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[bookmark: _Toc500943471][bookmark: _Toc53925497]Section 1: Know how to identify development needs

1.1 [bookmark: _Toc500943472][bookmark: _Toc53925498]Identify learning styles for self and another 

For the student and his colleague to identify their best learning styles they were asked to complete a variety of learning style questionnaires and these included:
· Honey & Mumford 
· VARK 
· Marcia Conner –
After the student completed the Honey & Mumford questionnaire, the results identified that the student was found to be a Theorist (See appendix A). A Theorist is someone who finds out and understands the theory behind things to why they are set up to be the way they are. They need facts, models, and concepts for them to learn effectively. A theorist for example would be the type of person to read instructions before setting up a new laptop instead of just turning it on and learning whilst doing. The student does not agree with this because he feels to be more of a hands-on sort of person where he learns best when he jumps straight into something and learns by trial and error. For example: When the student had to set up a laptop before instead of him reading the instructions on how to set it up, he just opened it and got on with it. Therefore, the student feels he is more suited to being an Activist. 

Activists learn best by doing and getting their hands dirty, also enthusiastic about being thrown in the deep end. ‘Learning activities most suited to activists include teamwork, role-play and participating in competitions. Activists thrive when working with people and when there is drama and a new challenge at hand’. (Watson 2019). Whereas a theorist would need all the instructions and information before completing a task. 

Upon the student completing the VARK learning style questionnaire (see appendix A) they found that they were a strong Aural. 
The student agrees with the results as he likes to be told what to do rather than to be given written instructions, ‘Auditory learners learn best by taking in information from what they hear’ (VARK 2014).

The student also completed the Marcia Conner learning style questionnaire (see appendix a), and this identified his primary learning style as an auditory and his secondary learning style was a kinesthetic. The student agreed with the outcome as he learns best when he is being given verbal instructions on how to complete a task. Marcia Conner says is you’re an auditory learner: ‘Listen to the words you read. Try to develop an internal conversation between you and the text. Don’t be embarrassed to read aloud or talk through the information’. (Conner 1993-2014) The student also agreed with his secondary learning style as a Kinestetic learner as he often learns best by doing instead of watching or listening. 

After my colleague completed her Honey & Mumford questionnaire it identified that she was a Reflector and she agreed with her outcome. A reflector will stand back and observe someone doing the task before tackling it themselves, so for example if the student had to put a dining table together then they would need to observe someone doing first before they would attempt it themselves. The student found after doing research on a reflector as well that ‘’ They like paired discussions, self-analysis questionnaires, personality questionnaires, time out, observing activities, feedback from others. coaching, interviews etc’’. (Honey & Mumford 1982) Whereas an Activist would just open the flat pack and start putting it together and learn by trial and error.  They would also need to take a back seat in meetings and discussions to be able to absorb the information in and to make their own notes.  The students colleague also completed a Vark learning style questionnaire and found that they were a strong aural to which they agreed with due to them preferring to be given verbal instructions rather than to read instructions on how to tackle a task. 






[bookmark: _Toc456901517]
1.2 [bookmark: _Toc500943473][bookmark: _Toc53925499]Use a simple technique for identifying development needs for self & another:

	[bookmark: _Hlk511915604]
SWOT Student 


	
STRENGTHS

· I.T. Skills
· Time Management
· Critical Thinking
· Essay Writing
· Group Working/Good Team Player


	
WEAKNESSES

· Research & Library Skills
· Report Writing
· Self-Awareness
· Anxiety
· Self Confidence
· Time Management
· Reading Skills



	
OPPORTUNITIES

· Training
· Job Promotion
· Support Sessions
· Online Free Courses 
	
THREATS

· Failure to be compliant 
· Student Finance
· Dealing with Technical Issues at work & study
· Not being able to get my voice heard with doing online teaching


















‘’You are most likely to succeed in life if you use your talents to their fullest extent. Similarly, you will suffer fewer problems if you know what your weaknesses are, and if you manage these weaknesses so that they do not matter in the work you do.
So how you go about identifying these strengths and weaknesses, and analysing the opportunities and threats that flow from them? SWOT Analysis is a useful technique that helps you do this’’. (Pasteur, L,)
“A great SWOT analysis will allow you to get a comprehensive look at where you presently are. A clear path for future goals and improvement can be achieved”. (Longbrake 2019)


	
SWOT Colleague


	
STRENGTHS

· Teamwork
· Skills & Knowledge
· Positive Mindset
· Communication


	
WEAKNESSES

· Asking for Help
· Taking on too many tasks at once
· Confidence
· I.T. Skills
· Referencing




	
OPPORTUNITIES

· Training
· Learning
· Better paid job
· Improve job performance




	
THREATS

· Covid Guidelines
· Funding
· Staff Shortage
· Working long hours 










Conversion Strategy
SWOT analysis undertaken by student and his colleague to identify their strengths, weaknesses, opportunities, and threats. The conversion strategy is all about how and what the student can do to turn their:
· Strengths into Opportunities – By the student being recognised as a team player they can take Opportunity to take charge and be responsible for leading a team. 
· Threats into Opportunities – By the student identifying the lack of IT equipment and technical issues the student could gain the opportunity to work on the study site. 
· Weaknesses into Strengths – For the student to improve and develop their referencing skills the student can gain access to all available and appropriate resources, i.e. Study Skills, online library.

[bookmark: _Toc500943474][bookmark: _Toc53925500]1.3 Identify potential barriers to learning for self and another.

