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Section 1: Know how to identify development needs
This report will identify development needs for both a colleague and myself. Aspiring to gain further career progression in our chosen professional field. It aims to explore and identify the differential assessment needs based on theorist models and incorporate a swot analysis to define the specified areas of weakness and strength. Whilst the first section explores the individuals learning styles, the second part will define my understanding of the recruitment process from identifying potential job roles to application and preparation for interview.
[bookmark: _Toc500943472][bookmark: _Toc88398385]1.1 Identify learning styles for self and another 
There are a number of varied tested models to identify the learning styles of individuals. However, it is dependent on an individual’s interpretation of their experience and knowledge and can derive from early years and throughout their life. It does not come from how intelligent they are or their societal background. 
The question to ask is not “how bright is the individual?” but “how is the individual bright?” Grant (2002).
Honey and Mumford (1992) evolved a model originally from Kolb’s (1981). Four learning styles this contained a questionnaire to identifying individuals learning characteristic and behaviour.
“Students and Teachers need a starting place for thinking about, and understanding how they learn…” Fleming (2017).
VARK was a learning development model developed by Fleming (1987). It identified four key factors in which a person learns. In the main, he identifies four critical factors Visual, Auditory, Reading/Writing and Kinaesthetic. Though it does not have a specific set outcome as two learning styles may cross, they can of course; attribute in some cases to an individual’s multimodal learning style.
In order to identify the learning styles for both my colleague, and myself I adopted and utilised the VARK test for myself and another work colleague. (See Appendix A).

VARK
	Learning Style
	Factors

	Visual
	Where the learner prefer to see and visualise using diagrams pictures videos, or graphs

	Auditory 
	Listening methods, through lectures, tutorials and discussions

	Read/Write
	Listening learning technique: books, taking notes, lists reading, manuals or business plans

	Kinaesthetic
	This is where an individual has a preference in a hands on learning approach, using a hands on approach


[bookmark: _Toc500943473]VARK Results MW
I totally agree with the results of the VARK questionnaire in light of my own results, as it outlined a learning style of read/write. I continuously take notes throughout meetings and presentations in order to review and reflect on. I believe that undertaking lists gives you a clear and methodical approach to the day to day operational duties. When developing a project I undertake significant research and will read outlined Government strategies to ensure we are meeting the criteria in which we are funded on, and that key performance indicators are in line with said Government Agenda’s which drives the success of the project.

VARK Results MH
The test outlines my colleague as having a Kinaesthetic approach to learning. Working with her closely as part of my team I feel that this test has categorised her correctly as she likes to be shown and adopts a “learn as you do” approach. However, in a deadline-oriented environment this is time-consuming. Constant review of the work undertaken needs to be carried out enduring her understanding and accuracy in relation to the tasks in hand. This can be counterproductive as it takes up two peoples paid time to undertake the task.
[bookmark: _Toc88398386]1.2 Use a simple technique for identifying development needs for self & another

Undertaking a SWOT analysis is another tool that can identify strengths and weaknesses and where opportunities and threats may lay. In order to identify these I undertook a SWOT analysis on both parties.
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SWOT Colleague MH


	
STRENGTHS

· Reliable
· Versitile
· Leadership Qualities
· Accuracy


	
WEAKNESSES

· Emotional
· Self-Critical and Highly stressed
· Autonomy and ownership of task not delegating
· No ability to multi task or see the whole picture of the task in hand





	
OPPORTUNITIES
· In House progression within the team
· Staff Development Programs
· Deputising in Meetings



	
THREATS
· Project Closure
· Workload
· Family commitment may mean returning to her own country








[bookmark: _Toc500943474]I can relate to being very self- critical in particular when I cannot complete a task I have outlined for the day.  I feel responsible if it hasn’t been completed. Regardless that a task may need to be undertaken by other in order to inform a report I need to complete. This invariably results in me longer days to complete required reports. I need to push back on the teams to complete tasks within their own timelines. This is something that I need to undertake to become further in my career in management.
With my colleague, the SWOT analysis identifies her emotional personality and can invariably break down in tears if challenged with tight deadlines or when faced with multi-faceted tasks. MH would benefit from taking a step back and writing down the complexities of the task to be fully completed. Unfortunately, she habitually undertakes only one element of the task, which leaves significant margin of errors. 

