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[bookmark: _1ci93xb][bookmark: _Toc118713117]Section 1: 
This report is based on continuous professional development. Self-awareness is key when identifying development needs. According to Covey (1999) self-awareness encourages us to look at how we see ourselves, the people around us and how our attitudes,  beliefs and behaviours contribute to our patterns. To improve our quality of learning and performance it is vital to self-assess our work. This will allow us to evaluate where we and others are currently and what is required so that we can improve to get to where we want to be professionally and within our personal growth development. It is crucial to be open and honest with ourselves when making a self-assessment as the results need to be accurate in order for us to be successful.
In 2015 a Harvard Business review article suggested 5 ways in order to increase self-awareness: 
The first being to meditate which is pausing and reflecting on what you are trying to achieve? What is going well? What needs improvement? What can I change to achieve my goals?
The second is writing down your priorities and key plans to enable you to track your progress and strengthen any weaknesses you feel you have.
The third is to take psychometric tests which enable us to better understand ourselves and our characteristics through a series of questions.
The forth is to ask trusted friends their honest perspectives and allow them to be critical of behaviours we want to improve for self-development.
The final one is to receive regular feedback at work. Seeking feedback allows us to determine our strengths and weaknesses. It is important for us to proactively ask for feedback  to continue to improve our self-development.
The Johari window (Luft and Ingham, 1955)  helps us to understand our relationships with other and ourselves through conscious and unconscious bias to improve self-awareness and development. It is broken down into 4 windows:
Arena - which is our conscious self. For example our name, gender, attitudes.
Façade - which what we pretend we are to others. For example successful, confident, rich.
Blind Spot - The things we do not know about ourselves. For example too loud, how we smell.
Unknown – Information which no one knows. For example what lies ahead in the future.
There are a number of different learning styles, each person will develop their learning style based on their own preferences on how they gather information. As a manager is would me my priority to accommodate all types of different learning styles in order to achieve the maximum success from my staff. There should be a range of both formal learning styles such as presentations, personal feedback, assignments and exams and informal learning such as discussions, journals and exercises.
Gilbert and Chackrovaity (2001) Go mad formular is perfect to analyse development needs. It is broken down into sections such as self-belief, personal responsibility, involve others, plans and priorities, define goals and reasons why. This allows us to note down our strengths, look at why we want to achieve our goals and is it achievable and what is needed to achieve it?

1.1 [bookmark: _3whwml4] 
I identified the following learning styles for myself and my work colleague Kate through the Honey & Mumford, Dantec and VARK profiling instruments.
Honey and Mumford (1992) conducted research and identified that everyone has different learning preferences.  These they stated are divided into 4 main groups: Activists who like to jump straight in and learn from new experiences. Activists learn least when listening to long explanations and reading and writing.  Reflectors like to look at things from all angles before making conclusions. They learn through observation and thought and like to review what’s happening. Reflectors learn least when they feel they are being rushed and have no time to prepare. Theorists who are thorough and like to input their own ideas. They learn best when able to question and understand a complex situation. They learn least when situations are based on emotions and feelings or activities have no structure. The final group are pragmatists who integrate theory and practice while planning for the future. They learn best when they can try things and have expert feedback and where practical advantages are proven from techniques. They learn least when there are no given instructions on how to achieve it.  
I identified myself as an Activist which I feel is correct as I do like to try out things straight away and adopt a see what happens approach.  If I get things wrong I am happy to learn from this and try again. I have a short attention span and find it difficult to concentrate on long speeches or written skills. Kate identified is as a reflector, she will take time to read any associated literature or instructions before undertaking any task which means she can be thorough but also doesn’t adapt well to failure.
Vark identifies learners in four different categories: Visual learner, Auditory learner, Read/write learner and Kinaesthetic. There are lots of similarities to the traits that Honey & Mumford list for each learning Style. I identified as a Kinaesthetic  learner as I like to try new things and learn through experience rather than read and study the topic first. Kate is a visual learner preferring to memorise information and observe all the details.
Dantec discovered 4 learning styles which are The reflective learner, the analytic learner, the common sense learner and the dynamic learner. I identify myself as the reflective learner which is someone who is interested in people and likes to be involved in tasks personally. Strategies are self-management and self-evaluation. I feel this is correct for me as I like to learn while taking part and work well evaluating my progress as I go along.
The analytical learner creates models and concepts. They are thorough and look for facts. Strategies might include constructive research, direct teaching and note taking.
The common sense learner enjoys hands on experiences, testing theories and solving problems themselves with practical  ideas. Strategies they might like are experimenting and project work.
The dynamic learner learns best through trial and error. They like to take risks and reach conclusions with no logic base.

