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1. Introduction
In order to improve my employability skills and to further my career, it is important to learn exactly how I take in information and apply this externally. This will mean I need to find out my areas of weakness when it comes to developing knowledge and any difficulties I may come across when trying to learn. I will also look at learning techniques and several options that may be suitable to my learning needs. 

Once this has been established, I will create my own personal development plan which will indicate the key skills I need to improve and exactly how I will achieve these. I will create specific goals which are realistically achievable and I can measure and track my progress using this plan. 

The conclusion of these findings will help me become a more confident person when applying for jobs and help me learn more efficiently.  I will be able to quickly identify areas of difficulty and the best way for me to develop the required skills. I will also be able to plan my own development as how I will try to achieve these goals and what resources I will need in order to reach this. 


























2. Use a recognised technique to identify the learning styles of yourself and another member of the team

My own learning styles  

To identify my own learning styles, I have used the Honey and Mumford learning styles questionnaire and VAK learning style questionnaire.  By completing the questions I have realised that my learning style is that I am a Theorist on the Honey and Mumford. My strengths are I like to think using theoretical models and like thoroughness. I am an industrious person who likes to work hard and always like to keep myself occupied. I like to use verbal skills to express myself with words and sound, sharing of information between individuals using speech and I find developing and working with systems work better for me. Also I like dealing with different ideas and like solving problems, I always want to know the experts views, and I like to work alone. I am concerned about details, quality of information and accuracy of facts.  I am a person who likes the power of positive thinking who likes success, goals and positivity. I have the skills to think critically to resolve problems. My preferred way of learning and working is that I like to work individually rather than in groups, also I like collecting data finding up to date information. Reading helps me take in information better. I like making plans following a time table and like to think things through before making decisions by examining information carefully. However, having all of the above advantages, I feel I have some disadvantages which is I would need a lot of information before starting work and I might be reluctant to try something new, and that I would rely on logic only and will not take risks. On the Vac learning styles, my preferred way of learning would be Auditory, I like learning information through listening to instructions from an expert. Also I like to receive instructions spoken over the telephone and I find that by listening I can remember words and information better. 


Another members own learning style   

To identify the learning style of another member of team, on Honey and Mumford is that they are a reflector. Their strengths would be they like collecting of data from variety of sources and like to looking at situations from different angles in seeing the bigger picture. Their preferences are that, they’re more interested in people’s behaviour and how they feel. They like to get directly involved and reflect on the experience, mostly concerned about processes than outcomes. They are also concerned about the feelings of others maintaining wide range of interests and harmony. They like to listen and share ideas with others, like to work in group and discussions also like to think before doing and stand back from events and observe to see what happens. However, they can get easily distracted, waste a lot of time before getting started and can get frustrated but too easy going sometimes find it hard to make decisions and can get sudden bursts of energy to do work. On the Vac learning style, they are a Kinaesthetic learner and that they like to experience by physically touching, feeling, holding, doing and like practical hands on experiences. They like to try things out learning as they go, experiment and never look at instructions before-hand.  


3. Development needs analysis on yourself and one member of your team 

My Swot Analysis

	Strength 
	Weakness

	
· Critical thinking
· Working alone
· Being able to work independently
· Quick learner
· Solving problems
· Enjoy helping others
· Thinking things through
· Examining information carefully
· Adaptable to situations
· Self- awareness 
· Communication
· I learn better by listening and watching

	
· Overcautious; don’t take risks
· Don’t trust feelings but rely on logic
· Presentation skills
· Can be too easy going
· Reliant on expert opinions
· Reluctant to try anything new
· Indecisive 
· I lack in IT


	Opportunities
	Threats

	
· Gain the right qualifications
· Have supportive peers/family to help me develop 
· For work place- to enhance my Knowledge and education
	· More experienced people at work
· Pressure to reach targets
· Lack of transport



Another member Swot Analysis

	Strength 
	Weakness

	· I am confident and comfortable with my technology skills
· Time management
· Listening skills
· Team worker
· Communications
· Quick learner
	· Team leading 
· Easily distracted 
· Presentation skills 
· Talking in front of big crowds or unknown people
· Take on way to many things at once 


	Opportunities
	Threats

	· There is opportunity to grow and develop in my work field
· To take courses 
· Gain the right qualifications
· Have a supportive family to help me develop 





