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The world is a very competitive place, which is constantly changing. We are all responsible for our own personal development need to adapt to succeed. 

Employers always look to hire the best candidates, so personal development is essential for getting a job. Constantly improving your skills, knowledge, and behaviours will allow an individual to develop in their chosen career.

In the following section we will be looking at how to identify development needs.

[bookmark: _Toc57826643]How to identify development needs

The first step to learning is self-development. We can achieve this by finding out what our strengths and weaknesses are through self-assessment.

We then reflect on our personal experiences. We need be honest with ourselves to identify weaknesses and improve on them. By having a clear perception of our personality, attitude, and behaviours we can find the best way to develop. 

Self-awareness allows you to better understand yourself, other people and how they see you. It allows you the ability to make changes and to build on areas of strengths as well as identifying areas of improvement.

It is important to be self-aware and to recognise how you learn best and what will help you develop. Honey and Mumford (1986), Vark (Fleming 1987) and Dantec are three studies that have been implemented by employers so that they get the best our of their employees. The employees can also use it, so that they can discover their preferred learning style.

After completing all three questionnaire’s I was classed as a kinaesthetic multimodal and a reflector. 
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Auditory is described as an individual who enjoys talking and listening to others they like to try new things and may hum sing, whisper or talk out loudly they are also easily distracted and would have difficulty with written instruction.

I strongly agree that this accurately describes me. I am a talkative person with a bubbly, outgoing personality shown in my day-to-day life.
I am always ready to try new things but I do get easily distracted and find it hard to concentrate on topics that I am not interested in.
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As you can see, I also scored a 9 on kinaesthetic. This would mean I enjoy physical activities I like to try new things I do not enjoy reading and I am often poor at spelling I like to use my hands whilst talking.

Much like the auditory result, I strongly agree. I thoroughly enjoy hands on activities and find I learn better when I am doing physical tasks. I have always been poor at reading and spelling and prefer to express my thoughts and feelings verbally and I like to communicate using my hands I feel as though I get my point across and get results this way. This method I’ve always felt comfortable in using.
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I scored a 5 on Read/Write which I do agree with as I don’t learn this way very often. I would only use this style of learning when receiving letters or emails. I realise I could take time out and try to read more and concentrate to improve my spelling and open up more personal development skills.
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I scored a 1 on Visual again I would agree with this as I struggle with images, diagrams and  visual aids. I find my memory is not very strong at holding information learned by sight.
Again, I feel I would benefit from observing rather than acting or talking, also learning how to memorise visually by practising in my own time.

In conclusion I feel that the VARK results accurately describe my personal leaning style.

My colleague also took the test and found out they were more of a visual learner. You can see that my colleague and I learn very differently. I struggle to use images and diagrams, whereas she can easily use visual aids to help her learn. This suggests that the VARK model does accurately depict how somebody learns. It allows you to develop your understanding of yourself and how you best learn.
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Reflector

· Think deeply about what they are learning
· They like things that are tried and tested
· Tend to be reserved

The second results are from Honey and Mumford (1986) on this questionnaire
I was classified as a reflector scoring 14 points in this category. A reflector is described as a person who thinks deeply about what they are learning; they like things to be tried and tested and tend to be a reserved.   

I strongly disagree with this result, as I do not think deeply about what I am learning. I tend to jump straight in and try my best. I am very outspoken, and I do not need things to be tried and tested before I have a go at them. I am assertive and very hands on. I enjoy new experiences and adapt well to change. I am generally not a deep thinker.


Activist

· They like to deal with new problems
· Enjoy new experiences
· Like to be kept busy
· Love challenges

I feel my learning style best fits the activist category. Activists like to deal with new problems, enjoy new experiences and like lots of activities to keep them busy. When taking the Honey and Mumford test, I scored 13 for the activist category. This is very close to my Reflector score, implying that I do withhold many traits that an activist may have. 

I show typical activist behaviours was at work. An example is, when the new track and trace scheme was implemented, I volunteered to go onto the phone lines before anyone had tested them and with very little training or knowledge on what I was expected to do. I wanted to do this as our companies’ house lines were closed and I wanted to keep busy and love a new challenge. 