[bookmark: _Toc118713119]1.2 Use a simple technique for identifying development needs for self & another
 
The best technique to identify development needs for myself and another is through SWOT analysis. This allows me to focus on our strengths and opportunities to achieve success while being made aware of our weaknesses and learning to improve them to eliminate any threats to our achievements and progression in career. 
[bookmark: _2bn6wsx]I have completed a SWOT analysis below for myself and my colleague Kate.




[bookmark: _qsh70q]
	[bookmark: _3as4poj]
SWOT Person Carly


	
STRENGTHS
       
· Good mother
· Empathetic
· Eager to do well
· Creative
· Driven
· Optimistic 
· Works well in a team or individually
· Good listener



	
WEAKNESSES

· Impulsive
· Talk a lot
· Short attention span
· Anxious
· Take on too much
· Poor time management
· Procrastination





	
OPPORTUNITIES
· Own business
· Increase in money
· Work from home
· University to learn
· Do something I love
· Work on my terms





	
THREATS
· Childcare
· Time
· Cost of living
· Illnesses










From this analysis I now see what I need work on to overcome these challenges. I particularly need to develop my time management skills as these can have knock on effects to my other weaknesses such as procrastination, impulsivity and anxiousness. Which will hinder my progress.

	
SWOT Person Kate


	
STRENGTHS

· Organised
· Kind and caring
· Empathetic
· Intelligent




	
WEAKNESSES

· Lack of self-esteem/confidence
· Complacent
· Taking criticism
· Lack of clarity in goals
· Decision making






	
OPPORTUNITIES

· New career path
· Learning new skills
· Developing self 
· Increase in money



	
THREATS

· Cost of living
· Job losses
· Technology taking over jobs
· Colleagues competing for same roles









From Kate’s analysis we have found that a lack in self-esteem is affecting her creating goals for herself and progression in her career. This is what she will focus on developing.
Gap Analysis person Carly
	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	

Graduate and start my own nail business.




	 I am able to work  independently.
Good communication skills.
Self-awareness.
Listening Skills.
	Time management.
Report writing.
Critical thinking/cognitive skills.
	Become more organised.
Be committed to my goals.
Practice to gain experience.


	






	
	
	



Gap Analysis person Kate
	Objective

	Current Position

	Deficiency

	Action


	What do I want to do?

	What can I already do?
	What am I lacking?
	How do I fix this?

	

Get a promotion.




	Manage a team.
Write reports.
Decision making.
Group working.
Critical thinking.

	Confidence.
Interview skills.
Proactive attitude.
	Attend leadership workshops.
Prepare thoroughly for interviews.
Ask for feedback.

	






	
	
	






[bookmark: _1pxezwc][bookmark: _Toc118713120]1.3  
There are potential barriers to learning these are categorised as internal barriers and external barriers.
The learning barriers I have identified for myself are; as a single mother childcare is often difficult to come by and I have to depend on other people for me to be able to come to class. My class is also in the evening in Bridgend and I do not like driving on the motorway in the dark. My child takes part in various extracurricular activities and I also work so I have little time to myself to complete assignments.  I also have difficulties with concentration and can sometimes feel overwhelmed with lots of work.
The learning barriers I have identified for Kate are; she feels she lacks the various skills required for the positions she wants to go for. She does not have a car so finds it difficult to get to interviews. She also lacks confidence in her abilities.



