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[bookmark: _Toc500943471][bookmark: _Toc500944087][bookmark: _Toc500943472][bookmark: _Toc500944088]Section 1: Know how to identify development needs  


1.1Identify learning styles for self and another 
[bookmark: _Hlk532310737]There are different ways you can research into finding your learning style, I know of three different learning styles Honey and Mumford (1982), Vark (Flemming,1987) and Dantec. These when filling out the Vark (flemming, 1987) it concluded that I have kinesthetic way of learning this means when I am learnings new things I find it best to learn from examples, practical exercises, the trial an error approach. This preference of learning uses my experiences, I learn from things that I see, even if it is from a picture or when looking at a screen watching practical demonstration. When taking on any information I will need to use all my senses, sight, sound, taste, smell and touch. This will better my ability to learn. When completing the VARK learning styles questionnaire for my colleague it showed that her learning style is reading/writing. This way of learning is to take information using lists, dictionaries and reading information, she can take notes and write essays easier than someone who has a kinesthetic learning style. She has also is able to read and understand most written text books for example instruction manuals for a computer. I also completed the Honey and Mumford (1982) questionnaire. In this questionnaire it will determine your learning style an tell you if you are an activist, reflector, theorist, or a pragmatist when doing. The result said that I am an activist, this means I learn more by practical teaching a more “hands on” approach. My colleagues result is that she is a reflector her learning style states that she likes to sand on the side and watch what is going on and collect data, she also likes to think about what is going on before jumping to a conclusion.


[bookmark: _Toc456901517] by firstly completing the Honey and Mumford (1982) questionnaire. This questionnaire can determine if you are an activist, reflector, theorist or a pragmatist when it comes to learning. My results showed that I am a reflector, in which I find it easier to learn through listening and observing. After asking my colleague to complete this questionnaire their results showed that they are an activist, in which they learn best by ‘having a go’ and trying something without preparing first. Myself and my colleague feel that this is an accurate result in which we are both confident and comfortable at learning.
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[bookmark: _Toc500943473][bookmark: _Toc500944089]1.2 Use a simple technique for identifying development needs for self & another.

When looking at mine and my colleague swot analysis you can see that our strengths, weaknesses, opportunity and threats are different this is because we have different learning styles I have a kinesthetic learning style and my collage has read and write leaning style, this give us both advantages and disadvantages within the work place. 
When using the swot analysis grid to see what our strengths, weaknesses, opportunities and treats are I found what myself and my colleague excel at and the drawbacks we face when faced with issues we need to overcome. When looking at the two grids below you can see what differences we both have, and the advantages and disadvantages are between us. I will go on to explain the difference between learning styles we have and the best way you achieve the best result when faced with learning style problems.
  



My colleague SWOT analsis
	Strengths 
	Weaknesses

	 Reading and writing skills 
IT skills
Note taking
Turn diagrams & charts into words and essays
Well educated 
Speaks 3 different languages 
 
	Absorb Visual & audio 
Interpersonal skills
Time management 
Not a people’s person 
Procrastinator  

	Opportunities 
	Threats 

	Training opportunities 
Strengthening networking skills
To improve on time management skills 
Enhance personal development 
Gain better knowledge in subject being studied 


	New baby 
Finical obligations
 Travel expenses 



My SWOT analysis 
	Strengths
	Weaknesses

	Visual Lerner
Good at hand on training 
Transferable skills 
 interpersonal skills
time management 
people person 
	Note taking 
Difficulty in absorbing written information 
 Can get distracted from written work 
Basic IT training 
Writing assignment 


	Opportunities 
	Threats

	 To better my education in the field I am learning  
Enhancing personal development
Strengthening network skills  
To gain better IT training 
 Training opportunities 
	Moving to a new house  
Family commitments 
Travel 






[bookmark: _Hlk531701278]To make give me a better understanding of what I am learning I need to convert my notes that I take when attending lectures and convert them into something more visual, pictures or videos would help give me a better understanding as I am visualising what I am learning. It also states that my notes may be poor in which I feel that they are. It also states that I will most remember things that are real and that has happened. It says I should write plenty of examples and put them into a summery, use case studies and applications to help with principles and abstract concepts. I should talk about my notes I have taken with in lectures and talk to another “kinesthetic” person. Using photographs to illustrate my ideas and recalling an experience like a field trip or an experiment is another way that I absorb information.  
To give my work colleague better understanding of learning new material its recommended that she writes the words out and rewrite them and also read back through her notes over and over. It also suggested that she could rewrite the ideas and principles into other words and organize diagrams and graphs Into written statements. Turning reactions, actions, diagrams and charts into words can help with her understanding of the information. It also explains that imagining lists arranged into multiple choice questions and then differentiate each question for one another.
  