Student:
· Family
· Work
· Transport
· Anxiety

Students Colleague:
· Family
· Work
· Confidence
· Computer
[bookmark: _Toc500943475][bookmark: _Toc53925501]

1.4 Explain how these barriers to learning can be overcome.

Student:
	Barrier
	Overcome

	Child Care
	This barrier could be overcome by his support network offering to have the children for him to attend his study workshops and his home study. 


	Work Life Balance
	This barrier could be overcome by the student seeking agreement from his employer and adapting a flexible working pattern to accommodate, i.e. early shifts, early starts, and half days. 


	Transport 
	This barrier could be overcome by the student having the car the days that he needs to attend his study classes. Alternatively, the student can car share with another student for him to be able to attend his classes. 




Students Colleague:
	Barrier
	Overcome 

	Childcare
	This barrier can be overcome by his colleague having some specialist care and attention for them to be able to attend his study workshops and his home study. 


	Work 
	This barrier can be overcome by the student dropping their contracted hours and not working over to spend more time studying. 


	I.T. Skills 
	The students’ colleague can overcome this barrier by undertaking I.T. courses to improve and develop their IT Skills.




[bookmark: _Toc500943476][bookmark: _Toc53925502]Section 2: Know how to develop self & others to achieve organisational objectives

[bookmark: _Toc500943477][bookmark: _Toc53925503]2.1 Analyse learning/development options to meet needs of self & another.

After the student and his colleague conducted a SWOT analysis, and incorporated discussion around the Johari Window Model to highlight their perceptions of self and each other. 
For example: Suffering with Anxiety is a known area for student but unknown to others. 
[image: Johari-Window-Model]
(Luft and Ingham, 1955)


Student
· Time Management – For the student to develop in this area, tasks could be set in an online dairy with time alerts. This would provide a schedule and structure to assist in the prioritising of tasks being undertaken in a timely manner.

· Report Writing -  For the student to develop in this area, the student could attend regular study skill sessions to give him a better insight of how a report can be written this will then help the student to write better assignments and use this skill at work. The student can also take advantage of using the online materials via the student hub to learn on how to write better reports.

· Suffering with Anxiety is another area that the student feels that he needs to work on to be able to develop themselves and be able to do more tasks without feeling anxious, The student can take part in mindfulness sessions, also they can keep themselves motivated and carry out daily physical exercises. 

· Lack Self-Belief/Self Confidence is a big developing need, and the student can develop in this area by undertaking some self esteem coaching, listen to self-belief podcasts, positive self-affirmations, for example: The student telling himself I can do this, I am capable of doing this and I am good enough.

Students Colleague

· I.T. For the student’s colleague to develop in this area. They can take part in online eLearning to improve their IT skills.  They can also watch YouTube videos on how they can gain access to all the tools that are provided and know how to use them. By developing this need, it will enable them to use all its tools when completing assignments and be able to submit better assignments.

· Referencing is another area that the students colleague needs to develop in so they can write better assignments. They can do this by doing online research and watching videos via YouTube to gain a better understanding on how these can and should be used. 


2.2 [bookmark: _Toc500943478][bookmark: _Toc53925504][bookmark: _Toc456901523]Identify support mechanisms for the development of self & another

For the student and his colleague to develop in the areas above they need to be considering who can help them to develop rather than what. To support the student in his time management development need, this could be where he seeks for a flexible working pattern agreement with his manager to give him more time to complete his studies. The student and his colleague to speak to their family and friends to help with the childcare element of it so that they can be left alone at specific undisturbed slots. The student can seek support from his tutor when it comes to helping on how he can write better reports, and this could involve weekly meetings with her or with one of the study skills lecturers. The weekly study skill sessions could also be a great support mechanism for the colleague to help them with their IT and referencing skills.  This will enable both students to write better assignments. They can both also use their peers for support and to be able to share ideas and used each other’s ideas when needing to complete a task. To support the student’s anxiety, he could seek help from a councillor via student services or take part in mindfulness sessions to build his confidence and believe in himself. The students colleague identified one of their development needs to be IT skills so asking for help from friends or family can be a good support network to gain knowledge and take some top tips on how to use all its functions and tools. 

[bookmark: _Toc500943479][bookmark: _Toc53925505]2.3 Prepare development plans for yourself and another person

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 
The student and his colleague have used the SMART goal technique when preparing their development plans below. They have used their SWOT’s to identify the areas that they need to develop and have set themselves goals on how and when they are going to do this. By using the SMART technique, they have thought about the following:
SMART objectives 
Morgan, P (pg39)  
S  = Specific 
M  = Measurable 
A  = Achievable (Agreed) 
R  = Realistic (Relevant) 
T  = Time bound 
[image: ] 
(Morgan, 2017).

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

	
Pass the first assignment - Professional Career Development.

See Appendix E (Go Mad)

	
· Complete all relevant homework.
· Attend all the workshops and study sessions
· Complete all the assignments on time. 
	
· Tutor Support
· IT Equipment such as a Laptop and Microsoft word packages.
· Study Skill sessions

	
· Regular feedback from his tutor

	
Complete and Submit by the 29th November 2020.

	

Self-Confidence



	

· Believe in themselves and always have that can-do attitude 
· Always do my best
· Set effective goals and work to achieve them


	

· Tutor
· Councillor 
· Peers
· Friends & Family
	

· Receiving regular feedback from his tutor and counsellor 
	

Ongoing Process to be
Reviewed and complete by 28th February 2021.

	
Research & Library Skills


	
· Take part in online eLearning courses.
· Review eBooks also access the University library via the student hub. 