[bookmark: _49x2ik5][bookmark: _Toc118713121]1.4 
I can overcome these barriers to learning by admitting there are barriers and looking for solutions. I can become more organised and structured. I can use my time more wisely completing my work in little and frequent stints.  Also, I can use the time my child is at his extra activities to take my work with me and try and use this time to complete some of my work.  By becoming more focused and adopting a timetable for organisation I should feel less overwhelmed by my tasks. I can speak to my teacher and ask for help when need be. I can also try and arrange back up childcare in case problems with my current childcare arise.
Kate can overcome her barriers by receiving praise and encouragement. She can use her free time to gain more knowledge in the positions she is applying for in order to be more confident in her ability. She can practice mock interviews to gain experience and receive re-assurance that mistakes are learning curves.




[bookmark: _2p2csry][bookmark: _Toc118713122]Section 2: 
To develop self and other to achieve organisational objectives we need to ask ourselves:
What skills are needed to progress? 
What current skills do I have?
Do I have evidence of these skills?
How can the gap in learning be closed?
Behaviours and attitudes.
 I identified that I need to develop my time management skills I could do this by using Covey, S (2015) Time management matrix by prioritising my to do list in 4 categories; Important and urgent, Important but not urgent, Not important but urgent and not important and not urgent.
A smart objective  can also help us to achieve organisational objectives which consists of:
S = Specific – describing what we want to accomplish in detail.
M = Measurable – within terms that can be clearly evaluated.
A= Achievable – can I achieve it?
R= Realistic – is it relevant?
T= Time bound – by when do we need to achieve?
The Smart objective I have created for myself is to have my own nail/beauty business, making double what I earn now by December 2024.

Another way is The Learning Cycle Kolb . D. A and Fry, R. (1975) which states having an experience then reviewing the experience followed by concluding from the experience and then planning the next steps. This is how I have been learning to improve my nail technique by practicing then learning from my mistakes and planning how I will improve this on my next set of nails.


[bookmark: _147n2zr][bookmark: _Toc118713123]2.1 
Next we will look at how we can analyse learning/development options to meet the needs of self and another. 
For myself learning through role plays, problem solving, having a go at the task first hand, shadowing someone who already does the role or buddying up with someone to learn on the go. Workshops or training sessions are ideal as I enjoy practical activities, gaining experience as I go.
For Kate learning through reading about the topic, taking notes and reflecting on things works well. She also like watching others try things first before having a go herself. Work shops and E-learning would be perfect as a she has time to reflect on what she has learnt from the experience.

[bookmark: _3o7alnk][bookmark: _Toc118713124]2.2 Identify support mechanisms for the development of self & another
The support mechanisms which I feel are helpful to me are family support. My family help with childcare, without them I would not be able to make class. My boss allows me to take time off work when my assignments are due in order for me to complete the work on time. My class mates offer support if I miss a class they share their notes for me to catch up with the work. My teacher is supportive of my circumstances and is there to give help when I  to ask any questions about my course.
The support mechanisms helpful to Kate are one to one meetings with her manager offering feedback and advice. Colleagues offering help with role play interviews. Online workshops allowing her to take notes and reflect on what needs to be changed to her application process. Friends offering praise and encouragement to boost self-belief and self-esteem.
[bookmark: _23ckvvd]



[bookmark: _ihv636]2.3 Prepare development plans for yourself and another person

Person 1
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
I want to learn leadership and management skills to start my own business.


	Submit my assignment in on time.
Pass  all my assignments.
Turn up to class with a positive can do attitude.


	Support from teacher, family and class mates.
I will need to use books, Hwb, Moodle, have access to the internet and a laptop.
	Using a learning log to evaluate progress.
By achieving my course certificates.
	November 2023

	Become a nail/beauty technician full time.



