I have researched recruitment and selection best practice and my findings are below. 
Performing well at interview
Preparation prior to interview is key.  Revisit your job application and CV and think about the job you have applied for and try and predict questions you think you may be asked and develop and rehearse good answers to these questions. Being able to give good answers to interview questions is what is going to help you progress in the interview process.  Interviewers are looking to see if you can do the job / will you fit into the culture of the organisation? You will need convincing answers to show you can do the job. Have some good relevant questions ready to ask the panel.  Questions I would ask the panel would be; what development opportunities are available, ask a question about the structure of the company to show you have done your research.   Questions regarding salary should not be asked by you, but if the panel ask you what you are expecting salary wise you need to be able to answer, so research similar pay scales for this post beforehand.   
We also have to noted that interviews are a two -way process, should you be successful at interview and offered the post, would you accept it based on the information and feedback received at interview?
Arrive early and be courteous to everyone you meet in the building from the car park attendant to the receptionist.  Dressing appropriately to give a good first impression is crucial, i.e. clean shoes, tidy hair and well fitted clothes.  Shake hands, smile and maintain eye contact.  
Finally, there should be a discussion regarding the next steps in the process i.e. how long before you know the outcome of the interview or the next steps in the process, this question shows that you are still interested in the post.
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JOB APPLICATION
	NHS STANDARD 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                 
CWM TAF HEALTH BOARD 
APPLICATION FOR EMPLOYMENT 
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
	318-18-R2479KC

	Job Title
	Human Resources Advisor

	Department
	Human Resources Advisory Team


Personal Details
	Title
	Miss

	*Surname/Family Name
	
Page

	*First Name
	Andrea

	Middle Name
	Jane

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

	UK National Insurance No
	WE033840B

	Address
	
72 Chanterelle House
Glanfa Dafydd
Barry
Vale of Glamorgan 

	*Postcode/ Zip code
	CF63 4BG

	*Country
	UK

	Home Telephone
	01446 450142

	Mobile Telephone
(only if UK registered)
	07981896136

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

	Work Telephone 
	N/A

	Preferred telephone number
	 Home     X Mobile       Work

	Email Address
	andrea.page4@ntlworld.com

	*Are you a United Kingdom (UK), European Community (EC) or European Economic Area (EEA) National?

	X Yes 	 No

	If you have answered ‘no’ above, 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 Migrant Programme/Tier 1	 Post Graduate Doctors and Dentists
· Indefinite Leave to remain/enter	 Tier 5 Temporary Workers
· Work Permit/Tier 2	 Tier 5 Youth Mobility/ working holiday visa  
· Dependant / Spouse visa	 Refugee
· Clinical attachment visa	
· Tier 4 student                              	 Other, please specify below
· Visitor	
							-----------------------------------------------------------

	Please supply details of any visa currently held:

	Visa No:
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

	Are you an NHS professional returning to practice?
	 Yes 	 No


	

APPLICATION FOR EMPLOYMENT 

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
	318-18-R2479KC
	Online reference number
	23477887

	Job Title
	Human Resources Advisor

	Department
	Human Resources Advisory Team




Education & Professional Qualifications

	All relevant qualifications. Please also indicate subjects currently being studied. All qualifications disclosed will be subject to a satisfactory check.

	Subject/Qualification
	Place of Study
	Grade/result
	Year obtained

	Cert HE Skills for the Workplace
	University of Wales Trinity St David’s Swansea Campus

	Currently studying
	

	CIPD 
	University of Wales Treforest
	Pass
	2009

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	




Training Courses Attended

	Training courses that you have attended or details of courses that you are currently undertaking, together with the date completed or to be completed.

	Course Title
	Training Provider
	Duration
	Year obtained

	AfC Job Analysis training
	In House
	2 months
	2005

	Project Management Skills Workshop
	In House
	1 month
	2008

	Coaching skills for Manager
	In House
	2 days
	2008

	Lean Thinking workshop
	In House
	2 days
	2009

	Service Change through Workforce Redesign Workshop
	NLIAH
	1 week
	2011

	
	
	
	

	
	
	
	



Membership of Professional Bodies

Please provide details regarding any relevant professional registrations or memberships. This information will be subject to a satisfactory check.
	* Please indicate your UK Professional Registration status  *

	
 I do not have the relevant UK professional registration status
 I have current UK professional registration
 UK professional registration required and applied for
 UK professional registration required but not yet applied for
 I am a student
 Not required for this post





If professional registration is not required then go to Employment History.