	
· Tutor
· Peers
· Study Skill sessions
	
· Being able to ask questions
· Gain regular feedback and reassurance

	
Review and complete by 1st April 2021 

	
Time Management





	
· Allow more time for themselves
· Agreement with their line manager on a flexible work pattern 
	
· Diary
· Work schedule
· Setting alarms of when tasks are due
	
· Receiving constant feedback from his tutor, friends, and family

	
Ongoing Review 






Students Colleague
	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

	
Referencing



	
· Carry out research on how to Harvard reference
· Review online articles and journals

	
· Study Skills Sessions
· Tutor
· Peers
· Watch online tutorials and videos
	
· Receiving feedback from tutor on whether the reference have been inserted correctly
	
Ongoing 
Review


	
I.T. Skills


	
· Do research and watch videos
· Complete online free IT courses to strengthen skills


	
· Friends
· Family
· IT department
· Study Skills 
	





	
Ongoing Review

	
Asking for help/Self Confidence




	
· Believe in themselves
· Always have a Can-Do Approach
· Think Positive 
· Avoid negativity

	
· Support from peers
· Support from tutor
	
· Having 1-2-1 meetings with the tutor on how they are progressing on the course 

	
Review and complete by 1st April 2021 




Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	
The students short term goal is to complete their CERTHE Skills for the Workplace Level 4 qualification by the 31st January 2021.

	Medium Term Goals (2-3 years)

	
The students medium term goal is to complete their BA Honours Leadership & Management degree by 31st January 2024.


	Long Term Goals (3-5 years)

	
The students long term goal is to use his degree on the basis that he graduates with being given a promotion or getting a manager’s position at a new organisation. The student has set himself a time on this to which is the 1st February 2025.




[bookmark: _Toc500943480][bookmark: _Toc53925506]2.4 Method used to monitor the development of self & another.

There are various ways on how the student and his colleague can monitor their development, this being filling out learning logs, making a training diary, or discussing their work with their tutor or peers.  The student and his colleague have found that completing learning logs after their workshop sessions have been helpful to identify what they have learnt and to identify their feelings on the topics that have been taught. Whereas in a work setting the methods used could be regular meetings with your training and line managers on your work performances, this may involve live coaching or observations. For example,  the student currently works as a finance consultant dealing with inbound and outbound calls from all customer types and all calls are recorded for training and monitoring purposes this meaning all his calls are listened to by his training and competency manager so every week he will have call reviews and when these are completed by his training manager she will fill out a review form on areas for development and what he can do different next time and what he is good at, so again this would be used as a good reflection tool in the workplace. 

[bookmark: _Toc500943481][bookmark: _Toc53925507]Section 3: Know how to prepare for the recruitment process 
[bookmark: _Toc53925508]Reflection on the recruitment process 

[image: A circular diagram showing the 6 stages of Gibbs' Reflective cycle]
Gibbs (1998)
The student has used the above reflection model in order to reflect on his experiences and how he has performed during the process of applying for a job, creating a cv and cover letter, also most importantly gone for the interview. 
 
[bookmark: _Toc53925509]3.1 Description

[bookmark: _Toc53925510]A strong cv was required detailing all the student’s skills and experience to be successful in obtaining an interview for a position as Collections Team Leader with a well know Finance Company. Research was undertaken to gain a good insight into the company’s values, culture, and expectations of their employees. Important factors were taken into consideration to enable a smooth successful application process; primarily Time Management - for research and preparation of cv, this included reorganising and reviewing personal and professional responsibilities and priorities, and attention to personal conduct and appearance. This resulted in an invite to interview with a subsequent offer of the position within 24 hours. 


3.2 Feelings

Whilst the student was sure this was the position he wanted; he was not so confident during the application process. He started to doubt in his ability and whether he had the necessary skills and he felt overwhelmed with the whole process. However, once he had applied focus and structure, he found the task less daunting. He still suffered from anxiety but leant on the support network around him prior to the interview. During the assessment he felt easier and more able to deal with the team tasks and his confidence grew. He felt the questions and answers session went well and felt comfortable with the subject matter. He was able to be proactive in asking questions. After a few hours he felt self-doubt returned, and he was anxious that he had not done enough. This quickly evaporated when he had news of a firm job offer.

[bookmark: _Toc53925511]3.3 Evaluation

Despite all the student’s initial concerns regarding the areas which he felt were not his strengths, i.e. time management, research skills, panic attacks and his anxieties. He was able to follow a structure and used his support networks to overcome the self-doubt and build his confidence. The student’s anxiety levels did heighten during the process of creating his CV and cover letter as he felt this part of the process was the most daunting. The student found by reviewing the online templates and examples this enabled him to complete his cv and cover letter. The student found the research part of the process to be hard work with having to absorb so much information about the company. Whereas the interview process went extremely well with the student being able to successfully complete all tasks at the assessment day correctly. The student also found the 1-2-1 interview went well with being able to answer all the questions confidently. After the student receiving a confirmed offer for the job, this was a complete shock to the student’s system, but at the same time this immediately increased his self-confidence and self-belief to which made all his doubts and worry disappear. 