Another way in which I showed activist characteristics, rather than a reflector, is whilst training in my current job we were asked in an icebreaker to get up and give some true or false statements to be cross examined. The group was very nervous and reserved as it was our first week of work but I was very keen and volunteered to go first even though nothing had been tried or tested by any of my colleague’s prior to me. 
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I somewhat agree with the pragmatist result. I feel it is a bit high as I only really identify with being hands on. I am not a logical thinker and I find it challenging to apply what I learn to practical situations.
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My lowest score was a theorist which I would agree with as I do not enjoy reading new material and I would not think about something before applying it. I generally jump straight into things and rarely take time out to take in new information.

Overall, I agree with the activist and pragmatist but not with the reflector or theorist part.

My colleague also took the Honey and Mumford (1982) test. They were a reflector. This means that she is a reserved person who likes to keep themselves to themselves. In social environments we were aware that we differed, however it is interesting to find that we also learn very differently. Whilst I prefer learning via new experiences, my colleague enjoys learning visually and when deep in thought.
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I also took the questionnaire on Dantec 

I was classed as strong kinaesthetic. I agree with this result as I did in my vark results for the reasons fully explained there. In short, I really enjoy talking on the phone and I use my hands a lot when I speak. I am very expressive and love physical activity and feel this learning method describes me best. Having looked at all these learning styles I feel as a manager you need to be aware that everybody learns differently. I could not expect somebody who is a visual learner to learn via written resources. I should ensure that I adapt each area of learning to my employees so that they can all have equal opportunities at achieving their full potential. 
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Barriers can restrict you from reaching your full potential. If you do not find ways to overcome your barriers you will be stuck at a point in life and not achieve your personal goals. 

An external barrier that I have recognised is my religion. Me and my family have been attending church on Sundays for the past 2 years, which means that I cannot have plans on Sundays. This results in me being very tired, after working 3 days of the week. To overcome this, I could possibly go to church every other Sunday which would give me time to focus on myself and learn new skills.

Another internal barrier that could hinder my development is the constant pressure I am put under by my family. My mother is in a care home and it is a constant worry for me. I feel I could not move away from Cardiff, to possibly better myself, for instance, if I wanted to own a business. 

Due to my mother being in a care home, I am the mother figure of my family. They come to me with their problems and issues and expect me to resolve them. To overcome this, I could speak about their problems with other members of my family and involve them so that they can then help my family members and reach a resolution for them, rather than myself. 

Although internal barriers are key to note, it is also important to acknowledge your external barriers. I identified childcare as a barrier for myself. My children are the most important people to me. I feel, however, they do restrict me from reaching my full potential. 

Childcare is too much money for me to pay for and therefore means that I must take time and look after my children. This means that I do not have time to focus on myself and grow as a person. My time is restricted. I would not be able to start a University degree without childcare, which is one thing I would really like to do. My colleague, however, does not have children and so her time is not limited. She has recognised her freedom as a strength. She is able to, learn new skills at home alongside working, which is an opportunity that I do not have due to having children. One way in which I can overcome this is by asking family members to help me or by waiting until my children are at an age where they are able to look after themselves before I look to grow and develop my skills.

Another barrier to my learning and growth, is that there is a lack of progression in my workplace. I am an ambitious person and find it hard working somewhere that does not allow me to grow or have goals. To conquer this, I could look for another job and try and find an occupation that will enable me to develop and thrive. 

In terms of my colleague, travel was an external barrier since they cannot drive. This would limit their job opportunities as they would be restricted to where they could find work. They could overcome this by learning to drive or utilising public transport.

Another external barrier is finances. Being in a poor financial position stops my colleague from achieving their full potential. To overcome this, they could apply for support from the government or getting a loan from a bank or family members for financial support.

I also looked at internal barriers for my colleague, one thing that she struggles with is motivation. She finds it hard to get up and go and she finds it that it is big challenge that holds her back from achieving her full potential. To overcome this, she could try participating in regular exercise or make sure she has had adequate sleep (7-9 Hours).

My colleague has not done any further education after school this would mean she has a lack of knowledge, which is a barrier for her as she is limited to a certain type of job and cannot apply for specific roles which may need a degree. To improve on this, she could apply for further education or a university degree which would allow her to become more employable.
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A different way to be self-aware is by using the SWOT analysis. SWOT allows you to acknowledge your strengths and weaknesses and how you can grow and develop yourself. It also highlights what opportunities you have in your life, as well as how these could be threatened. We will now look further into how to improve and develop new skills this way. 