	If you have answered ‘I have current UK professional registration relevant for this post’ or ‘I have current UK professional registration and licence to practise for this post’, then please enter the relevant details below.

	Professional Body
	Membership or Registration type
	Membership/Registration Number
	Expiry/Renewal Date

	
	
	
	

	
	
	
	




If you are applying for a post that requires professional registration you are required to provide the following information:
	Are you currently the subject of a fitness to practise investigation or proceedings by a licensing or regulatory body in the UK or in any other country?
	
 Yes
 No


	If applicable, please provide details of any investigations or proceedings you may be subject to.

	

	Have you been removed from the register or have conditions been made on your registration by a fitness to practise committee or the licensing or regulatory body in the UK or in any other country?
	
Yes
 No

	If applicable, please provide details of any conditions you may have.

	






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.

	Start of continuous NHS service (If applicable)    (MM/YYYY)
	

	 Months since most recent employment ended (if applicable)
	6 years



Current/most recent employer

	
Employer Name	
	Cardiff and Vale University Health Board


	 Address
	University Hospital of Wales, Heath Park, Cardiff 

	 Type of Business
	NHS Trust
	 Telephone
	02920741107

	 Job Title
	Recruitment Manager

	 Start Date (MM/YYYY)
	January 2006
	 End Date (MM/YYYY)
	January 2012

	 Grade
	Band 7
	 Salary
	£41k

	 Reporting to (job title)
	Director of Human Resources
	Period of notice
	

	 Reason for leaving (if applicable)

	Redundancy.  The Recruitment Department dissolved into NHS Wales Shared Services.





	 Brief description of your duties and responsibilities

	Responsible as line manager to 11 admin and clerical staff working in the recruitment department
at Cardiff and Vale NHS Trust.  

Organisation and monitoring the work of Recruitment Officer(s) and Recruitment Assistants.  This entails supervision on a day to day basis, coaching, work delegation, undertaking personal development reviews and management of annual leave, sickness etc.  Chair regular team briefings with recruitment staff as well as 1:1’s with Recruitment Officers to ensure that staff are engaged and up to date with organisational changes. My role was to constantly look at new ways of working more efficiently and effectively.

Provide expert advice, guidance and support to managers on a wide range of employment relation matters, as well as advising on the application and implications of existing and new employment legislation. Good working relationship with all Trade Unions bodies.

Designed, co-ordinated, delivered and evaluated training sessions on recruitment and selection training for managers.  

Utilisation of information gathering tools and techniques such as equal opportunities data; advertising campaigns; cost effective and efficient recruitment processes; workforce information statistics and benchmarking information. 

Ensure a good up to date knowledge of British employment law and European Directives. This is demonstrated by the development of the Trust’s Recruitment and Selection Policy. 

Working with Directorates and Human Resource Managers to meet identified future staffing needs.








Previous Employer 1

	
Employer Name	
	
Cardiff and Vale NHS Trust


	 Address
	Heath Park Cardiff


	 Type of Business
	NHS Trust
	 Telephone
	

	 Job Title
	Assistant Recruitment Manager

	 Start Date (MM/YYYY)
	January 2001
	 End Date (MM/YYYY)
	January 2006

	 Grade
	Band 5
	 Salary
	£29k

	 Reporting to (job title)
	Recruitment Manager
	Period of notice
	

	 Reason for leaving (if applicable)

	
Promoted to Recruitment Manager



	 Brief description of your duties and responsibilities

	Provide an efficient and effective recruitment service to managers of the Trust.  Liaise with the Recruitment Manager to ensure the department is performing effectively.   







Previous Employer 2

	
Employer Name	
	



	 Address
	


	 Type of Business
	
	 Telephone
	

	 Job Title
	

	 Start Date (MM/YYYY)
	
	 End Date (MM/YYYY)
	

	 Grade
	
	 Salary
	

	 Reporting to (job title)
	
	Period of notice
	

	 Reason for leaving (if applicable)

	




	 Brief description of your duties and responsibilities

	











Employment Gaps

	If you have any gaps within your employment history, please state the reasons for the gaps below.

	






References

Please provide the names and full contact details of the people who have agreed to supply references.  References must include at least two positions with separate employers and, as a minimum, cover a period of three years employment and/or training history, where this is possible.
  