[bookmark: _Toc500943474][bookmark: _Toc500944090]1.3 Identify potential barriers to learning for self and another.

The disadvantages and barriers I face by having a kinesthetic way of learning are the inability to absorb verbal and written information very well. while studying I find it difficult to retain information that I have read sometimes I will reread the same sentence over and over before I can absorb the information I am reading making assignment time consuming and hard to finish. Another example of a barrier I face is when person is talking for example the tutor in my lecture is talking about the topic we are studying with in the classroom I will struggle to remember what we said within the class room once I have left. Even when taking notes during the lectures I still find it difficult. my colleague disadvantages and barriers that she faces with having a read/write learning style is that when faced with only visual or audio learning methods are available for example a practical task such as baking a cake, If my colleague was shown how to bake a cake without a written hand sheet to explain step by step recipe in how to bake the cake she would struggle to absorb the tasks she was shown.                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           


[bookmark: _Toc500943475][bookmark: _Toc500944091]1.4 Explain how these barriers to learning can be overcome.

I need to find a better way to understand and absorb information, once I do this I will find it much easier to accomplish the tasks I need to achieve. To perform better in a test, assignment or exams I could wright down and practice answers and write in paragraphs, I could also role play an exam situation with myself or others. This could give me a better understanding by experiencing a mock exam to achieve better results when doing an actual exam. To better my understanding of what I need to do for my assignments I could use mind maps and drawing diagrams.
My colleague will need to overcome her barriers of learning when being taught visual and audio learning methods is to take notes and list of what has happened, so they can reflect upon the visual or audio classes the lecturer have led. This will help them remember what happened and help them with their assignments or written work they will have to do. 


[bookmark: _Toc500943476][bookmark: _Toc500944092]Section 2: Know how to develop self & others to achieve organisational objectives


[bookmark: _Toc500943477][bookmark: _Toc500944093]2.1 Analyse learning/development options to meet needs of self & another.

When conducting SWOT analysis, I found out the area of skills I need to develop because of this I can overcome barriers. I can do this by joining other courses to better my skills such as an IT class or a creative writing class. Another barrier I face as a parent It can become difficult to find child care when in classes as my child minder was undergoing chemotherapy and because of this it became difficult to find reliable child care. Now my child minder is well enough to care for my children it now makes attending classes much easier.





[bookmark: _Toc500943478][bookmark: _Toc500944094]2.2 Identify support mechanisms for the development of self & another
[bookmark: _Toc456901523]
When identifying support mechanisms and the areas that we need to develop there are some different ways myself and my colleague can do this. I can get support with friend and family to help with child care giving me the chance to attend all my classes. I can also find extra support with my IT skills by taking an IT computer course for beginners, this will help me develop my IT skills this will give me the knowledge I need to use my laptop and write my assignments with ease and further my chances in my career. I also need to allocate more time for writing assignments as my writing skills are not at the standard I would want them to be, I could also possibly take a writing class to better my skills. With all this new knowledge it will help me achieve my full potential and gain the ability to progress, graduate with a degree and further my career. My colleague is facing financial difficulties due to having a new baby as she is taking a whole year off to dedicate her time to becoming a new parent. Because of this she no longer in a full-time employment, her wages have been cut to maternity pay and it isn’t enough to cover her bills and pay for childcare to attend classes. She can overcome the financial problems by applying for student finance this will lift the financial burden. She can now attend classes and pay for child care and will be able to progress in her career. Once all of this is in place her time management will improve as she will the finance to pay a child minder and travel costs will be covered. 



[bookmark: _Toc500943479][bookmark: _Toc500944095]2.3 Prepare a development plan for yourself.


I have written a development plan, in this plan, you can see the stages of what I want to learn and how I will succeed in doing this. It starts with what I want to learn and what I must do to be able to learn it. it goes on to say what support and resources I will need and how I will measure my success and lastly the dates I want to achieve my targets. 




