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Executive Summary

The purpose of the first part of this report is to identify what the researcher has learnt through different learning style methods.  The findings contain learning style methods that the researcher has used to recognise the researchers own preferred learning styles.  It draws attention to the development areas and looks at potential ways of addressing these areas using different strategies.  It discusses the importance of developing these areas as it can help to achieve the researchers desire of becoming an events manager.  An events management role consists of many different skills some that have been mentioned throughout this report.  Developing these skills would give the researcher more opportunities to fulfil the role successfully. 

In the second part the researcher is discussing the recruitment process for an events management role.  Recruitment is a way of selecting a suitable candidate for a particular job.  The researcher has demonstrated a clear process of recruitment and a brief explanation of what each element is and how it would be applied is also explained.   
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Terms of Reference

This management report was requested by lecturer Melanie Squire on the …. February 2018.  The purpose of the report is to identify the researchers learning experiences and to address the development areas.  It also briefly explains what recruitment is and its process.  This report will be submitted on 28 March 2018.























Procedure

The procedure adopted to produce this report was using websites. 






















Introduction

Part 1

The employment industry is a very competitive world where change is always constant.  A person’s development is their own responsibility and employers only look for the best when hiring.  This makes it essential to standout and have that wow factor.  Constantly improving skills, knowledge, attitude and behaviour can serve one well, leading to a financial stability in life.  Therefore, professional career development can be an important contribution to one’s success in employment.   

There are a number of skills and knowledge that need to be achieved to work effectively in a work place and to be employment ready.  Employers not only want graduates but also require employability skills to go along with their academic skills.  Some common skills that most employers want are communication skills, team working skills, problem-solving skills, time management, planning and organising skills and presentation skills.  Graduates have also shown preference to be trained to make them more employable and are asking more for work placements, work experience and internships to develop these skills.  Once developed, these skills can make a strong foundation for a successful career path for an individual making them employment ready for different job sectors.  (Docherty, D. 2014)

Part 2

Recruitment is a process for finding and hiring the best candidate for a particular job role.  It is about analysing the requirements of the job and screening the applicants who are attracted to the job with careful selection methods.  

There are many ways employers like to recruit, however a more general process is commonly used across the board.  This includes a job description to advertise and attract resumes, a person specification to narrow the applicants, an application form including a cover letter and CV looking for the qualities, skills and experience of the individual and finally a plan of how to assess the applicants using interviews and various assessment activities to show off any potential.



Findings

Part 1

Throughout this module I have learnt different methods for identifying my development areas and to recognise my learning preferences.  The different learning styles have given me the opportunity to analyse what skills I have successful achieved that I can identify and where my areas of development are which I can try to achieve with the help of the different learning styles.

One of the first ways of recognising your learning preferences and development areas is your self awareness. It gives you the chance to really know yourself, your preferences, needs and desires. It will give you a clear perception of your personality, attitude and behaviour which include your strengths, weaknesses, thoughts, beliefs, motivations and emotions.  Self-awareness will allow you to better your understanding of yourself, other people & how they perceive you.

A skills audit is essentially a process for measuring and recording the skills of an individual or group. The main purpose for conducting a skills audit is to identify the skills and knowledge that is required, as well as the skills and knowledge that currently exist.
The tables below demonstrate a skills audit which I have applied to myself.  The ability rating states my area of achievement or development.
Knowledge and skills which I consider to be important for my course ‘skills for the workplace’		Commitment/attendance	Desire to learn/understand	Open to feedback from all members I come into contact with	Reading skills	Writing skills	Presenting skills	Communication skills	Time management skills		My ability rating (1-5)				5	5	5		4	4	3	5	4	
Knowledge and skills which I consider to be important for my future career as an events manager		Excellent organisation skills	The ability to carry out a number of tasks at the same time	Good communication and people skills	A creative approach to problem-solving	A high level of attention to detail	The ability to work under pressure and meet tight deadlines	Good negotiation, sales and marketing skills	My ability rating (1-5)				4	3		5	3	3	3		3



Another learning style questionnaire is the Myers Briggs personality profiling test.  This test looks at my overall personality and how it has helped me understand my preferred way of learning.  The results indicate which category suits me better.  (Team Technology, 2018)

Extraversion and Introversion – This is concerned with the direction of your energy.  If you prefer to direct your energy to deal with people, things or situations, then your preference is for Extraversion.  If you prefer to direct your energy to deal with ideas, information, explanations or beliefs, then your preference is for Introversion. 

Sensing and Intuition – This is the type of information/things that you process.  If you prefer to deal with facts, what you know, or to describe what you see, then your preference is for Sensing.  If you prefer to deal with ideas, look into the unknown, or to anticipate what is not obvious, then your preference is for Intuition. 

Thinking and Feeling – This reflects on your style of decision-making.  If you prefer to decide on the basis of objective logic, using an analytic and detached approach, then your preference is for Thinking.  If you prefer to decide using values on the basis of what or who you believe is important then your preference is for Feeling.

Judgment and Perception – This describes the type of lifestyle you adopt.  If you prefer your life to be planned and well-structured then your preference is for Judging.  If you prefer to go with the flow, to maintain flexibility and respond to things as they arise, then your preference is for Perception.

