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Introduction 
The reporter will be giving there reflective review on their own learning journey. During this report the reporter will be conducting a number of theories. This report will show different learning styles. The report will include an S.W.O.T analysis which stands for strengths, weaknesses, opportunities and threats. It will also include the reporter identifying their SMART goal. They will also be applying two different learning styles to themselves which apply to them. The report will conclude by doing a PDP (personal development plan) to be able to achieve two learning objectives while thinking of employability skills and linking it to the learning styles they have chosen. The main focus of this report is to be able to identify on how to develop yourself and apply these learning styles and personal development plan to be able to achieve their end goal.












1.0 Terms of reference
This report was requested by Mark, this report needs to be completed and handed in by the 27th November 2020 by 3.oopm on turn it in. 

1.1 Procedure 
To prepare for this report the researcher will use information from a range of sources including, books, online websites and journals. At the end of this report the researcher will conduct a conclusion of their findings they will then reference their findings at the end of this report. The researcher will include references to show where they had their information from.







2.0 Self-Awareness 
Self-awareness initials an individual being aware of their own aspects of themselves. It is a psychological state when one becomes the focus of attention. Self-awareness is the first component of self-concept to emerge. Psychologists often break self-awareness down into two different types, either public or private.self-awareness is something we don’t do naturally every day we usually just get on with things but sometimes taking time out to think of our self-awareness will improve and make us more aware of what we need to do to become more efficient in either our personal life or work or university.
1.1 S.W.O.T analysis (Humphreys, 2005)

The S.W.O.T analysis was developed by a gentleman called Albert Humphreys. The S.W.O.T analysis consists of strengths, weaknesses, opportunities and threats. By doing an S.W.O.T analysis can help focusing on your strengths, minimizing your weaknesses and taking advantage of opportunities available to you. 




Strengths 
· Good communication skills 
By having good communication skills you are able to speak clearly and put across any point your making, even though I have low confidence I feel like communication is a strength as communication isn’t always face to face sometimes it can be telephone, emails etc.
· Good at engaging with other people 


· Good at listening to other people 
Having good listening skills will help you whether you are in a learning setting e.g. university or in work setting e.g. employment. It will help you understand what your lecture or employee wants from you whether it be an assignment or a work task. 
· Empathy 
Having a good understanding of empathy will give you a skill of compassion not everything goes the way you like in life and even in a university or work you will need to have compassion. For example if you were dong a presentation in university and a member of your team was unable to attend for personal reasons you need compassion to help this person situation rather than being annoyed they couldn’t make the presentation.


Weaknesses 
· Lack of confidence 
              Being an individual with low confidence could affect the performance in a presentation. The      individual may struggle with the ability to speak clearly and efficient due to the lack of confidence. This could also affect how you would present yourself in an interview as your employee will see this as your weakness and prefer someone with good strong confidence.
· Low self esteem 
Having low self-esteem will affect your ability to engage with others confidently having low confidence will often relate to the low self – esteem. Having low self-esteem would affect you in a work place as if you don’t feel good about yourself how can you make others feel good about themselves (example) if you worked in a clothes shop and someone asked “do I look ok in this” if you have low self-esteem and don’t feel good in clothes your emotional conscience without your realising would put a negative effect on that person and make them not feel good.   




Opportunities
· Finishing and Passing this course (Certificate of higher education skills for the workplace) to enable gaining a new qualification to be able to succeed on to a Level 5 & 6 Course.
· By doing things to gain more confidence will improve performance on presentations, class discussions, group work. Which will improve self-esteem.
· By finishing this course with a good mark I will have learnt good employability skills to prepare me for the employment sector 
Threats  
· Being nervous while delivering presentations
· Not passing Level 4 of this course to move on to level 5&6 
· By not passing the course I will have not have learnt the skills I need to prepare me for the employment sector.
 






3.0 Learning Styles 
The learning style VARK (Fleming and Mills, 1987) stands for Visual, Aural, reading/writing and Kinaesthetic learning. The results on this VARK questionnaire shows more there learning style is a reading /writing.
3.1 VARK learning style questionnaire. 
The graphs showing the results of the VARK are in the appendices my results show I got a high score of 9 in strong kinaesthetic. By doing the VARK questionnaire I learned that I prefer to learn by doing practical exercises for example, when I go and write my assignments I will write all down all my work down on paper as a trial and error piece. By doing this, this allows me to read and understand the work a lot more before submitting the final piece. My visual score was only 1 which shows I’m not very good looking at someone doing something then repeating their actions. My read/write is a 5 which shows I can also learn in this style. By doing the VARK I have discovered I am better at learning off case studies or instructions to an assignment written down. I feel this is write as if someone told me criticism about my report by talking I would learn better by it written down which I do on turn it in. 