As you can see from the tables shown above, one of the strengths I have identified is how empathetic I am. I can sympathise and understand people’s circumstances. I work with many people and have to use this skill in my workplace. I need to be empathetic towards my customers who have different circumstances. For instance, financial, personal or bereavement issues. My colleague also completed their SWOT analysis and identified empathy as a weakness. This is because they do not have to use empathy every day in their job and it doesn’t come naturally to them, so it is not as vital for them to have acquired this skill. 

Another strength I have identified is communication. I able to utilize my excellent communicative skills in my workplace and social life. I am able to change my demeanour depending on whom I am conversing with. For example, when in work I need to remain professional and friendly so that the customer is satisfied with my service. If they are elderly I need to remain patient and ensure that their queries are answered. My colleague also said that their communicative skills were exemplary. We both work on phones and need to have excellent communication skills to ensure that we can convey what we mean to the customer correctly.

In terms of my weaknesses, I acknowledged that I can become restless and bored when focusing on topics I am not interested in. This results in a lack of concentration. When in the workplace I need to make sure that I am constantly focused, whether I am interested or not. Sometimes I find this difficult and have to stop myself from zoning out as I need to be focused on each call to ensure that the customer receives the best service they can. To overcome this, I need to make sure that I try and take my time with each customer and be as interested as I can be. 

Another weakness I recognized is my self-belief. I always get exceptional performance feedback in my 1-2-1 with my manager. However, I often think that I have performed poorly and ask for reassurance from my coach. I want them to confirm the information I am relaying to the customer is correct, even though it is always is. This has a detrimental effect on my confidence. To overcome this, I could take mindfulness classes that will give me techniques to use to instil self-belief within myself. My colleague identified one of her strengths as confidence. This is completely different to mine. She has a great outlook on life and can give herself positive feedback. She does not rely on others for help as much as I do. I feel this could be because she does not suffer with anxiety or stress and has little to deal with at home. She can focus on herself, rather than needing to provide for her family, as I have to. 

When it comes to opportunities, I would like to improve my skill set and learning abilities in order to progress to a managerial position. I feel ready to commit now as my children are growing up and I have more time to concentre on my own personal goals and achievements. I would also be keen on opening my own business and learning about new ideas and different skills needed to become the best that I can be. My colleague has said that their work situation is a threat to them. They do not have room for progression in their job and this worries them as they are an ambitious person. 

There are still apparent threats in my life that could stop me becoming successful and reaching my goals. This would include me having no qualifications to date which would have an impact on me applying for a new position, especially as a manager. 

Also, I am currently only working part time because of childcare commitments so again this could hinder my need for further development and put an added strain on wanting to open my own business and becoming my own boss. Additionally, my colleague outlined childcare as a threat. We both feel that the lack of help with our child has a strain on our lives and could hinder our development.

To overcome my threats, I could apply for further education in order to gain qualifications that will allow me to achieve my goals in becoming a manger in the workplace. I could also ask for help either with after school clubs, child minders or family/friends to allow me to have more availability to be successful in the possibility of opening my own business.   
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Another useful self-reflection tool is the Johari window. It is important to be honest with yourself and this involves gaining others opinion of you.

Of the four windows you can identify the Open and Hidden windows but you need to ask others to help with the blind spot window.

This will help you identify things you could improve on that may not be aware of.
[image: ]
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In my PDP I have outlined various behaviours that I feel I could improve on. These are listening, technological skills and self-belief; all of which affect my daily life and could hinder my progress as a University student. 
 
Listening is a skill I have always found difficult to acquire. As discussed in previous points, I learn through communicating and find it hard to listen. To overcome this, I decided I needed to be more active in conversations and show a physical presence. To do this I suggested maintaining eye contact with whomever I am communicating with. As a result, I want to be able to take in information, for example in lectures, and not interrupt. 

When I interrupt, I find I am unable to retain the information previously discussed as I am so focused on the point I have put forward. After review, I feel that I have most definitely achieved my goal. I am much more of an active listener and allow people to take time in explaining themselves. 
 