[bookmark: _Toc88398387]1.3 Identify potential barriers to learning for self and another.
I can identify a number of barriers that have prevented and still prevent my learning, being a single parent and carer. Being a fulltime carer for my mother and also being a single parent of two children has been the main priority for me over the past 15 years and has prevented opportunity for me to progress with further learning. Alongside this, I have always worked in substantially deadline driven roles on a full time basis, which has prevented me undertaking a degree course. Notwithstanding the financial implication that comes with being a single parent and receiving no additional financial aid, meant that it was impossible for me to undertake the financial outlay for the course. Time is a factor and undertaking a full time role as well as caring for a parent on a full time basis meant balancing time for myself became impossible.
For my colleague, whilst there is an appetite to learn and progress within her career when given the opportunity she fails to complete courses as the pressure becomes too great for her. As she is also young and has two incomes and investments, the realisation of progression and the raise in salary that comes with it is not a priority.
[bookmark: _Toc500943475][bookmark: _Toc88398388]1.4 Explain how these barriers to learning can be overcome.
Though not the best result in overcoming the challenges, sadly this year I lost both parents, which has freed up time for me to undertake this course and progress to doing a degree. My youngest child has during Covid year, turned 18 and regardless of still doing the “mums taxi” run this has given me the ability to focus on my own learning and development and have successfully enrolled on this course. Still only having one wage has meant that I have needed to access student finance to undertake the course but I am confident that this course will open opportunities of career progression and with it a pay increase to substantiate the role. It has always been my dream to undertake a degree as back when I was working through my early career it was built on experience rather than qualifications but as I now work within education I feel it is an appropriate time for me to embark on the further learning journey and I am motivated to do so.
“Motivation is when your dreams put on work clothes” Franklin. (2016).
My colleague’s barriers lie within her confidence and motivation to progress. Although I can identify leadership qualities within her, she herself does not. Even when given any responsibility, she can work herself up to an emotional breakdown. Whilst she is younger and is financially sound her ability to progress is entirely dependent on her motivation, drive and further undertaking of training to build her capacity and knowledge base. I feel shadowing other coordinators within the team will give her an understanding of the demands of the role. It may also pay dividends in understanding how they cope with the pressures of deadlines and additional responsibilities. This would give her an insight in managing her own tasks and those additional tasks that are sometimes thrown in changes in European Guidelines. Given this, I feel she would make a good leader in the form of an External Funding Co-ordinator. 
Whilst within the organisation we have a number of resources available including staff development in the form of short courses or long courses, we also have availability of counsellors, mentors and wellbeing support. The introduction to some wellbeing support may support MH in finding managing tools to support her anxiety when work pressures become overbearing.
[bookmark: _Toc500943476][bookmark: _Toc88398389]Section 2: Know how to develop self & others to achieve organisational objectives
[bookmark: _Toc500943477][bookmark: _Toc88398390]2.1 Analyse learning/development options to meet needs of self & another.
There are a number of ways in which to analyse learning and development needs. It can be through a training needs analysis, through an annual review or through a day-to-day assessment of task completions. These will identify the areas that need strengthening or further development.
Another example is when you evaluate the overarching qualities needed to perform the role identified in a job description. and evaluate against the individuals knowledge and experience. This helps identify gaps in the skillset of the individual to perform the role effectively. Identifying the compulsory needs against those that are additional to current skillset. This can identify the areas that need to be developed and areas of concern in which to undertake the role efficiently. In order to do this you identify the key factors needed to perform the role such as IT skills, communication skills and team working. These can be identified as part of an annual review.
An independent learning plan can be introduced at both your probationary interviews within an organisation and can be monitored and reviewed during the annual review.
To determine the best form of learning and development options for an individual, establishing a baseline is vital. Ching et al. (2017). Empirical models of learning dynamics defines the need to incorporate social learning, search, correlated learning and information spill over and according to Wilson (2018). Communication is vital, exchanging facts, opinions and ideas.
[bookmark: _Toc500943478][bookmark: _Toc88398391]2.2 Identify support mechanisms for the development of self & another

Having undertaken a SWOT analysis shown earlier in this report, there is a clear need for further training and also from my colleagues perspective a confidence development.
To overcoming the identified barriers, there are routes within the organisation creating opportunity for Continued Professional Development (CPD). This route can support both parties to progress improving knowledge and gaining further professional qualifications.
We also within our organisation offer mentoring programs which would be beneficial to my colleague in supporting building her confidence. Within the organisation we also have a well-being mentor who can link with an individual to support in social skills and anxiety etc. They can identify and offer coping mechanisms that the individual can use as a calming tool.
When motivated, self development can play a part with college resources available and short courses to build independent job related skillset, such as enhancing digital literacy skills for example Excel training.
[bookmark: _Toc456901523]Undertaking this course through the university has given access to further resources such as the University Library and HWB.  This allows access to resources you may not be able to access independently or be freely available to you in a day to day situation.