	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will measure success?
	Target date for review?

	How to use a laptop properly  
	Take an IT course 
	Laptop, books, internet access
	My ability to use a laptop and computer 
	

	 Improve writing skills
	Take a writing course, read more, write and type more 
	books, internet access, laptop paper, pens  
	My abilty to write and type assignments will improve 
	

	To be able to absorb written information 
	Seek help from tutors, possibly take a dyslexia text?
	Extra time to get assignments finished, laptop 
	To be able to absorb information quicker 
	

	
	
	
	
	




	Short term goals (12 months)

	Graduate level 4 skill for the work place and get a certificate in higher education and ILM in leadership and management. Gain IT skills and improve on my writing

	Medium term goals (2 to 3 years)

	Go on to level 5 and 6 in skills for the work place and leadership and management and graduate with a degree. With the qualification achieved I will then have knowledge to run my own business or work towards a manager’s role within a company 

	Long term goals (3 to 5 years)

	Set up my own business or have a manager’s role within a successful company.





[bookmark: _Toc500943480][bookmark: _Toc500944096]2.4 Method used to monitor the development of self & another.

By using a personal development plan, I can observe and asses my development weekly or monthly and to make sure I keep myself on track to meet my end goals within the time frame I have set myself. I can then determine if I reached my SMART objectives. I can evaluate how and when I will reach my end goal that I have set myself. Within my Personal Development Plan, I can also see the resources and the support I will need to complete tasks and goals. I can also continuously review my development. By taking time to review my development I will be able to discover possible difficulties I might face, I can therefore focus my attention on problematic areas before they effect my long-term achievements.
My colleague also uses a personal development plan, her SMART objectives are different to mine as her goals are different for example one of her goals are for her was to develop her interpersonal skills and to do this she needs to go on a self-awareness course to help with the way she communicates with others and to develop her non-verbal communication and acquire more positive attitude and take reasonability and accountability for her actions. By doing this she will be able to become a better manager in the future so its important to stay on track of a personal development plan it helps you achieve you end goal. 
There learning styles that you could look at to develop your skills and possibly increase your job prospects and knowledge. This is the learning cycle (kolb,1975) there is a diagram below to show you the four stages of this learning cycle. This learning technique can be beneficial to you as it ca help you record each part of the learning cycle.  
 
[bookmark: _Toc500943481][bookmark: _Toc500944097][image: ]
Section 3: Know how to prepare for the recruitment process 


[bookmark: _Toc500943482][bookmark: _Toc500944098] 3.1 Job Application 


I have extensive experience within the makeup and beauty industry and a huge following of clients, but mu current job is so demanding, and I am not able to work flexible hours to be able to work with as many clients as I would have liked. The current job is monotonous and unchallenging. I want to be able to work with a more diverse clientele and inspire people to feel beautiful by doing this I need a new job that will make me feel more fulfilled and inspire people to feel good about themselves. So, finding the perfect job means everything, when searching for a new job I came across a team managing roll at Makeup Dreams I felt like this was the perfect job for me. They strive themselves on making people feel beautiful. The role and responsibilities are like what I already have to do with in my current job. I took a chance and applied for this post o thought I would be a perfect candidate for this post. I filled int the application form and attached my CV and within a few days I had a telephone call from the company asking me if I would like to come in for an interview as they thought I was very suitable for the position we arranged a date and time to attend the interview. 


[bookmark: _Toc500943483][bookmark: _Toc500944099]3.2 The Interview Stage 

When an employer decides they need to employ a person for a new role within their company they will need to identify and analyse the required job role and the level of knowledge and ability the person will need to have to be able to work with in the position. Then prepare and publish an opening for the passion they want filled that could be advertised on social media, newspapers or magazine, job centres, web sites and job fairs. Once this has been done the company will then need to collect and analyse applicants that have applied for the role, once this has been done they then short list the applicants and pick the most suited for the job they want to fill and offer them a job interview where the employer can have face to face interview to see if they are a right fit for the job. They will then make a short list and decide who is the best person for the position they want to fill. Once this has been done they will offer the most suited candidate for the position a job. Before interviewing candidates, you need to consider what you want to say to them and the questions you would like to ask them and maybe, write down the questions you would like to ask them also making sure that the questions asked at job related. You will also need to express to them their role within the company and the responsibilities they will have. When greeting candidates remember you are representing the company, so it is important give a good impression shake hands, be polite and welcoming. Introduce your self and it is also a good idea to give a brief description of the company’s background. Once seated then you can go through the interviewing prosses. Try not to talk too much and allow the candidate to do most of the talking by letting them describe their skills and qualifications, but also making sure you cover all parts of the interview. Take notes if needed to reflect on once the interview is over. When talking to the person that’s being interviewed look for nonverbal communication for example are they giving you eye contact? Are they fidgeting? What is their tone of voice like? Are they behaving professionally?
  