Another skill I recognised as a weakness was my technological skills. Technology is up and coming today and it is integral that we understand the basics. I find technology extremely hard to work and am very put off by situations where I must use technological devices. To overcome this, I suggested booking appointments with the Student Support Team who will be able to give me more information on the applications used on my University course, as well as giving me a deeper insight into what the various applications do. 

Additionally, I also suggested I attended online sessions, or watched online tutorials. In hindsight, this was a very good idea. I can visually see on my screen how I can access things and am guided through each process. This was extremely helpful for me. I feel without creating the PDP I would not have thought to use online tutorials and would not have obtained this basic information that I can now use in all aspects of my life. As a result, I can correctly complete the tasks set by my lecturer, as well as not feeling anxious or stressed before using electronic devices. 
 
Overall, my PDP was very successful. It allowed me to overcome my weaknesses and improve on areas that were in desperate need of development. 

My biggest achievement was being able to access Microsoft applications without supervision. The PDP has enabled me to set out tasks which are out of my comfort zone to reach an achievable goal. In the future I can use this plan to look back in times of need. When I may feel that my listening skills have declined, I can look at my PDP and revisit the tasks I set myself to ensure that I retain and maintain my listening skills. 
 
My colleague also created a PDP. She recognised areas in which he could improve on. These were her adaptability, empathy, and procrastination. Like me, she suggested tasks that she can readily implement into his daily life that would allow her to develop these skills/behaviours. Her results were also very similar to mine. We both feel that the PDP was successful and allowed us to develop skills we had avoided improving. 

My PDP table is shown below along with my colleagues table:
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CONCRETE EXPERIENCE 
One interview I had begun by applying online and filling out an application form. The next step, the company contacting me to arrange a telephone interview. I then had a telephone interview in which I had a role play scenario I had to pretend that I was speaking to a customer. I noted some information, personal details and bank details in a professional manner and making sure the information was relayed back and taken down correctly with no errors. 
After successfully passing this stage I was invited for a face to face interview with the company where I had two interviewers. I was then asked a series of competency-based questions and had a written test to check my spelling and grammar. After this process I was told I would be contacted by phone to let me know if I had been successful or not.
 
REFLECTIVE OBSERVATION
On reflection I believe my interview went well. I felt relaxed during the initial stage when I had the telephone interview as I was at home at the time within familiar surroundings. 
I felt prepared as I knew I was going to have a telephone interview and as my previous job was in a contact centre. My communication skills were of a high level. I was confident in my abilities to succeed in this interview. However, on the second stage of my interview, I felt very uneasy and nervous. I arrived at a very formal reception office and I had dressed accordingly. I felt extremely anxious whilst sat in the waiting room and was having heart palpitations. This was because I was out of my comfort zone. 
When I was called in I was firstly asked to sit and listen in to one of the customer advisors within the company which made me relax more and she was very friendly and made me feel at ease. After around 15 minutes I was called into a room with two interviewers. I immediately felt comfortable in their presence as they were very friendly and welcoming. I actively joined in the discussion and did not feel at a loss for words when being asked questions. I felt I built a good rapport with the interviewers.
I found some of the competency questions difficult and in hindsight felt that I could have researched more about the company that I was interested in joining overall though I felt the interview went quite well.

ABSTRACT CONCEPTUALISATION
After going through this interview, I feel it went well. This is a good recruitment process. It was good to have the telephone interview first as it was in my home. It was good to have the option to sit in and listen to someone to view the job and see what it entailed before asking and being asked questions on the role.
ACTIVE EXPERIMENTATION
The only thing I would really change is researching the company more before the interview as I feel the extra knowledge would give me more confidence.  
Moving forward I feel I could learn a lot from this interview. I was a bit thrown off with some of the competency questions and felt I didn’t read about the company as much as I should of. I could have also practised for some quick-fire questions in advance.
As a manager I feel I would do the telephone interview to make sure the individual is able to communicate effectively and also allow the potential employee to listen in to staff to gain more knowledge on my business. 
I also would keep the interview process although I would change maybe just having one interviewer as it can be quite daunting with two for the employee. I would prefer my potential staff to feel relaxed and able to express themselves without the added pressure of two respondents. 