[bookmark: _Toc500943479][bookmark: _Toc88398392]2.3 Prepare development plans for self & another

[bookmark: _Toc88398393]Self

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals
In using a personal development plan it gives opportunity to use SMART objectives giving realistic time bound measures in achieving the goals this can be reviewed and updated as part of the monitoring process.
	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

	Leadership and Management


	Undertake training
	External Training and qualification
	Completion of HE Cert qualification
	1 year

	
Improve delegation


	Ensure tasks are completed by staff members
	Regular meetings to ensure tasks are completed within timeframe
	Weekly meeting and Team tasks completion list
	3 months

	Managerial Role



	Undertake degree
	External Training and qualification
	Achieving Degree be successful in gaining Managerial role
	3-5 years





Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	
Develop a process to ensure that staff complete set tasks and I no longer need to undertake the tasks for them in order to complete my own. This can be in the form of a weekly task list Appendix C


	Medium Term Goals (2-3 years)

	
Pass Certificate in HE Cert Skills in the Workplace – achieving this will support my Leadership and Management Skills and will increase my employability.


	Long Term Goals (3-5 years)

	
Achieve a BA Hons in Skills in the workplace – successfully achieving this will assist in my ability to progress within my career to a managerial role.





[bookmark: _Toc88398394]Person 2 

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals

	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

	Team Leading

	Undertake training
	Line Manager Backing for CPD
	Gaining Qualification
	3-5  years

	
Mentoring


	Identify and work with Mentor to resolve anxiety issues
	HR Support and Mentoring 
	Whilst holistic, the coping mechanisms will be seen by reduced sickness when under pressure
	4 months

	
Deputise for Manager


	Build confidence and be more assertive
	Prepare more thoroughly gain experience in this area
	Get feedback from Peers
	2-3 years




Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	
Mentoring – link and work with the well being coach to assist in mechanisms to reduce anxiety which will sup[ort effective working within the role

	Medium Term Goals (2-3 years)

	
Deputise for Manager in meetings – presenting data or reports in meetings and giving verbal updates on project delivery and targets.

	Long Term Goals (3-5 years)

	
Undertake a team leading qualification -To progress into a higher position within the organisation



[bookmark: _Toc500943480][bookmark: _Toc88398395]2.4 Method used to monitor the development of self & another.