	· Competitive roles
· Pressure to reach targets




4. Identifying My Barriers To Learning
There are two types of barriers that I can experience. One is external and another is internal. 
Some of my external barriers can be managing family. My son has a health issue who I have to support with a lot of things, which takes up quite a lot of my time. Also I am a single mum which makes it a lot harder for me to manage time as I have to do multi task. Also the lack of resources makes things difficult for me for, example I don’t have a desk top and have lack of knowledge on how to research. Another barrier I have which is lack of finances to cover travelling costs to and from places, and also travelling to classes is a barrier as I do not at times have my own vehicle. 
I also have internal barriers as I suffer from anxiety. This can be brought about by stressful situations and affect my overall health. This makes it difficult for me to concentrate at times, which can make fall behind on work. I did not continue with further education so I feel that this makes learning difficult for me. 
To overcome these barriers, I will need to find ways to become more organised and try not to take on too many things at once. Also I will need to learn to work with others, look at journals/ articles and online searches. I feel that I will need to read more books to improve my academic skills.


5. Learning/development options for yourself and other member of team


My learning/development options and needs

My personal development needs would be, that I need to read more and take on courses to improve my academic and IT skills. Learn to research more online and try out new ideas and explore to improve my personal development skills. Also try to over- come the fear of talking in front of big crowds and unknown people, and not to take on too many tasks at once. 

Other members learning/development options and needs

Other member of team, they need to improve on team leading and presentation skills. Take courses to gain the right qualifications and have a supportive family to help them develop. Also they need to improve on pressure to reach targets.

6. Identifying My Support Mechanisms for Development
My support mechanisms for development
My support mechanisms would be to go to library more often and get books to read, and take on more courses to develop my IT and other skills to enhance my knowledge and education. Also ask friends and family members to help when needed.
To identify other members support mechanisms for development
Other members support mechanisms for development would be, that they need to attend more classes 
to improve their qualifications skills and ask family and friends to support them.



7. My Johari Window
To prepare my own development plan, I have used the Johari Window below.
	
	Known to Self
	Not Known to Self

	
Known to Others
	· Behaviour
· Personality
· Skills level verbal and written
· Appearance
· Interests
	· Bad habits
· Body language
· Body odour


	
Not Known to Others
	· Confident
· Ambitions
· Preferences 
· Dreams
· Fears
· Stress 
	· Initial instincts 
· Instinct reactions
· Fight or flight limits



This table shows I need to develop my verbal and written skills, and need to build my confidence so to be able to manage stressful situations better.
However for my career development I will focus on my lack of knowledge and how to improve myself to boost my career. I need to make sure the tasks I complete are achievable and realistic. I cannot set up goals which are not reachable. I need to be able to measure my progress and be specific to my own needs.



Another Member’s Johari Window
	
	Known to Self
	Not Known to Self

	
Known to Others
	· Personality
· How they behave
· Looks
· Interests

	· Bad habits
· Behaviour
· Body odour

	
Not Known to Others
	· Medical conditions
· Criminal records
· Addictions



	· Limits
· Future plans
· Health matter



This table shows that they need to improve on their personality and how they behave. To be able to tackle their bad habits any addictions that they may have. They need to improve their future in building a career and boost their self-confidence.




8. My Personal Development Plan
	Skills/Behaviour To Improve
	How to Improve/Develop
	Resources/Tools Needed
	Final Objective

	Written skills 
	Enrol for more studied written work
	Essay assignments.
	To enhance my academic knowledge

	IT Skills
	Do more computer related work.
	Any IT related studies.
	To strengthen my IT skills.

	Improve on presentation in front of large audiences.
	Practice presenting in front of friends and family to build confidence.
	Well researching topics before providing presentations 
	To be able to present confidently in front large crowds.

	Emotional Intelligence
	Managing stress. 
	Have friends, family and professional support. 
	To improve on social skills and be able to advance on my career.



On the above personal development plan, I can see that I need to improve on being able to present confidently  in front of large crowds or groups of people and also I need to be able to manage my emotions and being able to handle stressful situations better, with professional support.




Another Member’s Personal Development Plan
 
	Skills/Behaviour To Improve
	How to Improve/Develop
	Resources/Tools Needed
	Final Objective

	Reading skills
	Read more books
	Go to library 
	To improve on reading skills

	Team Leading
	Practice with friends and work colleagues
	Watch team leading video demonstration
	To be able to lead a team confidently

	Academic skills
	Find suitable classes 
	Enrol for courses 
	To improve reading and writing skills



For another member, they need to improve on their academic skills and how take on team leading rolls also they need to improve on their reading skills to achieve a successful career.