Referees will be required to comment on your competence, personal qualities and suitability for the post.  This may be your line/department manager, or someone in a position of responsibility for any work experience or placement undertaken.  If you are a student or trainee this should include a teacher/tutor at your education institution.
 
If you have not been in employment for a considerable amount of time but have had previous employment, then you should seek one reference from your last known employer and a personal reference from a person of standing within your community such as a doctor, solicitor or MP. Where it is genuinely not possible to obtain references from any of the sources outlined above, you must provide contact details of two personal acquaintances who would be willing to give a reference. Personal acquaintances must not be related to you, or have any financial arrangement with you.
 
Please note that all reference requests will be followed up and verified by the recruiting employer.

Referees may be approached prior to interview, unless you indicate otherwise below.

Referee 1
	* Type of Reference
	 Employer           Educational           Personal

	Title
	Referees available on request

	*Surname/Family name
	
	* First Name
	

	*Relationship
	

	Employer Name
	

	Referee Job Title
	

	*Address
	

	*Postcode/ Zip Code
	

	Telephone
	
	*Country
	

	Email
	
	Fax
	

	*Can the referee be contacted prior to interview?
	 Yes            No



Referee 2  
	* Type of Reference
	 Employer           Educational           Personal

	Title
	Referees available on request

	*Surname/Family name
	
	* First Name
	

	*Relationship
	

	Employer name
	

	Referee Job Title
	

	*Address
	

	*Post Code/ Zip Code
	

	Telephone
	
	*Country
	

	Email
	
	Fax
	

	*Can the referee be contacted prior to interview?
	 Yes            No




	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           No




Supporting Information

In this section please give your reasons for applying for this post and additional information which demonstrates that you have read the published person specification and how you meet the essential and (where relevant) desirable criteria for this particular position. This can include relevant skills, knowledge, experience, voluntary activities, training etc.
If relevant to the post for which you are applying, you should include details about research experience, publications or poster presentations, clinical care (knowledge and skills) and clinical audit.

Additional Personal Information

		Preferred Employment    Type
	 X Full Time     Part Time      Job Share   Secondment              Flexible 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
	

	Name
	Andrea Page 
	Date
	21/11/18











	Where did you see this vacancy advertised?

	X NHS Website   
 Search Engine
 Other Website
 National Newspaper
	 Local Newspaper
 British Medical Journal
 British Dental Journal
 Health Service Journal
	 Doctor
 Therapy Weekly
 Nursing Times
 GP
 Hospital Doctor
	 Nursing Standard
 Other Professional Journal
 Jobcentre Plus
 Radio
 Other




MONITORING INFORMATION

NHS organisations recognise the benefits of having a diverse workforce and therefore welcome applications from all sections of the community. In addition to this, under the provisions of the Equality Act 2010, all NHS organisations are required to demonstrate that their recruitment processes are fair and that they are not discriminating against or disadvantaging anyone because of their age, disability, gender reassignment status, marriage or civil partnership status, pregnancy or maternity, race, religion or belief, sex or sexual orientation.   Therefore a series of questions need to be raised in order to ascertain who is applying for each position and to ensure that no one is being unfairly discriminated against or disadvantaged.

This section of the application form will be detached from your application and will not be used as part of the selection process nor will it be seen by anybody who is interviewing you.  The information collected is only used for monitoring purposes in an anonymised format to assist the organisation in analysing the profile and make up of individuals who apply, are shortlisted for and appointed to each vacancy. In this way, they can check that they are complying with the Equality Act 2010. 

Equality Act 2010
The Equality Act 2010 protects people against discrimination on the grounds of their age and sex.

	*	Please state your date of birth
	

	*     Please indicate your gender
	  Male	             
  Female             
  I do not wish to disclose this    




Equality Act 2010
The Equality Act 2010 protects people who are married or in a civil partnership.
	*	  Please indicate the option which best describes your marital status

	 Married
 Single
 Civil partnership
 Legally separated

	 Divorced
 Widowed
 I do not wish to disclose this





Equality Act 2010
The Equality Act 2010 protects bisexual, gay, heterosexual and lesbian people from discrimination on the grounds of their sexual orientation.
	*	  Please indicate the option which best describes your sexual orientation

	 Lesbian
 Gay
 Bisexual
	
 Heterosexual
 I do not wish to disclose this







Equality Act 2010
The Equality Act 2010 protects people against discrimination on the grounds of their race which includes colour, nationality, ethnic or national origin.