One method is identified by (Tookoian, 2018) and refers to a four-assessment type:
Diagnostic – developing a strategy such as a PDP
Formative – where the strategy gets reviewed and adjusted during the course of the PDP time line
Interim – establishing where one is in meeting the PDP
Summative – following the time line set out in the PDP, it is reviewed only on completion. Have they achieved their goals?
Whilst the first three are adaptable and flexible throughout the learner journey, the summative method does not give any leniency to change direction. The learner journey may vary throughout a period of 5 years as it difficult to predict the future. Interim review methods give opportunity change or enhance the PDP and can reflect change within an organisations direction.
In order to evaluate my own PDP reviewing it through undertaking a learning log for each element of the PDP (Appendix B). This gave me time to reflect on what I had achieved, how I felt about it what was good and bad about it. ‘What could I have done better and what worked well for me?”.
In order to minimise pressure on my colleague, in particular due to anxiety when under pressure, the chosen method for monitoring progression of her Personal Development plan was through an annual review (Appendix D). This would open dialogue and communication. Discussion regarding the PDP and a review to adapt if necessary, dependant on pressure and emotional wellbeing, encompassed into the review meeting. Review of timelines could be incorporated to ensure she is fulfilling her goals without increased pressure.
[bookmark: _Toc500943481][bookmark: _Toc88398396]Section 3: Know how to prepare for the recruitment process 
(Preparation, Practice & Positivity – the 3p’s of interviews, 2017) outlines the 3P’s as a method in preparing for interview process in my opinion this applies to the whole recruitment process.
Preparation – this includes the research into the company you are applying to, understanding their mission and values. Ensure your CV is up to date and captures you as a person covering your experience, knowledge and skillset.
Practice – in these days as you apply for higher roles it is anticipated you will encounter tasks as part of the interview process this could be in the form of the a task or presentation. Review your presentation and time yourself so you do not run over the time given.
Positivity – Have a positive mind set do not approach from a negative perspective. Sell yourself and your skills to undertake the role. Maximising opportunities to tell them what you can bring to the role. “I will” not “I could”.
So taking this into account Planning is key to a positive experience of the recruitment process.
“When you fail to plan, you plan to fail” (Franklin. B).
Initially identify a role that meets your set career pathway. You can identify roles within the sector you require by utilising search engines such as Indeed, FE Jobs and Total Jobs. Through my own research, I identified a role as External Funding Manager within Gower College Swansea. (Job description Appendix D). The Job description sets out criteria I need to meet through application process and also Interview stage or Work Related Examples. From this, it is important that on application, you meet the relevant criteria for the different aspects. Invariably the employer will mark the application against the specified criteria; therefore it is critical that you cover these either within your personal specification or within your qualifications and relevant work experience. This will create a better success rate in reaching the interview stage.
Again, it is important that if you need to prepare a Curriculum Vitae you are ensuring it is relevant to the job identified and is it professionally set out. Ensure it contains relevant information:
Contact details – who are you, does it have a professional email and correct contact details for them to contact you
Personal Profile – Make sure it outlines your own attributes and current skills
Education History – List relevant qualifications
Employment History – Ensure that it contains all relevant job specific information
Hobbies and Interests – this can show the employer an insight into your personality and you as a person
References – credible references are needed though this may be needed in application rather than on a CV.
Once you have successfully updated your CV. You may need to submit an accompanying letter, insuring that you contain key words from the job description as companies often use technology to sift through application and may use word recognition software. In my identified job, the application process is through a digital platform called Vacancy Filler (Vacancy Filler Recruitment Software, no date). Therefore I need to ensure that each section of the application contains the information relevant to the digital section outlined.
Once passed the application screening process and successfully selected for an interview, you should prepare. Research the organisation, what are their achievements, what is their vision and what are their values? Are they affiliated with other organisation? If so research these too. Ask yourself why do you want to work there? Preparing answers and relevant questions for the employer shows you have engaged in research and that you are knowledgeable on the organisation. This can also help formulate answers in preparation for interview questions.
Knowing your key selling points and your skills although it rare that you will match all points the job description will highlight. Identifying your own experiences can meet some of the work related examples required. 
Interviewers often use the STAR methodology when taking into account a candidate’s capability to fulfil the role.
	S
	Situation
	What? Where? When?

	T
	Task
	What were you required to achieve

	A
	Action
	What did you do?

	R
	Result
	What was the outcome?



In recent years, when applying for managerial roles some employers ask that you undertake a psychometric test. These derive from the “two Factor Theory” model by Spearman (1927).This measure an individual “g” factor and predicts the individual’s performance. “G” factor being the overall mental capacity to undertake a number of cognitive tasks.
I have been an Interviewee and interviewer along my career. As an interviewer, I feel helping put someone at ease from the offset of the interview gives them time to relax and is more likely to draw the best results and answers. As an interviewee, there is always an element of nerves but I feel being confident in responses and prepare where possible for every eventuality, for example if you have prepared a presentation, ensure you have handouts in case the software or technology fails. This gives you another avenue in which to still be able to deliver your presentation successfully.
In one interview, a requirement was accuracy and attention to detail. I was asked to complete a task in order for the interviewee to determine my ability to meet deadlines. I was happy with the task as it was based on completing a tender application. However, at interview they asked me to hand them the task. I pointed out that the brief referred to Annex A to which they had not included it in the task. In hindsight, this could have hindered my interview, as I was critical of their task however, in the instance they complimented and thanked me for bringing it to their attention so that they can rectify it for the next time it is used but it showed my attention to detail which was a job criteria.
Another interview was implemented to monitor projects within an educational setting, whilst under a company restructure I had already been given the post. Due to a number of people complaining I was asked by the principal to undertake an interview formally. The interview was held with the Assistant Principal and the External Funding Manager at that current time.  Though no other people were being interviewed and it was question based only, one question was how I would implement a performance review of projects. I used an example where I had set up quarterly reviews and with business cases being supplied by project managers on how they would rectify any underspend or under target performance. Following successfully being recruited to the post of project monitoring officer and implementing this procedure as a result over the next two quarters 75% less projects were underperforming.
I have built on my interview experiences over the years and even when successful I always ask for critical feedback. This has helped improve my performance in inter views and optimises my potential for scoring higher in my answers the next time.
[bookmark: _Toc88398397]Reflection on the Recruitment Process 