[bookmark: _Toc53925512]3.4 Analysis

The student felt that the application process did not go to plan due to him not completing a cover letter or CV in years since leaving school so doing this all over again was daunting for him. The student managed to use the online resources that he had researched helpful to aid him with creating his CV and cover letter.  The student struggled when typing up his CV and cover letter as he found it difficult to type up theory on himself as he would of preferred to explain to someone verbally or show someone on how he could do something. The student found that the interview went well and to plan as he was mentally prepared and felt confident during the whole process. He also felt it went well due to the assessment day exercises were all physical and this is something he feels more comfortable in doing. The student found the team building exercise went well at the interview due to having already good team working skills from his current role and being used to delegating tasks to people this made him feel comfortable and knowledgeable in doing this task. He also found that the leading aspects to it was confidently completed with already having experience in leading a team to which helped when needing to take control of the project at times. The student did find it difficult when reading instructions on how to use the bridge once he managed to build it. He did find this part of the assessment day did not go so well as he did not understand the theory on how to use the bridge once it was built and had to rely on one of the recruitment advisors to show him. The student did find overall the process to be mixed results as most of it went well, but there were some aspects of it that he would change and do differently next time. 
[bookmark: _Toc53925513]3.5 Conclusion

The student found and learnt that even though he initially stressed and worried about something that he was unsure about, but by applying and focussing and acknowledging the areas that he were not so comfortable with he completed the application and interview process satisfactory. By doing this he achieved much more than he thought he would. By planning and organising his time he was able to meet the deadlines. The student found by using his existing support network he was able to change his mind set and by him using an external resource such as a friend that he had that already worked for the company, he was able to gain a insight into the priorities and demands of the company to which helped him answer the relevant questions at the interview. The student has said to himself that after the initial panic and the feeling of being overwhelmed with the information, for example: breaking down the research into bite sized chunks he was able to concentrate on ensuring he picked the relevant information. The student has learnt that next time when needing or doing this again he will make sure he makes notes as he reads through and have a plan in mind at the outset as to how he wishes to structure his learning.

[bookmark: _Toc53925514]3.6 Action Plan

The student has said that he would like to work on his anxiety and stress levels and would like to find a coping mechanism on how he can become more calmer when having to do an application in the future. This may involve the student needing to complete more application forms and carrying out interviews on a regular basis to improve his experience and mindset in doing these. The student has said that he would like to carry out some role play exercises next time to test him on his suitability for the role. He feels that this would prepare him more adequately next time around, but also it gives him the opportunity to demonstrate his ability to perform under pressure. This will also give him the opportunity to practise on how he could demonstrate on his competencies such as leadership, team working and communication skills. The student would also work on using better examples when answering some of the interview questions so then he is able to demonstrate how he is able to meet the skills required by the company.

Word Count = 4024

















[bookmark: _Toc53925515]
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Students Marcia Conner Learning Style Questionnaire 
[image: ]
[image: ]

Due to me not being able to edit the form as it was only readable online I have managed to highlight the relevant quote that best suits my answer.
	Visual
	Auditory
	Tactile/Kinesthetic 

	0
	9
	3



Primary Learning style – Auditory 
Secondary Learning Style – Kinesthetic




Students Honey & Mumford Questionnaire Results
	No.
	Statements
	Put Y or N

	1
	I have strong beliefs about what is right and wrong, good and bad.

	Y

	2
	I often ‘throw caution to the wind’.

	N

	3
	I tend to solve problems using a step-by-step approach, avoiding any ‘flights of fancy’.

	Y

	4
	I believe that formal procedures and policies cramp people’s style.

	N

	5
	I have a reputation for having a no-nonsense, ‘call a spade a spade’ style.

	Y

	6
	I often find that actions based on ‘gut feeling’ are as sound as those based on careful thought and analysis.
	Y

	7
	I like to do the sort of work where I have time to ‘leave no stone unturned’.

	Y

	8
	I regularly question people about their basic assumptions.

	Y

	9
	What matters most is whether something works in practice.

	Y

	10
	I actively seek out new experiences.

	N

	11
	When I hear about a new idea or approach I immediately start working out how to apply it in practice.
	Y

	12
	I am keen on self-discipline such as watching my diet, taking  regular exercise, sticking to a fixed routine etc.
	N

	13
	I take pride in doing a thorough job.

	Y

	14
	I get on best with logical, analytical people and less well with spontaneous, ‘irrational’ people.
	Y

	15
	I take care over the interpretation of data available to me and avoid jumping to conclusions.
	N

	16
	I like to reach a decision carefully after weighing up many alternatives.

	Y

	17
	I’m attracted to novel, unusual ideas than to practical ones.

	N

	18
	I don’t like ‘loose-ends’ and prefer to fit things into a coherent pattern.

	Y

	19
	I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done.
	Y

	20
	I like to relate my actions to a general principle.

	Y

	21
	In discussions, I like to get straight to the point.

	Y

	22
	I tend to have distant, rather formal relationships with people at work.

	Y

	23
	I thrive on the challenge of tackling something new and different.

	N

	24
	I enjoy fun-loving spontaneous people.

	N

	25
	I pay meticulous attention to detail before coming to a conclusion.

	N

	26
	I find it difficult to come up with wild, ‘off-the-top-of-the-head’ ideas.

	N

	27
	I don’t believe in wasting time by ‘beating about the bush’.

	Y

	28
	I am careful not to jump to conclusions too quickly.

	N

	29
	 I prefer to have as many sources of information as possible, the more data to mull over the better.
	N

	30
	Flippant people who don’t take things seriously enough usually irritate me.

	Y

	31
	I listen to other people’s point of view before putting my own forward.

	N

	32
	I tend to be open about how I’m feeling.

	Y

	33
	In discussions, I enjoy watching the manoeuverings of the other participants.

	Y

	34
		I prefer to respond to events on a spontaneous, flexible basis rather than plan things out in advance.
	N

	35
	I tend to be attracted to techniques such as network analysis, flow charts, branching programmes, contingency planning etc.
	N