	*	   Please indicate your ethnic origin

	
Asian or Asian British
 Bangladeshi                        
 Indian
 Pakistani
 Any other Asian background

Black or Black British
 African
 Caribbean
 Any other Black background
	
Mixed
 White & Asian
 White & Black African
 White & Black Caribbean
 Any other mixed background

White
 British 
 Irish
 Any other White background
	
Other Ethnic Group
 Chinese
 Any other ethnic group


 I do not wish to disclose this
    







Equality Act 2010
The Equality Act 2010 protects people against discrimination on the grounds of their religion or belief, including a lack of any belief.
	*	  Please indicate your religion or belief

	 Atheism
 Buddhism                         
 Christianity                       
 Hinduism
	 Islam
 Jainism
 Judaism
 Sikhism
	 Other 
 I do not wish to disclose this




Equality Act 2010

The Equality Act 2010 protects disabled people - including those with long term health conditions, learning disabilities and so called "hidden" disabilities such as dyslexia.  If you tell us that you have a disability we can make reasonable adjustments to ensure that any selection processes - including the interview - are fair and equitable.

		* Do you consider yourself to have a disability?
	 Yes                  No
 I do not wish to disclose this information

	Please state the type of impairment which applies to you.  People may experience more than one type of impairment, in which case you may indicate more than one.  If none of the categories apply, please mark ‘other’.

	 Physical impairment	  Learning Disability/Difficulty                                   
 Sensory impairment	  Long-standing illness                                   
 Mental health condition	  Other                                   

	If you have a disability, do you wish to be considered under the guaranteed interview scheme if you meet the minimum criteria as specified in the person specification?


	 Yes	 No



Rehabilitation of Offenders Act 1974

The Rehabilitation of Offenders Act 1974 (as amended) helps rehabilitated ex-offenders back into work by allowing them not to declare criminal convictions after the rehabilitation period set by the Court has elapsed and the convictions become 'spent'. During the rehabilitation period, convictions are referred to as 'unspent' convictions and must be declared to employers. 

The organisation aims to promote equality of opportunity and is committed to treating all applicants for positions fairly and on merit regardless of ethnicity, disability, age, gender or gender re-assignment, religion or belief, sexual orientation, pregnancy or maternity and marriage or civil partnership. The organisation undertakes not to discriminate unfairly against applicants on the basis of a criminal conviction or other information declared.

You are required to declare all current ‘unspent’ criminal convictions or cautions (including reprimands and final warnings). You are not required to disclose convictions or cautions which have become ‘spent’.

As part of assessing your application, organisations will only take into account relevant criminal record and other information declared which is relevant to the position being applied for.

Answering ‘yes’ to the question below will not necessarily bar you from appointment. This will depend on the relevance of the information you provide in respect of the nature of the position for which you are applying and the particular circumstances.

	* Are you currently bound over or do you have any current ‘unspent’ convictions or cautions (including reprimands or warnings) that have been issued by a Court or Court-Martial in the United Kingdom or in any other country?

	 Yes		 No 

	If Yes, please include details of the order binding you over and/or the nature of the offence, the penalty, sentence or order of the Court, and the date and place of the Court hearing. You do not need to tell us about parking offences.

	








Relationships

	 If you are related to a director, or have a relationship with a director or employee of an appointing organisation, please state the relationship:

	






















[bookmark: _Toc530745501]Appendix 2
CURRICULUM VITAE
ANDREA JANE PAGE
	 
	Home: 
01446 450142
Mobile:  07981896136
	

	Email:   andrea.page4@ntlworld.com
	
	

		Chartered MCIPD registration number: 1643713
	



	



An experienced, knowledgeable and motivated Recruitment Manager, who is able to work on her own initiative, and as part of a team, to deliver to deadlines. Demonstrated ability to provide timely, comprehensive and accurate advice and support to managers. Proven leadership skills involving managing, developing and motivating a team.  
Effective communication, interpersonal and organisational skills, able to respond with tact and discretion to sensitive and difficult situations.  Dedicated to delivering and maintaining a high standard of HR services. 
Education and Qualifications:
October 2009:			Chartered MCIPD – University of Glamorgan 
October 1999 -2000	              Completed 2 years of CIPD – University of Newport 
June 1999:			Certificate in Personnel Practice – Distinction
				Coleg Glan Hafren
April 1998:			Institute of Supervisory Management – Llandough Hospital
April 1996:			RSA stage I and II Word processing skills 								                             (distinction) – Barry College 