9. Describe how a PDP can be used to monitor development
A Personal Development Plan can help to understand and monitor, how and what motivates others and myself in a work place to advance in a professional career. A method such as a Personal Development Plan layout can help progress and how to get things done effectively, also helps to understand where you will need to make improvements.  I would use this method to monitor the development of myself that I will keep a journal of my responses to stressful situations, so that I can see where I need to improve. For other member of team, they can ask friends and family to monitor their progress and ask for their feedback on where they need to improve.




10.  Know how to prepare for recruitment process
Appendix 1 - CV
Shahanaz Khan 
07543563345
Shahanazkhan@hotmail.co.uk
	Profile
	I am currently looking for a long term work place which can provide me prospects of a real career in an environment where I can learn valuable new skills. I enjoy working with people of all ages and have experience as a teaching assistant. 
I would describe myself as a bubbly and articulate person who enjoys meeting new people thus I am looking forward to starting somewhere that I can further myself in.
I regularly volunteer in local community organized events such as interfaith dinners as well as charity raising events. 
I feel that I have many transferrable skills from my charitable, academic and previous work placements which are given below. Although I do not carry long term work experience, I have many qualities which will help me develop and succeed in a positive work place.


Employment
Radnor Primary School: Sept ’10 – Dec ’10 
				Teaching Assistant
· Assisted children in completing tasks set by class teacher
· Provided one to one and group support
· Design displays for classroom walls
· Helped students during PE classes 

Homemaker: 2002 - 2010
· Responsible for upbringing of 3 children
· Organised
· Multi tasking 

Self Employed – Telecommunications: 1999 - 2002
				Partner
· Family calling card business 
· Accepting orders over the phone
· Responsible for money collection and stock order
	Stock ordering	Qualifications
	

ACT, Trade St, Cardiff 2010 
· Teaching Assistant Course Level 2
· Pediatric First Aid Training

Coleg Glan Hafren 2008
· CLAIT Level 1

Fitzalan High School
· O Levels x 6 – including Math’s & English 


	Additional Information
	
· Computer literate 
· Full driving license with access to own vehicle
· Fluent in spoken and written Bengali
· Active community member with charitable organisations






Appendix 2 – Application Form
	Application for Employment                                  

Please type or use black ink. 
Please return this form via email at jobs@nowpressplay.co.uk quoting the job title in the subject line. Alternatively you can send it by post to: now>press>play, EdSpace, Block D, Hackney Community College, Falkirk Street, London, N1 6HQ.

	Job Applied For:  Sales Account Manager

	Personal Details
Full name: Shahanaz Khan
Preferred name (if applicable):
Address Line 1: 25. Clos Dewi Sant
Address Line 2:
Address Line 3:
Town/City : Cardiff
Post Code: CF11 9EW
Home Phone Number:   07543563345                                           Mobile Number: 07543563345
Personal e-mail address:  shahanazkhan@hotmail.co.uk


	Employment History
Please give brief details of any relevant employment, including your employer, your post and main duties, dates employed, final salary and reason for leaving (or study, career breaks etc).
Radnor Primary School: Sept ’10 – Dec ’10 
				Teaching Assistant
· Assisted children in completing tasks set by class teacher
· Provided one to one and group support
· Design displays for classroom walls
· Helped students during PE classes 
Homemaker: 2002 - 2010
· Responsible for upbringing of 3 children
· Organised
· Multi tasking 
Self Employed - Telecommunications: 1999 - 2002
				Partner
· Family calling card business 
· Accepting orders over the phone
· Responsible for money collection and stock ordering

	Qualifications and Training 
Please give details of your educational qualifications and training courses attended (including institutions and dates).
ACT, Trade St, Cardiff 2010 
· Teaching Assistant Course Level 2
· Pediatric First Aid Training

Coleg Glan Hafren 2008
· CLAIT Level 1

Fitzalan High School
· O Levels x 6 – including Math’s & English 


	Additional Information
After you have read the job description and person specification, please use the following section (personal statement) to state your reasons for applying for this position and how you meet the requirements given in the person specification. Please describe how your skills, knowledge and experience will enable you to carry out the duties listed in the job description. 
Please use an additional A4 sheet if you need more space. 
Personal Statement	                                                                                                      
I am writing to express my interest for the position of sales account manager, because I have experience working with children in schools, and I can see myself progressing in this career.
My experience working in this position is valuable because I have been able to build my career around helping people. I developed number of techniques to help people feel at ease with me including completing work on deadlines, working with groups of people and decision making.
I’m excited about the chance to join your company to have this opportunity as I will fit this position and will  have such great success in achieving your company needs.