[image: ]
Gibbs (1988)

[bookmark: _Toc88398398]3.1 Description

Reflecting on the research undertaken, one factor that stands out is the necessity to prepare and plan. Putting a structure in place helps prepare you mentally and methodically. Using methodologies such as STAR and VARK establishes baseline information you can prepare for and identify needs from. These can become a platform to build from for both interview stage and also professional development. This report has aided myself in identifying way to improve my own personal development.
Having an understanding of the process help to approach Professional development not only for a career pathway but to improve skillset for your own benefit.

[bookmark: _Toc88398399]3.2 Feelings
Undertaking this report, I was hesitant as I did not know all aspects of the content and had not undertaken many annual reviews. Following the undertaking of this exercise, I feel I have grown in confidence and in knowledge. I feel I am equipped with additional competencies to undertake reviews as part of a managerial role.
I was reassured that my knowledge for undertaking the correct planning in relation to the application process in particular aligning CV’s and applications with the essential and desirable criteria of a job description.
[bookmark: _Toc88398400]3.3 Evaluation

I reviewed a number of theorist’s models during the course of this report. Each individual has an individual learning style. I utilised VARK to determine my colleague’s styles and mine. However, as part of the research I undertook, I researched KOLBs model of learning styles. I felt this was based more on a learning cycle one versus the other, rather than as with VARK determined the actual learning styles. The VARK model was the most suitable for me to determine the learning styles and build a Professional Development Plan for both parties.

[bookmark: _Toc88398401]3.4 Analysis
To contextualise and analyse the exercise, it has given qualitative information to undertake a successful recruitment and professional Development Plan. It has encompassed all areas that may be encountered throughout the recruitment process. Identifying ways to improve the quality of your presence in and interview, your ability to prepare effectively and to ensure a way of building competencies and skills within the areas you have identified as a career pathway.
[bookmark: _Toc88398402]3.5 Conclusion

To conclude, my knowledge has been enhanced together with a comprehensive understanding of my own developmental needs as well as that of other. It has emphasised the need to research employers and their organisations and align learning and development not within boundaries but in a wider context to build on aspirations of the individual and as a manager develop individuals to achieve their goals.
[bookmark: _Toc88398403]3.6 Action Plan

Moving forward there are a number of areas I would like to explore to build my skillset. Being intrigued by the research element of the exercise I would like to further my own opportunity to undertake the BA Hons in this course. It is something. I would like to embark on during the next 12 months. In order to achieve this I will need to successfully achieve the HE Cert in Skills for the Workplace.
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My VARK Results
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[bookmark: _Toc88398406]Appendix B
	 
LEARNING LOG 
  

	What happened? 

	What did I do? 
 As part of my learning and development, I undertook research to identify the best course to fulfil my goal of Leadership and Management training. Whilst doing this I also identified that the course could progress if successful in completing the HE Cert, would allow me to progress onto a BA Hons in the same qualification. For me this meant continuity in my learning. 
  
  
  

	How do I think/feel about this? 
  
 As I had not undertaken any formal qualifications in 18 years I was extremely nervous in embarking on the course. I was unsure whether I would understand the requirements of the course and my knowledge in undertaking theorist research was limited.
  
  

	How well or how badly did it go? 
  I felt incredibly nervous in undertake the initial interview but was reassured that it was the correct course to fit around my full time role. I would also gain the experience and expertise needed to progress in my chosen career pathway. As due to thee pandemic the course was initially being delivered in a virtual setting I felt more comfortable. As class sessions passed, I became more confident and reassured that I was working within the parameters required for completing the modules. I also realised that the tutors were also there to support and they were always ready to help with any questions I had. I am now completing my last assignment for the HE Cert and am hoping to enrol on the BA Hons if successful in achieving the qualification.
  