	Attend relevant courses. 
Watch free nail videos online.
Practice in my free time.
	Support from family for childcare. Support from work for any time off to complete courses. Support from friends to practice on.
	I will measure my success through my improvement in my technique.
Client feedback.
Certificates from courses.
	I will review this within 12 months.

	



	
	
	
	




Personal Objectives

	Short Term Goals (next 12 months)

	
Complete university course
Improve time management 
Practice nail art as much as possible


	Medium Term Goals (2-3 years)

	
Start working as nail technician full time
Gain more experience






	Long Term Goals (3-5 years)

	
Work from home
Be self employed
Pay increase









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

	
Kate would like to progress to a higher management level within her current job at the D.V.L.A


	Apply the knowledge she already has to her application process. 
Attend interview workshops.
Turn up to interviews on time.
	She will need the support of her boss and colleagues.
She will need internet and laptop to submit the application.
	Through interview feedback.
Application overall marks.
Successful at getting the job.
	Next 6 months

	



	
	
	
	

	



	
	
	
	




Personal Objectives

	Short Term Goals (next 12 months)

	
Improve self confidence
Apply for roles
Practice mock interviews

	Medium Term Goals (2-3 years)

	
Promotion
Overcome interview nerves
Increase in pay



	Long Term Goals (3-5 years)

	
Several promotions
Buy own house







[bookmark: _32hioqz][bookmark: _Toc118713125]2.4 Method used to monitor the development of self & another.
The method I would use  to monitor the development of myself would be Kolb D.A. and Fry, (1975) the learning cycle. This consist of having an experience, then reviewing the experience, concluding from the experience and planning the next steps. I feel this would work best for my learning style.
The method I would use for Kate would be learning logs. Kate would need to write a description of what happened, then what lessons she have learned and then what can she do differently? This would work best for Kate with her being a reflector.
Both methods would set a SMART objective to work towards.


[bookmark: _1hmsyys]
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[bookmark: _Toc118713127]Appendix A Curriculum Vitae

Throughout my career my charismatic and approachable nature has meant I am seen as a go to person and role model in terms of support and guidance and getting the job done.  I am a confident communicator who can conduct challenging and sensitive conversations with customers, staff, and stakeholders alike.
I am very pro-active and organised and pride myself on the ability to inspire and lead.  I fully understand the importance of teamwork, hard work and the value that a positive staff mind set can bring to the business.
2016 – Present – Drivers medical caseworker at D.V.L.A
· Process applications
· Call and take enquiry call from enquiry unit and customers
· Send and answer correspondence 
· Update any ongoing cases 
· Work independently
· Teamwork


January 2004 – 2016  – Contact Centre Customer service clerk with an excellent track record of exemplary customer service at D.V.L.A

· I efficiently deputised for long- and short-term periods for my manager as well as being selected by other managers within the command.
· I was considered an approachable and knowledgeable team member frequently aiding new members of staff and existing staff who needed expert advice.
· I was a reliable member of the coaching team, developing the skills and knowledge new starters had acquired throughout their training.
· Seconded to the e-mail team to ensure customer demands were met within agreed timescales.


Shop assistant – MK1 & Giles sports
· Checkout assistant
· Stock replenisher
· Changing room assistant
· Shop floor walker
· Delivery monitor
· Face to face customer assistance

2010 – 2017 – Bar work
· Face to face customer service
· Table service
· Communication skills
· Delivery work
· Open/ lock up 
· Cash up tills/money handling



[bookmark: _Toc118713128]Appendix B Continuous Professional Development Record
	Date
	Description
	Method
	Learning Summary
	Duration

	01/02/23
	Improving Nail technique
	 Nail art structured course
	Topics covered
Marble design
3d flowers
Net Imprinting
Colour Ombre
	6 hours

	15/09/2022
	How to Successfully promote your business on social media
	E- learning
You tube videos
	Targeting the right customers
Branding/marketing
Sales

	2 hour
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