When applying for a job there are many things you need to consider, from writing a CV and filling out a job application form to knowing what to say and how to dress when attending an interview. The first thing when applying for a job you need to see if you are the right for the position and have the right qualifications and knowledge for the role you are applying for. Once you found the right job that you want to apply for you will need to fill in an application form and attach your CV and send it in to the company that your applying to work for. There are many ways to apply for a job from online to email, telephone, job fair and even in person. Once you have applied and are offered a face to face interview. you will have to think of what you want to say in the interview, how you will dress and act. It is important to give a good first impression so speaking well and dressing the part is important and always remine professional throughout the interview before arriving you should re-read your cv to refresh your self on what you have written. Once you have arrived at your interview you should speak to staff in a well-mannered polite tone, while waiting to be interviewed sit well and don’t slouch. When the interview is taking place try not to waffle on when asked questions speak clear and if you need to think about how you want to answer a difficult question take a moment and think about what you want to say to the interviewer. You also need to think about your body language and how you come across to others. You need to be aware of yourself and how others perceive you. Avoid talking about your personal problems as it could jeopardize your interview. be positive and enthusiastic about the role you are applying for. When the interviewer asks you “why should we employ you?” be open and tell them all your quality’s if you have good time management, transferable skills, a team player and a peoples person tell them sell yourself. 
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Cover Letter: -
Zara demille
18 Mercia road 
Tremorfa
Cardiff
Cf245n

Miss Stacey jones 
Makeup Dreams
99 hill end road
Cardiff
CF152PJ

22/10/2018

Dear Mis Jones
[bookmark: _GoBack]I wish to apply for the role of team manager, currently being advertised on indeed.com. Please find enclosed my CV and a job application I printed out from the website online.  As you can see I have vast experience within the beauty industry experience as well as a managing role within my current employment I believe the knowledge, skills and ability at this time that will make me the perfect candidate for this job.  I am confident that I can bring a high level of success with me and many clients to your business as I am well established makeup artist with a large client base that will follow me where ever my employment is. With my previous experience and expertise, I believe my contribution will have an immediate impact on the success of your business.
Thank you for your time and consideration. I look forward to hearing from you to discuss my application further. 
Yours sincerely
Zara Demille
07376127275














[bookmark: _Toc500944102]Appendix 
Application form 
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	Makeup dreams 


Employment Application
Applicant Information
	Full Name:
	Demille  
	Zara louise 
	Miss
	Date:
	22.10.2018

	
	Last
	First
	M.I.
	
	

	
	
	
	
	
	



	Address:
	18 mercia road 
	

	
	Street Address
	



	
	Cardiff
	Uk
	Cf242tf

	
	City
	State
	ZIP Code



	Phone:
	07376127275
	Email
	 Zara.demille@outlook.com



	Date Available:
	10.11.2018
	Social Security No.:
	 Sb635424d
	Desired Salary:
	£ 32,000 annual 



	Position Applied for:
	Team Manager



	Are you a citizen of the UK?
	YES
|_|yes
	NO
|_|
	If no, are you authorized to work in the Uk?
	YES
|_|yes
	NO
|_|



	Have you ever worked for this company?
	YES
|_|
	NO
|_|no
	If yes, when?
	