  
  

	My conclusions/reflections 

	What did I learn in general? 
  
  I have learned a great deal of transferable skills and also tools that can support my day to day operational duties. I have been able to embed some of the tools learned into my work life practice. I have found that I have the capability of undertaking research and with that learning different models that can influence my own leadership. 
  
  

	What have I achieved? 
  
  I have overcome a number of fears from thinking I was to old to undertake a long term qualification, feeling that I would not be able to complete the qualification due to home life balance and also the financial burden was alleviated with the support of student finance.
  
  

	What have I learned about myself? 
  I have realised that I have further qualities and abilities that align to being a smanager and that in some respects I have been undertaking and adopted some for a number of years within my roles.
  
  
  
  

	How does what I am learning lead me to becoming better at a skill? 
  
  The more that I implement the tools I am learning within the qualification the more competent I become and the more experience and knowledgeable I become in the way of leadership and management within workplaces.
  
  
  
  

	My plan to use what I have learned  

	What will I do now? 
  
  I will enrol on to the BS Hons and continue my learning journey to meet my long term goals and objectives.
  
  
  
  
  
  






[bookmark: _Toc88398407]Appendix C
Employees annual review:

Employees Information:
	Employees Name
	MH
	Review Period
	2021

	Employees Number 
	12354
	Date of Review
	8th February 2021

	Department
	External Funding Unit
	Position
	Project Administrator



	Ability to accomplish tasks

	MH Works efficiently in the main and undertakes a number of task under her own initiative. However, this does need reviewing as she works using a kinaesthetic approach and this therefore takes up other time. MH would benefit from a mentoring approach in the first instance in undertaking a task and having in house training to encourage independent working

	Goal Achievements

	MH Aspires to work toward a role whereby she undertakes coordination of projects and leads a project team. As MH invariably buckles under pressure identifying areas that can support such as mentors and a well being coach will enhance her ability to manage pressure 

	Suggested Areas of Improvement

	MH should further develop her skillset in order to achieve her goals Over the next 5 years we will implement a series of interventions and training to support her.
· Introduction to well being coach 
· Adopting coping mechanisms with stress
· Undertaking  team leading/supervision training


	Demonstration Of Core Values

	MH constantly has a professional approach, demonstrating her ability to understand the core values of the college. Projecting her professionalism to undertake this with in her day-to-day practice encourages others within the department to do the same. MH appears as a role model to others.

	Additional Comments

	MH has the potential to move forward within her professional career pathway internally. Undertaking some of the areas highlighted in this review, will encourage confidence and allow for ways in which to cope with the departmental pressures



	Reviewer
	Position

	Medi Williams
	External Funding Officer






[bookmark: _Toc88398408]Appendix D
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Job Description
	
Post:
	
External Funding Manager


	
Accountable to:
	
Head of Research and Funding 


	
Areas of 
Responsibility:

	
· Manage the External Funding team
· Monitor and report on external funding project activity
· Management of Project risks, including the development of contingency plans and sustainable post-Project exit strategies. 
· Manage the project’s  financial Management Information Systems  and records and to ensure essential information is recorded and disseminated to audit requirements




Job Focus
To take full operational responsibility for all external funded applications and their corresponding review and audit of all claims.


Develop robust systems and procedures to ensure project outputs are achieved.

Key Accountabilities

· Responsible for the overall management of the Colleges Externally Funded projects ensuring that the project delivers its key objectives, meets targets, and delivers within budget.  
· Oversee financial record keeping and returns from partners and monitor financial returns against partner budgets including annual audit visit to partners premises
· To be responsible for the aspects of budget monitoring, project performance management and compliance.