3.2 Myers Biggs Personality Test 
On this link is my results from my Myer Biggs Personality Test https://www.16personalities.com/profiles/8cc4183fe404a

The test shows that this person is more of an extraverted person by 53%. Also is shows that the person that the persons energy is 37% intuitive and 63% observant. The nature of this person shows 19% thinking and 81% feeling. The tactic thinking on this person is 47% judging and 53% prospecting. And finally the personality test shows identity is 28% assertive and 72% turbulent.
This test shows the personality this person has and maybe look at ways they can think differently in different aspects of the personality test. 

4.0 personal Development plan 





	Development
Objective
	Specific
Actions
	Support required 
	How will I know when I achieve the objective?

	Gaining Confidence 
	To practice speaking in front of people 
	From my tutors 
	When able to stand up and present a presentation confidently 

	Self-esteem 
	Not worrying about how others see me, to trust others more 
	Tutors to remind me I’m doing ok
	When I start believing in myself a bit more 

	Working hard to pass level 4 
	Make sure all my work Is handed in on time 
	Family/tutors 
	When I pass the course next September 







In my personal development plan, I have included my development objective which need specific actions to be able to achieve my end goal.


4.2 SMART Analysis 
SMART stands for specific, measurable, achievable, reliable and time bound. By producing a SMART analysis will help you manage your goals.
SPECIFIC- by being specific you will set a goal that will relate to your personality, by adapting the goal to what you need to do then it will be more valuable to you. My specific goal is to become more confident in things I do so I will be able to show my full potential and achieve the goals I have set out.by being more confident will help me in a employability setting as an employer will look for a confident person for a job role.
MEASUREABLE- is my goal measurable? By making my goal measurable it will allow me to identify when the goal has been reached and what I want the end result to be. By setting myself a goal to become more confident by the end of this course as it will prepare me for the employment sector in the employment I choose.
ACHIEVABLE- by making the goal achievable will give you more motivation to achieve it, the whole point of making a goal is to challenge and motivate yourself to complete the goal in hand. If you made the goal is too comfortable it would not make you push yourself. Having low confidence and self-esteem is a major setback as if I had an interview I would less likely want to attend as I wouldn’t believe in myself.
REALISTIC – “ I’m going to buy my own house at the end of the month “ might be a bit too ambitious, having ambition is not a bad thing at all but always make a goal that is realistic, the individual wouldn’t become more confident overnight but overtime it can happen. By doing this course and attending all my lectures and having the support off my tutors and family will help me gain the confidence to make my goal realistic.
TIMEBOUNDS- even though not everyone likes deadlines having a deadline or a date in mind you want to achieve your goal will help motivate you. So you could say “I have a presentation on the 11th of December I must be focused by then “  even though this doesn’t mean that your low confidence will be high by then but you have set yourself s goal to try and improve your confidence by then. Having an end date to a goal will always motivate you to stay on task. When you apply for a job you will always have a set date for an interview this will give you time to prepare for the employee giving you the interview.
SMART is used in a lot of businesses or personal life’s sometimes we don’t even realise we applying smart to ourselves but having a SMART goal will keep you on task and motivated to achieve your end goal. Also by having a SMART goal in place it will help you think how you apply yourself in either an academic role or employment role. 






5.0 Conclusion 
In this report I learnt about SWOT which stands for Strengths, weaknesses, opportunities and threats, created my own development plan and did some learning styles to show what type of learner I am. I learnt from the VARK personality questionnaire that I am more of a reading/writing type of person. I also did the Myer Briggs learning personality test which shows different percentages of the personality you have, I was quite surprised at the results on some of them as I didn’t think my personality came across like this I think in some arears I need to change the way I think and how people see me as it would help with my employability skills. I have also learnt that everything I have done in this report e.g. SWOT and personal development plan I always relate back to my confidence and self-esteem these are the main factors that I need to work on. To achieve my goal of completing this course of level 4 and progressing to Level 5&6 I will need to learn to be confident in presentations by practicing more. During this report I found it challenging to speak about myself some areas e.g. my SWOT I had to say what I thought my strengths were I found this hard as one of my weaknesses was low confidence so find it hard to think positively about myself. Going forward I will have to start believing in myself to start gaining the confidence I need to have a successful career after I pass this course. I will apply this personal learning journey to my future assignments and in my lectures as this assignment I feel has helped me develop skills in creating a report. Overall I have found that my weaknesses can be turned into strengths that will develop into opportunities which will help me achieve my Personal development plan which will enable me to progress and achieve my goals. This assignment will also help me develop my skills in employability as having good strong employability skills will help you secure a good job in the employability sector that you chose to follow.