	36
	It worries me if I have to rush out a piece of work to meet a tight deadline.

	Y

	37
	I tend to judge people’s ideas on their practical merits.

	Y

	38
	Quiet, thoughtful people tend to make me feel uneasy.

	N

	39
	I often get irritated by people who want to rush headlong into things.

	Y

	40
	It is more important to enjoy the present moment than to think about the past or the future.
	Y

	41
	I think that decisions based on a thorough analysis of all information are sounder than those based on intuition.
	Y

	42
	I tend to be a perfectionist.

	Y

	43
	In discussions, I usually pitch in with lots of ‘off the top of the head’ ideas.

	Y

	44
	In meetings, I put forward practical realistic ideas.

	Y

	45
	More often than not, rules are there to be broken.

	N

	46
	I prefer to stand back from a situation and consider all the perspectives.

	N

	47
	I can often see inconsistencies and weaknesses in other people’s arguments.

	Y

	48
	On balance, I talk more than I listen.

	Y

	49
	I can often see better, more practical ways to get things done.

	Y

	50
	I think written reports should be short, punchy and to the point.

	Y

	51
	I believe that rational, logical thinking should win the day.

	Y

	52
	I tend to discuss specific things with people rather than engaging in ‘small talk’.

	Y

	53
	I like people who have both feet firmly on the ground.

	Y

	54
	In discussions, I get impatient with irrelevancies and ‘red herrings’.

	N

	55
		If I have a report to write I tend to produce lots of drafts before settling on the final version.
	N

	56
	I am keen to try things out to see if they work in practice.

	Y

	57
	I am keen to reach answers via a logical approach.

	Y

	58
	I enjoy being the one that talks a lot.

	Y

	59
	In discussions, I often find I am the realist, keeping people to the point and avoiding ‘cloud nine’ speculations.
	N

	60
	I like to ponder many alternatives before making up my mind.

	Y

	61
	In discussions with people I often find I am the most dispassionate and objective.

	Y

	62
	In discussions I’m more likely to adopt a ‘low profile’ than to take the lead and do most of the talking.
	N

	63
	I like to be able to relate current actions to a longer-term bigger picture.

	Y

	64
	When things go wrong I am happy to shrug it off and ‘put it down to experience’.

	N

	65
	I tend to reject wild, ‘off-the-top-of-the-head’ ideas as being impractical.

	Y

	66
	It’s best to ‘look before you leap’.

	N

	67
	On balance, I do the listening rather than the talking.

	N

	68
	I tend to be tough on people who find it difficult to adopt a logical approach.

	Y

	69
	Most times I believe the end justifies the means.

	Y

	70
	I don’t mind hurting people’s feelings so long as the job gets done.

	Y

	71
	I find the formality of having specific objectives and plans stifling.

	Y

	72
	I’m usually the ‘life and soul’ of the party.

	Y

	73
	I do whatever is expected to get the job done.

	Y

	74
	I quickly get bored with methodical, detailed work.

	Y

	75
	I am keen on exploring the basic assumptions, principles and theories underpinning things and events.
	Y

	76
	I’m always interested to find out what other people think.

	Y

	77
	I like meetings to be run methodically, sticking to the agenda etc.

	Y

	78
	I steer clear of subjective or ambiguous topics.

	Y

	79
	I enjoy the drama and excitement of a crisis situation.

	Y

	80
	People often find me insensitive to their feelings.

	N




	2
	7 Y
	1 Y
	5 Y

	4
	13 Y
	3 Y
	9 Y

	6 Y
	15
	8 Y
	11 Y

	10
	16 Y
	12
	19 Y

	17
	25
	14 Y
	21 Y

	23
	28
	18 Y
	27 Y

	24
	29
	20 Y
	35 

	32 Y
	31
	22 Y
	37 Y

	34
	33 Y
	26
	44 Y

	38
	36 Y
	30 Y
	49 Y

	40 Y
	39 Y
	42 Y
	50 Y

	43 Y
	41 Y
	47 Y
	53 Y

	45
	46
	51 Y
	54 

	48 Y
	52 Y
	57 Y
	56 Y

	58 Y
	55 
	61 Y
	59 

	64
	60 Y
	63 Y
	65 Y

	71 Y
	62 
	68 Y
	69 Y

	72 Y
	66
	75 Y
	70 Y

	74 Y
	67
	77 Y
	73 Y

	79 Y
	76 Y
	78 Y
	80

	Total Y 10
	Total Y 10
	Total Y 18
	Total Y 10

	ACTIVIST
	REFLECTOR
	THEORIST
	PRAGMATIST






Students Colleague Honey & Mumford Questionnaire
	No.
	Statements
	Put Y or N

	1
	I have strong beliefs about what is right and wrong, good and bad.

	N

	2
	I often ‘throw caution to the wind’.

	N

	3
	I tend to solve problems using a step-by-step approach, avoiding any ‘flights of fancy’.

	Y

	4
	I believe that formal procedures and policies cramp people’s style.

	N

	5
	I have a reputation for having a no-nonsense, ‘call a spade a spade’ style.

	N

	6
	I often find that actions based on ‘gut feeling’ are as sound as those based on careful thought and analysis.
	N

	7
	I like to do the sort of work where I have time to ‘leave no stone unturned’.

	Y

	8
	I regularly question people about their basic assumptions.

	Y

	9
	What matters most is whether something works in practice.

	Y

	10
	I actively seek out new experiences.

	Y

	11
	When I hear about a new idea or approach I immediately start working out how to apply it in practice.
	Y

	12
	I am keen on self-discipline such as watching my diet, taking  regular exercise, sticking to a fixed routine etc.
	Y

	13
	I take pride in doing a thorough job.

	Y

	14
	I get on best with logical, analytical people and less well with spontaneous, ‘irrational’ people.
	N

	15
	I take care over the interpretation of data available to me and avoid jumping to conclusions.
	Y

	16
	I like to reach a decision carefully after weighing up many alternatives.

	Y

	17
	I’m attracted to novel, unusual ideas than to practical ones.

	N

	18
	I don’t like ‘loose-ends’ and prefer to fit things into a coherent pattern.

	N

	19
	I accept and stick to laid down procedures and policies so long as I regard them as an efficient way of getting the job done.
	Y