	Criminal convictions
In the event of a successful application we will ask for an Enhanced Disclosure from the Disclosure and Barring Service (DBS) as a condition of employment. If you have not undergone a DBS check within the last 3 years, we would arrange this for you.  If you have undergone a DBS check, we may require evidence of this. A criminal conviction will not necessarily be a bar to obtaining a position.

	Data Protection
now>press>play will process the personal data in this application form in accordance with the Data Protection Act 1998.  The personal data will be used for the purposes of recruitment for the position specified in this application form. This application will be retained by now>press>play for a maximum of six months, unless you are the successful applicant for the post, in which case it will become part of your confidential employee record. By signing this form you consent to the processing of sensitive personal data by now>press>play for the purpose of this application.  

	Declaration:
I certify that the information given on this form is, to the best of my knowledge, true and complete. I understand that should my application proceed to an interview, I will be required to produce supporting documentation as evidence of my qualifications, previous experience, and eligibility for employment in the UK. I understand and hereby agree that any false statement or omission may result in my application been withdrawn.

Signed:


Date:






11. Discuss recruitment interview process 
In the past I have experienced some difficulties when preparing or being in an interview. Time management before interview can be improved. For instance organising the night before and planning for my day on the interview. Sometimes I haven’t been very confident when speaking to other people therefore I need to practice and speak more with people that I am not familiar with. I can use the Kolb cycle to learn about my weaknesses.
The application form seems to be easy to complete but I need to improve my written skills to describe my skills better. I can use my Personal Development Plan to improve myself. I feel as though my CV is clear and straight forward to read. The layout is simple for this reason as well. I have put experiences before my qualification as lots of employers can find this more important. I know at times I will need to amend my CV for certain jobs by highlighting skills the employer is looking for. I should always make sure my CV is not out dated so that it is always relevant to the jobs I am looking to apply.
When employers interview, they look at appearance, therefore for first impressions it is important to dress appropriately and appear confident and present yourself professionally.  Making sure to arrive early to the interview and prepare for questions you might be asked. Also it is important to do research about the company you applied for and when speaking to be polite, courteous and respectful. Consider the questions you might get asked and review the job specification. Employers will absorb communication skills therefore, it is important to talk about education, where you grew up, past work experience if you have any personal interests. The interviewer will also ask about your strengths, they will be looking at how positively you think about yourself. I would discuss my best strengths, for instance I like to pay attention to detail and believe in organising and planning. I also feel that I am an approachable person. The interviewer might also ask about your weaknesses, they will be looking to see if you can identify them. I would say that my weaknesses are that I am way too detailed orientated I try to accomplish everything and I always want everything to be perfect. By doing this I realise that I lose out on time so perhaps this is also my weakness. You may get asked, what your long term goals are as they are looking to see how committed you are to their company. The best answer I think would be is to say that, in five years from now I would like to be a management position till then I would like to gain practical experience and then eventually become a manager and also learn a lot of new things from my team members. I would also show that I am flexible and can work under pressure. It is important to show that you can handle decision making no matter how difficult the situation is and you will be able to handle this relying on your previous experiences.  This is how I would prepare for a job interview from my past experiences and be better prepared to go forward.


12.  Conclusion 
To conclude, I have learnt to recognise my learning styles and how best I can improve myself and learnt new ways to develop and understand how others will react to the way I behave, appear and present myself. I have learnt to recognise my weaknesses and my strengths and that I learn best by listening and I am a theorist, I like thoroughness and like to know the experts views. I have recognised my weaknesses and that I need to I take more courses and read more to develop my academic skills to enhance my academic knowledge. By learning and understanding my learning needs I will better prepare myself and plan for my future professional career and, I hope to be more prepared and have self-awareness of how other people might react to the way I behave or present myself. 
I have used various different tools to identify my learning needs and areas I need to develop. I have also applied some of these tools to learn and understand how others may develop knowledge and experience difficulty in other areas. Analysing another member of the group has been helpful in doing this. 
I have set up a personal development plan to monitor my progress and to list the resources that will help me achieve my goals. I will look to track my growth and learn to apply this practically in order to progress in my career. 
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