6.0 Appendices 
[image: See the source image]



[image: https://vark-learn.com/wp-content/plugins/sw-vark-questionnaire/images/profile.png]

The VARK Questionnaire
Your VARK Results
Your scores were:
· Visual 1
· Aural 3
· Read/Write 5
· Kinesthetic 9
Your learning preference: Strong Kinesthetic
Share
People with your preference like:
practical exercises, experiences, examples, case studies, trial and error, things that are real, ...
[image: https://vark-learn.com/wp-content/plugins/sw-vark-questionnaire/images/profile.png]Full information about
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The job I am applying for is store team manager in Home bargains in Llanelli 

Job Introduction 

Our Store Team Members deliver outstanding customer service by greeting customers, assisting with product queries and providing a prompt service with a smile. 

Store Team Members at Home Bargains cover a range of store duties including customer service, stock replenishment, cash handling and helping to maintain excellent store standards. 

Job Overview 

Candidates will be hardworking, enjoy working in a retail store and have experience of cash handling and processing deliveries. 

Successful candidates are provided with on-the-job training and gain essential transferable retail skills. 

If you are honest and reliable and take pride in what you do then we would love to hear from you! 

Minimum Criteria To Apply 

Demonstrate a good understanding of customer service 

Experience of cash handling and working in a retail environment 

Experience of manual handling and stock replenishment 

Hardworking and reliable 

Polite and professional 

For applications to be considered, applicants are required to have a complete and up-to-date Home Bargains Careers Centre profile and to respond to the job application questionnaire when prompted. 

Applicants that are invited to attend a face-to-face interview must present original documentation demonstrating their eligibility to work in the UK, along with other specified documents. 

Please note, as we expect to receive a high volume of applications for this vacancy, you are advised to submit your fully completed application at the earliest opportunity, as the closing date may be brought forward. 

About The Company 

TJ Morris Limited trading as Home Bargains is a privately owned family run discount retailer selling top brands at the lowest possible price on the UK high street. 

Having started more than 40 years ago in Liverpool our customers continue to be at the heart of everything we do and throughout our 530 stores we have over 4.5 million customers each week. 

With plans to increase our store portfolio to 900 stores throughout the UK we are a fast-paced retailer opening 50 stores a year (nearly one every weekend) - and we wouldn't have it any other way! 

Package 

5.6 weeks paid holiday per year including bank and public holiday allowance rising to 6.6 weeks upon 5 years' service 

Contributable Company pension scheme 

Staff uniform 

10% store discount 

Access to social and sporting events 

Store Team Member rates of pay are dependent on age, and range from £5.93 per hour for 16-17 year olds, £7.55 per hour for 18-20 year olds, £8.97 per hour for 21-24 and £9.22 per hour for those 25 and over. 

Available contracted hours are in 4 hour blocks ranging from 4 hours up to 8 hours per week.






Shelby Elise Phillips 47 Amanwy, Llanelli, SA14 9AH
D.O.B – 03/09/1993
Mobile no: 07538315836
Email: shelbyelise55@ymail.com
Personal Profile:
Polite and communicative person who’s punctual and reliable, a good team worker, have developed skills in this area after previous jobs and full time education. This also helped with confidence and motivation, can work under pressure, like to set to high standards of work and enjoy the challenge of undertaking new work and skills. i have worked within your company previously and really enjoyed my employment within your company I learned many skills and I am very excited to hopefully having the opportunity to learn even more skills.
Objective:
To secure employment with in your  industry which offers job satisfaction whilst also allowing to build on existing skills and experiences, keen to learn and willing to undertake and further training offered.

Work History/Employment/Training: 
February 2009 – 2010- worked at the white lion Llanelli, Felinfoel waitressing. This job gave me the confidence and experience to work with people. Communication was key to this job.