	20
	I like to relate my actions to a general principle.

	N

	21
	In discussions, I like to get straight to the point.

	Y

	22
	I tend to have distant, rather formal relationships with people at work.

	N

	23
	I thrive on the challenge of tackling something new and different.

	Y

	24
	I enjoy fun-loving spontaneous people.

	Y

	25
	I pay meticulous attention to detail before coming to a conclusion.

	N

	26
	I find it difficult to come up with wild, ‘off-the-top-of-the-head’ ideas.

	Y

	27
	I don’t believe in wasting time by ‘beating about the bush’.

	Y

	28
	I am careful not to jump to conclusions too quickly.

	Y

	29
	 I prefer to have as many sources of information as possible, the more data to mull over the better.
	N

	30
	Flippant people who don’t take things seriously enough usually irritate me.

	N

	31
	I listen to other people’s point of view before putting my own forward.

	Y

	32
	I tend to be open about how I’m feeling.

	Y

	33
	In discussions, I enjoy watching the manoeuverings of the other participants.

	Y

	34
		I prefer to respond to events on a spontaneous, flexible basis rather than plan things out in advance.
	Y

	35
	I tend to be attracted to techniques such as network analysis, flow charts, branching programmes, contingency planning etc.
	N

	36
	It worries me if I have to rush out a piece of work to meet a tight deadline.

	Y

	37
	I tend to judge people’s ideas on their practical merits.

	N

	38
	Quiet, thoughtful people tend to make me feel uneasy.

	N

	39
	I often get irritated by people who want to rush headlong into things.

	N

	40
	It is more important to enjoy the present moment than to think about the past or the future.
	Y

	41
	I think that decisions based on a thorough analysis of all information are sounder than those based on intuition.
	Y

	42
	I tend to be a perfectionist.

	Y

	43
	In discussions, I usually pitch in with lots of ‘off the top of the head’ ideas.

	Y

	44
	In meetings, I put forward practical realistic ideas.

	Y

	45
	More often than not, rules are there to be broken.

	N

	46
	I prefer to stand back from a situation and consider all the perspectives.

	N

	47
	I can often see inconsistencies and weaknesses in other people’s arguments.

	Y

	48
	On balance, I talk more than I listen.

	N

	49
	I can often see better, more practical ways to get things done.

	Y

	50
	I think written reports should be short, punchy and to the point.

	Y

	51
	I believe that rational, logical thinking should win the day.

	Y

	52
	I tend to discuss specific things with people rather than engaging in ‘small talk’.

	Y

	53
	I like people who have both feet firmly on the ground.

	N

	54
	In discussions, I get impatient with irrelevancies and ‘red herrings’.

	N

	55
		If I have a report to write I tend to produce lots of drafts before settling on the final version.
	N

	56
	I am keen to try things out to see if they work in practice.

	Y

	57
	I am keen to reach answers via a logical approach.

	Y

	58
	I enjoy being the one that talks a lot.

	N

	59
	In discussions, I often find I am the realist, keeping people to the point and avoiding ‘cloud nine’ speculations.
	Y