	Have you ever been convicted of a felony?
	YES
|_|
	NO
|_|no
	



	If yes, explain:
	


Education
	High School:
	Willows high
	Address:
	 Willows avenue tremorfa Cardiff



	From:
	1999
	To:
	2001
	Did you graduate?
	YES
|_|yes
	NO
|_|
	GCSE
	 English math welsh art drama



	College:
	Cardiiff and vale 
	Address:
	 Dumballs road cardiff



	From:
	2016
	To:
	2017
	Did you graduate?
	YES
|_|yes
	NO
|_|
	Degree :
	 Level 3 makeup 



	Other:
	uwtsd
	Address:
	



	From:
	2018

	To:
	 Present 
	Did you graduate?
	YES
|_|
	NO
|_|
	Degree:
	 Leadership and management 


References
Please list three professional references.
	Full Name:
	Jane Stevens 
	Relationship:
	 Colleague 

	Company:
	Mac makeup 
	Phone:
	 07132425671

	
	
	
	

	
	
	
	

	Full Name:
	David Adams 
	Relationship:
	 Manager 

	Company:
	Debenhams 
	Phone:
	07365535232

	
	
	
	

	
	
	
	

	Full Name:
	Sarah White 
	Relationship:
	 Friend 

	Company:
	Nhs 
	Phone:
	07453627772

	
	
	
	


Previous Employment
	Company:
	Debenhams 
	Phone:
	0293877656

	Address:
	St davids center Cardiff
	Supervisor:
	David Adams 



	Job Title:
	Managing a concession 
	Starting Salary:
	 £19,000
	Ending Salary:
	£26,000



	Responsibilities:
	Managing staff delegating reasonability to staff, money handling, overseeing the day to day running of the concession.



	From:
	May 16
	To:
	 Present day 
	Reason for Leaving:
	 I need a new challenge 



	May we contact your previous supervisor for a reference?
	YES
|_|yes
	NO
|_|
	

	
	
	
	

	
	
	
	



	Company:
	Mac makeup 
	Phone:
	09377736525

	Address:
	St davids center Cardiff 
	Supervisor:
	 Jane stevans 



	Job Title:
	Makeup artist 
	Starting Salary:
	£12,000
	Ending Salary:
	£17,000



	Responsibilities:
	give clients a full make up makeover, handle money, take appointment and talk on the phone.



	From:
	June 2014
	To:
	 May 16
	Reason for Leaving:
	 Better job opportunities 



	May we contact your previous supervisor for a reference?
	YES
|_|yes 
	NO
|_|
	

	
	
	
	

	
	
	
	



Disclaimer and Signature
I certify that my answers are true and complete to the best of my knowledge. 
If this application leads to employment, I understand that false or misleading information in my application or interview may result in my release.
	Signature:
	Z.Demille 
	Date:
	10.10.2018




My cv 


	zara demille
 18 Mercia Road Cardiff CF242TF· 07376127275
Zara.demille@outlook.com · LinkedIn Profile Zara Demille

	I have vast amount of experience working with people from different backgrounds within the beauty market, throughout my work experience I have learned to quickly adapt to different situations. I cope well under pressure and communicate well with others. I am motivated, fast thinking, compassionate and approachable. I love new challenges and I can work within a team and alone.


Experience
	May 2016 – present day 
team manager, debenhams 
My managing responsibilities of the area of which I manage are to plan and organize the function of my department, I am assigned reasonability over other employees to Lead, delegate and support the employees and to ensure all goals and tasks are accomplished while keeping good morel with in the work place. I am also a well-established makeup artist within the industry with a large client base.

June 2014 – May 2016 
Makeup artist, MAC 
My role within this job was a makeup artist, I would apply makeup to clients for all occasions, advise and recommend products to service users therefore I would you my communication skills I would answer telephone calls take booking for makeup consultations.  


	


Education
	February 2018 – on going 
degree in leadership and management, university of wales trinity saint David 


	February 2017 – June 2017 
level 2 in cosmetic makeup, cardiff and the vale collage 



	2016
face painting for beginners, oasis community canter 
2016
first aid, saint john’s ambulance  
2001
6 GCSEs, willows high school
 


	Experience 
I have vast amount of experience working with people from different backgrounds, throughout my work experience I have learned to quickly adapt to different situations. I cope well under pressure and communicate well with others. I am motivated, fast thinking, compassionate and approachable. I love new challenges and I can work within a team and alone. Experience 
	


Activities
I am trustee to the charity Splott Community Volunteers it a small charity that brings community engagement to the local community by running a weekly breakfast club to fed disadvantaged families and individuals with the local area I also organize and community trips and events. Manage volunteers by leading, delegating and supporting each person and giving them a purpose and the drive to live a better life.   

References on request 
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