[bookmark: _Toc57826657]Conclusion
In conclusion, it is clear how vital self awareness is in relation to professional career development. Knowing your preferred learning style, barriers and strengths and weaknesses can allow you to widen your skill set and improve professionally and personally.
The personal development plan is a good method of knowing how to develop and tasking yourself with activities that will allow you to improve areas you struggle with. Alluding to this, it is key to have a plan before applying for any jobs and researching your interviews before partaking in them. My interview experience has been good so far, so in the future I can use this experience to get the job I desire.
To conclude, you need to continue developing and improving to reach your full potential and achieve personal development. 
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| AM CURRENTLY STUDYING AT UNIVERSITY DOING A DEGREE IN WORKPLACE MANAGMENT

“Ofher relevant Educational or Training Courses, with dates
DIPLOMA IN SPRAY TANNING
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5. RELEVANT SKILLS, ABILITIES, KNOWLEDGE, EXPERIENCE AND YOUR REASONS
FOR APPLYING FOR THIS JOB

| HAVE EXCELLENT COMMUNICATION AND ADMINATRATIVE SKILLS, | AM VERY ORGANISED AND CAN
WORK WELL TO DEADLINES

1AM ABLE TO WORK EFFECTIVELY INDIVIDUALLY AND AS PART OF A TEAM
VE UPDATED DATABASE SYSTEMS TO ENSURE THE INFORMATION IS CORRECT AND CURRENT

| GAN EFFECTIVELY LIASE WITH DIFFERENT DEPARTMENTS AND COORDINATE ON A DAY TO DAY BASIS
1GAN PLAN AND PRIORITISE AND MONITER MY OWN WORKLOAD

1GAN WORK ON MY OWN INITITIVE

1AM FULLY COMPLIANT AND TRAINED N ALL ASPECTS OF DATA PROTECTION

| HAVE EXCELLENT WRITTEN AND VERBAL SKILLS

| AM HARDWORKING AND HIGHLY MOTIVATED

1AM A KEEN LEARNER AND | AM ALWAYS OPEN TO CHANGE

| HAVE ORGANISED AND SENT LETTERS OUT TO CLIENTS AND ARRANGED FOR SENSITIVE
INFORMATION TO BE POSTED ENSURING ALL THE ADDRESS DETAILS ARE CORRECT
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6. OTHER INFORMATION

‘What activities outside work interest you? (State any positions held you consider relevant.)
1ENJOY SPENDING TIME WITH MY FAMILY AND KEEPING FIT
Do you hold a current drving Icence? | I Yes LI No | Do you owna car? Rves ONo
Disability Discrimination Act 1995
Do you consider yourself o be disabled under the Disablly Disiminalion Act? | [ Yes B No
7Yes, are there any adjustments thal you (ink we could make o overcome @ Ove &N
disabilty in reetion Io th essental requiremenis of this job?
If Yes, please provide further details:
Fselecied for inerview, do you requir any assistanceladaptations 1o help you
attend? Oves B No
7Yes, whal assisiance/adapialons 6o you requie?
7. REFERENCES
Referee 1 Referee 2
Title (Mr, Mrs etc): | MRS Title (Mr, Mrs etc): | MR
Full Name: NATALIE Full Name: JORN
Job Tite: MANAGER Job Tite: MANAGER
Organisation AAINSURANCE SERVICES _| Organisation 'COMPANIES HOUSE
‘Address ‘Address
ST PATRICKS HOUSE COMPANIES HOUSE
17 PENARTHROAD CROWN WAY
CARDIFE CF1057A | CARDIFE cF1aauz
TelNo 07910209234 TelNo 03031284500
€ mail acdress: € mail acdress:
Fex No: Fex No:
Please stale we may oblai s WYes | Please siste i we may oblain this Rves
reference prior o interview. CiNo | reference prior to nteriew. CiNo
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4. PREVIOUS EMPLOYMENT

Name and Addess of Dates Reason for
e Positon held | e Final gradelsalary
‘AAINSURANCE
SERVICES 1 WAS MADE
PENARTH ROAD INSURANGE REDUNDANT
CARDIFF. consuLTAnT | 0903 | A0T12 | FroyTis | 14000