	

Providing Direction

	
· To provide leadership and direction to the External Funding Team.
· Provide direction in establishing partnership bids with other institutions in Wales and other parts of Europe.
· Ensure that the External Funding Department has the necessary systems, procedures and information for completing Monitoring returns and claims.
· Overseeing the activities of project partners and external delivery agencies.
· Co-ordinate the activities carried out by the project partners, 
· Ensure College procedures are followed in respect of purchasing, certifying, invoicing and payment
· Prepare financial output data for WEFO and other funding bodies
· Represent the College at relevant meetings, events and Task Groups as directed


	
Facilitating 
Change
	

· To lead on developing a culture of continuous improvement in external funding activity.
· Provide training, advice and support on financial procedures to relevant people within partner organisations
· Ensure that all recording, monitoring and data collection and storage meets with all relevant Funding body regulations.
· Ensure that all project activity and financial administration is eligible and meets all relevant funding body regulations


	
Working with People

	

· To establish joint partnerships bids with other institutions in Wales and other parts of Europe to meet the regional, national and international agenda.
· To communicate with staff regarding external funding opportunities.
· To manage and develop the team and to carry out effective reviews to enhance performance and address unsatisfactory performance.
· Engage staff and communicate in the most appropriate manner regarding external funding in a suitable way.
· To develop and maintain key inter-departmental working relationships with Finance, MIIS and HR
· Provide first line support for partners on financial matters  and to advise partners on eligibility of expenditure
· Prepare material for audit and work closely with auditors as and when required
· Ensuring good communication between the Project and all relevant external agencies.


	


Using
 Resources

	
· To maintain a computerised databank of project aims and objectives that can be used for tender submissions. 
· Develop appropriate resources needed to ensure compliance with externally funded contract activity.
· Prepare and submit reports, including project output reports, grant claims, etc.
· To provide monthly reports on activities and income to Head of Research and Funding 
· To manage the upkeep of accurate documents reporting the financial activity of the external funding activity. 
· Monitor and analyse expenditure against budget and provide reports for the Project Manager as required.


	Achieving Results
	
· Ensure that the External Funding Department has the necessary systems, procedures and information for completing Monitoring returns and claims.
· Ensure procedures relating to finance are adhered to by all partners and that relevant information is captured and recorded

· Liaising with MIS, Finance and other relevant departments to ensure systems are in place for tracking and recording beneficiary and financial information.
· To maintain and develop financial and quality audits systems for all external funding programmes
· To ensure the Project Manager/s comply with audit requirements. 
· To monitor progress of all externally funded projects.
· To prepare, review and audit all claims for external funds.
· To ensure that all financial claims are submitted within the appropriate timescales.


	
Self &
 Personal Skills
	

· Participating in an annual staff review and identifying support and development needs.

· Attending relevant staff development activities.

· Updating of professional skills and business experience.

· Updating professional, teaching and training qualifications where appropriate.

· Joining professional bodies where appropriate.

· Keeping informed of current educational and professional initiatives.




Please note the following:

1. This description is not intended to establish a total definition of the job, but an outline of the responsibilities you are expected to undertake.  From time to time you may be required to undertake any other duties commensurate with your level of responsibility.  

2. This is a description of the job as it is at present constituted.  It is the practice of the College periodically to examine employees’ job descriptions and to update them to ensure that they relate to the job as then being performed, or to incorporate whatever changes are being proposed.  You will, therefore, be expected to participate in any discussions relating to Job Description change.
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Person Specification – External Funding
Manager

In your application you are asked to address only those criteria labelled A. These will be used to shortlist applicants; they may also be explored at interview and in assessment centre activities, if appropriate.  Criteria labelled I will be explored at interview and in assessment centre activities.

	
Criteria
	Essential
	Desirable
	Method

	
Qualifications
	
· NVQ at Advanced/ Level 4 in Business Administration or equivalent.
· Level 3 (GCSE Grade A-C) or equivalent Maths and English qualification.
	
	
A

A


	
Knowledge
 &
 Experience:

	
· Experience of External Funding Programmes
· Experience of budget monitoring, project performance management and compliance of Externally Funded projects.
·    Experience of managing European projects.
· Experience of European bidding and claim requirements.
· Experience of audit requirements of European and other externally funded projects.
· Experience of project costing and financial management.
· To be knowledgeable of the requirements of all European funded programmes
	
 
	
A/I
A/I

A/I
A/I

A/I

    A/I

    A/I

	
Skills &
 Abilities:
	· Good working knowledge of the following: Word, Access, PowerPoint, Excel, Internet and email. 
· Excellent record keeping skills. 
· Excellent attention to detail. 
· Excellent interpersonal skills. 
· Ability to work under pressure. 
· Ability to prioritise workload to meet deadlines.
· Excellent organisational skills. 
	