March 2010-june 2011 worked at Dune group limited, my job as a sales advisor was to make sure high standards were kept, customer service. Shoes on this department were very expensive and were a luxury brand so time with a customer and giving them the accurate information about the products was essential. My manager went off sick so I stepped in as acting manager which duties included rotas, payroll, visits with the area manager, making sure staff are fully trained and up to date on any new products. The concession closed within the Llanelli Debenhams store so unfortunately had to leave. 

June 2011-July 2017 I worked in Debenhams Llanelli on menswear I was a supervisor on menswear, cosmetics and womenswear until I had my little boy as when I returned to work they made me go senior sales on lower hours, as retail supervisor i ensure promotions are accurate and in compliance with company standards. My job is to make sure all staff are fully informed on the target for the day and ensure that customer care is top priority. I thrill at taking control and making sure all aspects of the job are done with pride and high standards. I absolutely thrived at my job within this company and enjoyed every aspect of the job.

2017- to Present day July 
I currently work in Hafan Y Coed care home as an Activities Coordinator and as a career. My job was to provide activities for 104 residents. My job was to make every moment count which I do I work with my heart. I respect the resident’s privacy and their dignity, my jobs also in tailed paperwork which I picked up very easily. I also organise events in the home and work with my community. I doted on my job within this company but emotionally found it very hard as you get so close to residents and want to do more but there’s only a certain amount you can do and for me it was too hard I left on very good terms with management and colleges.

2017-to present day 
Bank Kitchen assistant and bank career at Hafan Y Coed Care home.


Education

September 2012-June 2013- health and social care, Graig Collage, Llanelli. Gained level 2 and essential skills at level 2 and welsh bac Level 3

 September 2004-July 2009- 
Bryngwyn comprehensive school – (Educated at GCSE Level) 
University of Wales trinity Saint David – skills for the workplace higher education (September 2020-Present) 

Key Skills/Skills/Qualifications:
Level 2 in Health and social care 
Welsh Baccularate at Level 3
Improving Learning & Performance Level 2
Problem Solving Level 2
Essential Skills Level 2
ICT Level 2
Welsh in a bi-lingual society Level 1
Communicating with others Level 2
Banking and Budgeting
Education for sustainable development and global citizenship
Health & Safety in a Workplace
First aid Level 3
Choking Level 2
Food Hygiene Level 3
Food Safety Level 3
Fire Safety Level 2
References Available on request 



COVERING LETTER 
Store manager  
Home Bargains Llanelli 

Dear Caroline Taylor 
It is with great enthusiasm that I submit my application for the position at your company. As a manager/supervisor/senior professional with over eight years’ experience. I know my diverse skills and qualifications will make me an asset to your team.
As you will see from the attached resume, I’ve built my career in a variety of roles and industries, mostly in small companies where I was not just a sales assistant but also an acting manager and supervisor of a fast paced company. I’m not only used to wearing many hats, I sincerely enjoy it; I thrive in an environment where no two work days are exactly the same.
In addition to being flexible and responsive, I’m also a fanatic for details – particularly when it comes to presentation. When I work retail, I’m not just a cashier; I am a teacher, a problem solver, and a friend to all my coworkers and customers. I recently left a post at Hafan y Coed care home in Llanelli and during my time there I became an activities co coordinator at one of the best care homes in Llanelli. I was also trained as a career which is part of my job. Being in the care industry gave me insight of a different kind of customer service as this job was solely on the residents needs so has helped me gain good strong communication skills.
In closing, I am thrilled at the possibility of being involved in your company Home Bargains which has great reputation, and would love the opportunity to meet with you and discuss the value that I can bring to your company, I really enjoyed my years working at your company and I hope I can have the opportunity to work in the company again. I appreciate your consideration and look forward to hearing from you

Shelby Phillips


References available on request 





Reflective Report on producing a CV and Cover Letter 

While producing my CV and cover letter I found that because I haven’t written a CV for a while I found it hard to put one together I also noticed a lot of gaps in my CV from one year to another which sometimes is a downfall to employers. I could add in the course I’m doing now (skills for the workplace higher education) which was an advantage as this is a course that will lead on to BA business degree which I think Debenhams will look as a positive. Doing this assignment has given me the opportunity to create a personal profile for myself and get me to understand what skills I need to develop to compete with other applicants. I haven’t got a lot of self-confidence so trying to say what I’m good at and my personality was write a challenge but I feel I did overcome that barrier to create this CV for my assignment I was looking to go back into this job role at Debenhams but unfortunately Debenhams have now closed I worked there many years before so I happy with the outcome of this CV and hopefully will create employment for myself within the retail industry while studying and completing this course.
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