	60
	I like to ponder many alternatives before making up my mind.

	N

	61
	In discussions with people I often find I am the most dispassionate and objective.

	N

	62
	In discussions I’m more likely to adopt a ‘low profile’ than to take the lead and do most of the talking.
	Y

	63
	I like to be able to relate current actions to a longer-term bigger picture.

	Y

	64
	When things go wrong I am happy to shrug it off and ‘put it down to experience’.

	N

	65
	I tend to reject wild, ‘off-the-top-of-the-head’ ideas as being impractical.

	N

	66
	It’s best to ‘look before you leap’.

	Y

	67
	On balance, I do the listening rather than the talking.

	Y

	68
	I tend to be tough on people who find it difficult to adopt a logical approach.

	N

	69
	Most times I believe the end justifies the means.

	Y

	70
	I don’t mind hurting people’s feelings so long as the job gets done.

	N

	71
	I find the formality of having specific objectives and plans stifling.

	Y

	72
	I’m usually the ‘life and soul’ of the party.

	N

	73
	I do whatever is expected to get the job done.

	Y

	74
	I quickly get bored with methodical, detailed work.

	N

	75
	I am keen on exploring the basic assumptions, principles and theories underpinning things and events.
	N

	76
	I’m always interested to find out what other people think.

	N

	77
	I like meetings to be run methodically, sticking to the agenda etc.

	Y

	78
	I steer clear of subjective or ambiguous topics.

	Y

	79
	I enjoy the drama and excitement of a crisis situation.

	N

	80
	People often find me insensitive to their feelings.

	N






	2
	7 Y
	1
	5

	4
	13 Y
	3 Y
	9 Y

	6
	15 Y
	8 Y
	11 Y

	10 Y
	16 Y
	12 Y
	19 Y

	17
	25
	14
	21 Y

	23 Y
	28 Y
	18
	27 Y

	24 Y
	29
	20
	35

	32
	31 Y
	22
	37

	34 Y
	33 Y
	26 Y
	44 Y

	38
	36 Y
	30
	49 Y

	40 Y
	39
	42 Y
	50 Y

	43 Y
	41 Y
	47 Y
	53

	45
	46
	51 Y
	54

	48
	52 Y
	57 Y
	56 Y

	58
	55
	61
	59 Y

	64
	60
	63 Y
	65

	71 Y
	62 Y
	68
	69 Y

	72
	66 Y
	75
	70

	74
	67 Y
	77 Y  
	73 Y

	79
	76
	78 Y
	80

	Total Y 7
	Total Y 13
	Total Y 11
	Total Y 12

	ACTIVIST
	REFLECTOR
	THEORIST
	PRAGMATIST
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The student’s colleague was only able to send me these as her results to the VARK learning style questionnaires
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Appendix C



Mark Evans
11 Clos Y Ffowndri
Pencoed
Bridgend
CF35 6UJ
Mobile: 07903741520
Email: evans_mark@outlook.com



Personal Statement

I am currently working for Autobahn Finance as a Finance Consultant.   I have experience around all areas of Customer Service, Sales and in Administration tasks from dealing with customers by over the phone and face to face. I am an excellent people’s person with having experience working with many different customer types. I am honest person with being trustworthy with others and my team. I have good time keeping skills with being very reliable and flexible towards working patterns to ensure business needs are met.  I have strong interpersonal and presentation skills.  I am confident when needing to make decisions, by working with my team or on my own initiative.  I am extremely adaptable with my work and my team, with always willing to help others and go the extra mile for my business and colleagues.  I always deliver a professional approach to my ways of working, with having that Can Do attitude against all tasks I tackle. I am computer literate with being advanced using all the MS software’s.   I am a good team player, but at the same time I can work on my own initiative.  I currently hold a clean Full UK Driving licence.

Education

September 2011 – June 2012 Cardiff & Vale College, Cardiff,


1. OCR Level 3 Diploma in Business & Administration
1. NVQ Level 2 in Customer Service

Employment & Work Experience

Autobahn Finance - 1st October 2018 – Present

Role: Finance Consultant


Key Tasks:

· To provide an excellent service to new and existing Customers
· Providing excellent service to our Dealers partners
· Qualify customer’s requirements and suitability for credit; propose to appropriate lenders and see each deal through to completion whilst following the company’s compliance process.
· To have a full understanding of all Asset Finance business processes and procedures 
· To follow sales and process scripts provided
· Regular contact and relationship management with supporting dealers
· To communicate effectively with lenders.
· Explain to customers the different types of products that are available


Action Direct UK Limited - 16th September 2013 – 30th September 2018

Role: Sales Advisor/Senior Claims Specialist/Quality Control Officer

Key Tasks:

1. Take inbound and outbound calls from clients
1. Dealing with Banks and Finance Companies
1. Assessing clients to see whether they eligible to make a PPI claim
1. Provide high levels of customer service
1. Deal with incoming and outgoing emails with customers


20th August 2012 – 13th September 2013 – Thomas Cook Retail Ltd

Role: Travel Sales Consultant/Apprenticeship

1. NVQ Level 2 In Travel Services

KEY TASKS

1. Book and organise travel services for customers
1. Contribute to achieving store profits and targets 
1. Research of competitor activity
1. Ensure appropriate sales messages are displayed.
1. Be an effective team member and work part as a team
1. Offer encouragement and assistance to team members


References Available Upon Request
[bookmark: _Toc53925519]Appendix D
MotoNovo Finance
One Central Square
Cardiff
CF10 1FS

Mark Evans
11 Clos Y Ffowndri
Pencoed
Bridgend
CF35 6UJ

Re: Collections Team Leader

I am writing to express my interest in applying for the Collections Team Leader position at your Head Quarters in Cardiff and becoming a MotoNovian Leader. 

I am currently studying at the University of South Wales Trinity Saint David and working towards my BA Honours Degree in Leadership and Management. Whilst undertaking my degree, I am also working full time as a Senior Finance Consultant for a well-known finance establishment based in Bridgend selling car finance products to private and business individuals. 
  
Whilst undertaking my Degree, my confidence and abilities have enhanced my personal and professional development. It has also enabled me to enhance my team working skills by giving me more confidence to work with others and to be able to coach and lead a team. I feel it has also given me the ability to motivate and drive a team to do well and achieve targets with creating strategies on how the company can grow and maximise all its sales opportunities. I feel my line manager has given me great support in enabling me to do more hands-on duties to aid with my development. These have included: reviewing each member of staff sales conversions, monitoring and coaching individuals on the phone, ensuring they are adhering to their sales scripts, also most recently dealing with complex problems, and finding a solution for these. 

In my previous employment I was working as a Sales Executive where I was making outbound calls to customers about seeing whether they wish to make a PPI claim and assessing to see whether they were eligible to make a claim. This role gave me a lot of my administration experience and customer service skills whereas my current job has given me the leadership, team building and sales skills.

I was recently nominated and awarded with Employee of the Month, this was for going above and beyond in my current job. 
I would really like to be considered for this post as I am extremely passionate about becoming part of such a leading successful finance establishment. I am ready for a new challenge and becoming one of your Mototnovian leaders.
Yours sincerely

Mark Evans
[bookmark: _Toc53925520]Appendix E
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I want to learn to do something new on a computer. | would:

start using it and learn by trial and error. It was great to hear more about
[ follow the diagrams in a book. VARK and you have encouraged
O read the written instructions that came with the program. me to experiment with other ideas
talk with people who know about the program. inmy classes.
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YYour Results
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[ use a map and see where the places are.
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What Is Your Learning Style?