	A/I


A/I
A/I
I
A/I
A/I
A/I

	
Personal
Attributes:

	· An ability to communicate clearly and confidently with a wide range of people. 
· Takes pride in ones work.
· Commitment to quality
· Self-motivating and able to work on own initiative.
· Must be able to work under pressure and keep to deadlines.
· Must be able to manage and motivate a team
	
	A/I

A/I
A/I
A/I

A/I

A/I

	
Special
Requirements:

	· Hold a Full Driving License
· To be IT literate-word processing, database, spreadsheet.
· To have use of own car at all times.
· Must be flexible to work unsociable hours when deadlines require 
.
	· Welsh Language Skills – Entry level (see detailed Language Level Descriptors attached).

	A
A/I

I
A/I



A – Application Form	
I – Interview 	
WRE – Work Related Exercise
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Medi Williams 
	 
 
Professional summary 
I am self-motivated, hardworking individual with a background in economic development. I have a successful record of accomplishment in supporting companies to start – up businesses. I have also been successful in creating a substantial amount of investment for Carmarthenshire through funding for various projects from capital investment through to community investment. I also give guidance and advice as a business advisor to companies on how to innovate and evolve to create further income generation.
I have fast experiences of developing eco systems and supply chains, creating business opportunities. I also demonstrate success in building long-lasting relationships.
I am fully conversant with various computer software such as Microsoft Office, Display Write, Sage and Customer Relationship Management Systems. I have affiliation to the Association of Proposal Management Professionals (APMP). I am a resourceful individual with a detail-oriented and conscientious approach.
 
 
 
Work history
Gower College Swansea
External Funding Manager
October 2018 - Present 
Supporting the Head of Funding and Research and responsible for the leadership and management of strategic projects and associated business change activities. I am responsible for overseeing the delivery of the projects through the full lifecycle, from idea to benefit realisation and the day to day management of the project teams, ensuring that objectives are clearly defined and achieved within the agreed time, cost and quality constraints. 
Coleg Sir Gar Project Coordinator - Innovation for Industry December 2013 - Sept 2018 
Under the Business Development Directorate I project managed a number of projects and oversaw a number of project managers to guide on meeting target, profiled expenditure and also advice on compliance. I worked closely with the Director of Business Development to advise employers on business improvement and developed business plans and proposals to create greater income generation. I also advised and worked with companies to look at Innovation and product development.

Carmarthenshire County Council
Community Regeneration Officer
February 2008 - December 2013

A Regional Officer overseeing the delivery of projects over three areas Llanelli, Carmarthen and Ammanford advising project officers how to support companies and individuals on business opportunities, funding options and developmental business opportunities. Independent business consultant for the authority to support ventures through economic development department.

Ysgol Gyfun y Strade LSA
September 2004 - December 2005
I worked with individual with additional learning needs. I also undertook a developmental class on life skills.

Unilever Supervisor Customer Service Export, Logistics, Freight and Customs May 1990 - August 1997

I oversaw the export of Unilevers products, liaised with HMRC and Customs for relevant licences. Managed the Customs Freight and Logistic teams in their day to day operations.  Also liaised and oversaw the Unilever element of two product warehouses.
 
Education 
Certificate of Higher Education, Leadership and Management Current
University of Wales Trinity St David - Carmarthen, CMN

Engage and Inspire Management Program – RWE Learning (Gower College Management Program)
Project Management – Empower Consultants
Advanced Project Management – Empower Consultants
Project Management -APMP
AAT Level 3
Level 2 Hospitality and Tourism

 Ysgol Gyfun Y Strade - Llanelli, CMN
O Levels
Art and Design
Welsh 
English
Mathematics
History

CSE
Geography 
General Science
 
	
	 
Contact 
Address: : 37 LLundain Fach, Felinfoel, Llanelli Address: : 29 Penallt Terrace, SA15 1HE, Llanelli, CMN 
Phone: 07379767796 : 07379767796
Email:  : Medi.Williams@yahoo.co.uk
 
 
Skills 
· Positive, productive professional client relationships 
· Delivered quality customer service.
· Time management
· Maintained all office files, both electronic and hard copies.
· Corresponded with clients via email, telephone or post.
· Exceptional communication
· Data analysis
· Conflict resolution
· Time management
· Influential negotiator
· Effective problem solver
· Dedicated team player
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