ROLE

Description of duties:
ANSWERING INBOUND

CALLS FOR CAR AND HOME I

INSURANCE INCLUDING ADMIN DUTIES
PREPARING DOCUMENTS PHOTOCOPYING SCANNING AND MEETING DAILY TARGETS

<Name of Employer>
<Address 1>
<Address 2>
<Address 3>
<Post Code>

Description of dutes:

<Name of Employer>
<Address 1>
<Address 2>
<Address 3>
<Post Code>

Description of dutes:

<Name of Employer>
<Address 1>
<Address 2>
<Address 3>
<Post Code>

Description of dutes:

<Name of Employer>
<Address 1>
<Address 2>
<Address 3>
<Post Code>

Description of dutes:
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8. DECLARATION

| deciare that the information given in this application form is rue and complete. | understand thal f | have
given any misleading information on this form or made any omissions, this wil be sufficient grounds for
terminating my empioyment.

Signature:

Date:

2311112020

Name:

NICOLA DACOSTA

with recrutment.

“The information provided by you on this form as an applicant will be stored either on paper records or a
‘computer system in accordance with the Data Protection Act 1998 and will be processed solelyin connection
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13 Gerry Galvin Court
Cardiff
CF24 1PP

Dear Sirs,

T am writing to apply for the position of CMHT Administrator as advertised on your
NHS website.

1 feel as though I would be an excellent fit for this position as I have excellent
‘communication and organisation skills.

My previous employment in customer service and administrative work helped me to
develop strong interpersonal skills and to readily deal with multiple demands such as
hitting targets and deadlines in a timely manner.

Talso have comprehensive administrative skills as T have worked in this sctting for
many years I work well on my own as well as part of a team and I believe I would be
a great asset to your company. I look forward to hearing from you.

Kind Regards,
Nicola Dacosta
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1 have had over tenyears of experience workingin an offce emiranment within sales
and the customer sevice sector. 1 m a highly motiated, enthusastc indvidual who
enjoys working on my own ntative and vithin a team. 1 m a bubbly poitive person,
used to working under pressure, accomplshing targets,ghing a worlddass senice.
Puttng customers st

1 have also had experience within the sdministraton sector learing to work with cata n
a time managed way ensuring | meet targets and time critcaldeadiins st for me. can|
plan and prioitize my own workload very effectivly.

Woakewerence
‘CUSTOMER ADVISOR AT COMPANIES HOUSE
8N 2018- At present
‘ Dealing with a high volume of cal regarcing imited companies accounts and
ling reguiremens.
‘ Taking an processing card payments and admiistative duties
« Laising with diffeent departments to get accurate iformation for my
customers
o Teamworking
« Excelent communication skils

"HOMEMAKER
‘OCTOBER 2013 DECEMBER 2018
1 was a stay home murm raising my arly.

SIENNA SPRAY TAN CONSULTANT
FEBUARY 2012.0CTOBER 2013
. SelfEmployed Going from clent t cliet on a mobil bass.
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Mating sureal clients are comfortable and satsied
Keepaldient’ personaldetal confidential and dealing with accourts.
Havin full insurance and  ull ciplor i sray tanning

Offeing sunless taning experience.

SALES CONSULTANT AT A INSURANCE SERVICES
SEPTEMBER 2003 JANUARY 2012

‘Answering inbound calls fo ca and home nsurance, Taking nbound cals for A
breakdown cover meeting dail argets n 3 compettive environment.

ESAJFCA complant with reguiar check.
Processing bank transactons using card detals and administration duties
hing advice o all levls with excellent customer service skils

Great use of communication

REASON FOR LEAVING: | was made redundant rom this positon

[T —
SECONDARY HIGH SCHOOL CATIAVS HIGHSCHOOL
Engishiec

watrse
Scencec

CERTIFICATION
nsttute o Seauty iploma insoay taing

INTERESTS Cooing, traveling, socizng,family ime
References saiable anrequest.
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PRIFYSGOL CYMRU ———
S Y Drindod Dewi Sant
UNIVERSITY OF WALES

Trinity Saint David
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Your VARK Results

Your scores were:

e Visual 1
e Aural 8
o Read/Write 5
e Kinesthetic 9

Your learning preference:
Multimodal (AK)