Career history:
2006 – January 2012		Recruitment Manager  
2001 – 2006			Assistant Recruitment Manager
2000 – 2001			Recruitment Officer
1998 – 2000			Recruitment Assistant
January 2012 Redundancy from Cardiff and Vale NHS Trust 
January 2012 - March 2012 - travelled across the East Coast of Australia
Key Achievements: 
· Developed an effective and efficient Recruitment Team ensuring that there was good communication, correct advice is given, low sickness absence has been achieved and staff morale maintained.  The department had an enviable reputation as being helpful, efficient, knowledgeable and constantly meeting tight deadlines.

· I planned and organised the complex roll out of e-recruitment which is a full on-line recruitment service for the UHB which includes on line short listing for managers. I introduced the implementation of NHS Jobs throughout the UHB in stages, this required careful planning and communicating with recruiting managers across the UHB.

· I developed e-recruitment training guidelines for managers and supporting documentation to ensure delivery of a compliant e-recruitment service.  
Previous role:
Recruitment Manager, Cardiff and Vale UHB 2006 - 2012
Responsible as line manager to 11 admin and clerical staff working in the recruitment department, at Cardiff and Vale UHB.  Organisation and monitoring the work of Recruitment Officer(s) and Recruitment Assistants.  This entails supervision on a day to day basis, coaching, work delegation, undertaking personal development reviews and management of annual leave, sickness etc.  Chair regular team briefings with recruitment staff as well as 1-1’s with Recruitment Officers to ensure that staff are engaged and up to date with organisational changes. My role was to constantly look at new ways of working more efficiently and effectively.
Provide expert advice, guidance and support to managers on a wide range of employment relation matters, as well as advising on the application and implications of existing and new employment legislation.
Designed, co-ordinated, delivered and evaluated training sessions on recruitment and selection training for managers.  
Utilisation of information gathering tools and techniques such as equal opportunities data; advertising campaigns; cost effective and efficient recruitment processes; workforce information statistics and benchmarking information. 
Ensure a good up to date knowledge of British employment law and European Directives. This is demonstrated by the development of the Trust’s Recruitment and Selection Policy. 
Working with Directorates and Human Resource Managers to meet identified future staffing needs.
Development programmes attended:
2005 – AfC, Job Matching / Job Analysis training
2008 - Change management development session – using the NHS Sustainability tool
2008 - Project Management skills workshop
2008 - Coaching skills for managers
2009 – Lean thinking workshop, LERC 
2011 – Service Change through Workforce Redesign Workshop – 5 days (NLIAH)
Hobbies: Golf, Gym work/weights
I have a full UK driving licence
Referees available on request
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COVERING LETTER
								Andrea Jane Page										                                          72 Chanterelle House	
								Glanfa Dafydd
								Barry
								CF63 4BG
								
								andrea.page4@ntlworld.com	
Mrs Susan Dando
Human Resources Manager
Cwm Taf Health Board

21st November 2018			
Dear Mrs Dando,
I am writing to express my interest and to submit an application form and CV for the advertised post of Human Resources Advisor, in the Human Resources Department at Cwm Taf Health Board. 
I am CIPD registered which is an essential requirement for this post and I regularly keep up to date with current employment law and legislation. 
As you can see, I have had extensive work experience in Human Resources environments, providing a professional, effective HR service.  I am able to work with many different types of people from administrative staff, trade unions and managers.  I believe I could fit easily into your team and make a difference.
I am a conscientious person who works hard and pays attention to detail. I’m flexible, quick to pick up new skills and eager to learn from others. I also have lots of ideas and enthusiasm. I’m keen to work for a company with a great reputation and high profile like Cwm Taf Health Board.
Thank you for taking the time to read my application, I hope that you will find that I have the skills and abilities to take my application further and I look forward to discussing my application with you in detail should I be successful at securing an interview. 
Yours sincerely


Andrea Page

Andrea Page	1811448	
image1.png
% ¥ Drindod Dewi sant
Trinity Saint David