By Marcia L. Conner

Learning style refers to the ways you prefer to approach new information. Each of us learns and processes information in our
own special style, although we share some learning patterns, preferences, and approaches. Knowing your own style also can
help you to realize that other people may approach the same situation in a different way from your own.

Take a few minutes to complete the following questionnaire to assess your preferred learning style. Begin by reading the
words in the left-hand column. Of the three responses to the right, circle the one that best characterizes you, answering as
honestly as possible with the description that applies to you right now. Count the number of circled items and wite your total
atthe bottom of each column. The questions you prefer provide insight into how you leam.

1. When I try to I grow distracted by clutter, and | w I become distracted by
concentrate.. | notice things around me other commotion, and | tend to retreat

people don'tnotice. inside myself.

2.When | visualize... | Isee vivid, detailed picturesin | Ithinkin voices and sounds. | | see images in my thoughts that
my thoughs. involve movement.

3.When Italk with | 1 find tcifficult o lsten for very
others... long.

| communicate with my hands or
feel compelled to move around as
Italk.

4. When | contact | prefer face-to-face meetings or - I prefer to interact while walking

people... video conferencing. for or participating in some activty.

5.Whenlseean | !forget names but remember I | | remember what we did together,
acquaintance... | faces, and | tend to replay where and | may almost feel our fime

‘we met originally. we have discussed. together.
6. When | relax... I prefer to watch TV, viewa llisten to I play sports, make crafts, or build
movie, or visit an exhibit. something with my hands.
7. When | read Ilike descriptive examples and | EI | prefer action-oriented stories,
fiction... may pause to imagine the scene. the characters | yet | do ot often read for
talk. pleasure.

P 20:45 E

08/11/2020





image11.png
@ Marcia Conner Learning Style Q. X

O @ OfFie

e

W Highlight

— + ® = A) Read aloud Y Draw Vv
8.When Ispell.. | Ienvision the word inmy mind or 1 getafeel for the word by wriing it
imagine what the word ook like outor pretending fo type .
when witen.
9. When I do 1 seek out demonstratons, | want verbal and writen
something new... | pictures, or diagrams. instructions, or o talk it over

with someone else.

© Marcia Conner, 1993-2019. All rights reserved.
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10. When | assemble | | look at the picture or a video

Iread the instructions, or | talk

an object... frst and then, maybe, read the | aloud as | work.
instructions.
11. When | interpret | | examine facial expressions. Irely on listening totone of | I focus on body language.

someone’s
mood...

12.When | teach I'show them. Itell them, write it out, or | ask | | demonstrate how itis done and
other people... them a seres of uestons. | then ask them o .
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The Collections department is ultimately responsible for the minimisation of bad debt

and the support and guidance of our customers in financial difficulty. The team leader

will support this aim by guiding the day to day operations of the collections team.

What would your day look like?

* Leading the collections team on a daily basis to achieve results

ensuring that a culture of Treating Customers Fairly is embedded within the

Collections department and is compliant with the FCA regulations

effective and that all administrative tasks are completed

Coaching and developing your team

the operation of the department

Enhancing the Company’s reputation by delivering exceptional service and

Delegating and overseeing work undertaken ensuring the collections activity is

Working as part of a team - supporting, motivating and assisting colleagues in

Deputising for the Collections Operations Manager during periods of absence
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What do we expect of you?

Leadership experience

Working experience in a Collections environment

Excellent planning and organisational skills

Good problem solving skills

To be able to adapt and cope in fast paced high pressured environment

People management and people development skills

To be enthusiastic and result driven

To be confident in making decisions

* Experience working in a FCA regulated environment is desirable

still Curious?

MotoNovo Finance forms an integral part of Aldermore Group, having been brought
together with Aldermore Bank, under the First Rand umbrella. Whilst our parent

company operates internationally from their HQ in South Africa, we are a UK-based
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financial services specialist that supports our customers across a range of products and
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still Curious?

MotoNovo Finance forms an integral part of Aldermore Group, having been brought
together with Aldermore Bank, under the First Rand umbrella. Whilst our parent
company operates internationally from their HQ in South Africa, we are a UK-based
financial services specialist that supports our customers across a range of products and

services.

Underpinned by our strategic blueprint, “backing people to fulfil life’s hopes and
dreams”, we thrive upon saying “yes” to our customers. Thousands of customers choose

MotoNovo Finance every week to buy their next car, van or motorbike.

This is where you come in. We are on a journey. A journey defined by a destination; to

deliver on our purpose over the course of the next 3 to 5 years.

Join us today and we will make the same promises to you as an employee, as we do to
each of our customers. We value your differences; welcoming applications from all
sections of society. We continue to build an inclusive, empathetic and creative

environment; where your views and contributions will inspire new ways of thinking.

#backingyoutobringyourbest
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MotoNovo Finance is an equal opportunities employer.
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We do not accept speculative agency CVs. Any CV received by MotoNovo Finance will be

treated as a gift and not eligible for an agency fee. PSL agencies should only send CVs if

authorised to do so by Recruitment.

Where a DBS check or CIFAS check is identified as necessary, all application forms, job

adverts and recruitment briefs will contain a statement that an application for a DBS

certificate or a CIFAS check will be submitted in the event of the individual being offered

the position.

APPLY NOW

Other jobs in Collections

Email to a friend
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