My results indicated that I am an extrovert and have the preference for judging.
	A	B		A	B		A	B		A	B
1	X		2	X		3	x		4	X	
5	X		6		X	7	X		8	X	
9	X		10	X		11	X		12	X	
13	X		14		X	15	X		16	X	
17	X		18		X	19		X	20	X	
total	5	0		2	3		4	1		5	0
	extrovert	Introvert		Sensing	intuitive		thinking	Feeling		judging	Perceptive













Below I have also applied a Swot analysis for myself to help identify my areas of strengths, weaknesses, opportunities and threats.  A SWOT analysis is for analysing your strengths and weaknesses as well as your opportunities and threats that you face.  It helps you to focus on your strengths, minimize your weaknesses, and take the greatest possible advantage of opportunities available to you. (Mind Tools, 2018)
Strengths 	Good communications skills	Friendly and polite 	Positive thinker 	Open to opinions from others 	Active listener		Weaknesses	Presentation skills	Lack of self confidence	Nerves taking control	Reluctant with approach	
Opportunities		Further develop verbal and written communication skills using research/course		Practise presenting in front of groups gain support from resources, lecturers, friends & family		Threats		Dedicating sufficient time 		Making realistic plans to fit around other commitments		Finding opportunities for presentations	










Here I have prepared a go mad table.  The go mad method allows me to improve my thinking to help improve my results I want to achieve.  
Reasons why 	To develop my self-confidence in front of others and to achieve my dream job in events management
Define goal	To gain the ability to work well with others and in groups 	To present in front of large numbers of groups
Plans and priorities	With careful planning to manage my priorities to allocate practise time for presentations and find group tasks that I can take part in with friends and family members 
Involve others 	My family always support me but I would also look to gain professional help by attending some extra classes and by also getting feedback from others like my lecturers
Personal responsibility	Maintain practise and to stick to a plan making sure family commitments are also met specially with dependants
Self-belief	Allocating sufficient time and continuous practise will help achieve further development of my set goal 
Take action measure results and personal responsibilities	Practise and take part in group activities twice a week 	Ask for feedback after every practise to measure improvement take positive and negative feedback forward to the next practise session 	If successful then I would share my achievements with friends and family


Barriers and Support
One of the barriers that I have come across whilst learning this module has been time management.  Having dependent children and family commitments it has been quite a struggle to allocate sufficient time aside for research and study.  A strategy I have been using is to dedicate a couple of hours every evening to stay on top of it.  I plan to establish a further development plan to efficiently manage my time by identifying possible free period areas I may have throughout the day in which I can spare some more hours to my studies.
 
Another barrier has been my lack of enjoyment in reading.  Unfortunately, it is a task that I do not enjoy, however it is essential for my studies to develop and erase this barrier to increase my knowledge and understanding.  I have prepared a personal development plan on how to tackle this barrier using an effective method that I hope will work for me.

To support me in my learning I have used various study skills which I have developed from previous experiences.  These include basic skills like reading for my research, writing notes in preparation for my assignments, finding spellings of difficult words, listening to instructions form my lecturers, observing during my classes and putting my time and effort in to study and research to prepare for my assignment.

The Honey and Mumford questionnaire is designed to understand your preferred learning style as well as identifying learning styles that you may have picked up from some experiences which you may be unaware of.  This method helped me pinpoint those learning styles that I may have adapted putting me in a better position to select learning style experiences that suit me.
There are four categories under the Honey and Mumford learning style.
Activists 
This learning style is for those who like to do things.  The learning activities involved in this can be brainstorming, problem solving, group discussions and other similar activities.
Theorists 
These learners like to comprehend the hypothesis behind the activities.  They require models, ideas and truths with a specific end goal for their learning procedure.  Their choice of learning includes using models, statistics, background information and stories before they theoretically apply the concept.
Pragmatists
These individuals have the ability to put the learning into practise.  They like experimenting new ideas, speculations and methods to check if their work is their mode of action.  They learn better with taking time to think about how to apply learning in reality. This can be done through case studies, problem solving and discussions.
Reflectors
These individuals like to watch and contemplate what is happening.  They refrain from jumping in and watch from the side-lines.  To give a suitable conclusion they stay back and analyse the various alternatives before giving their input.  They enjoy using self-analysis questionnaires, personality questionnaires, observing activities and feedback from others.  (Rumson, R. 2015)
The results below show my learning style is as a reflector. 
2	7	1	5
4	13	3	9
6	15	8	11
10	16	12	19
17	25	14	21
23	28	18	27
24	29	20	35
32	31	22	37
34	33	26	44
38	36	30	49
40	39	42	50
43	41	47	53
45	46	51	54
48	52	57	56
58	55	61	59
64	60	63	65
71	62	68	69
72	66	75	70
74	67	77	73
79	76	78	80
			

TOTALS	        5	                       12	                       10	                              9
Activist 	Reflector 	Theorist 	Pragmatist

The Vark questionnaire is designed to identify your preferences on the way you like to work.
It consists of 4 elements:
Visual 
People with a visual preference style of learning like to learn using visual elements like graphs, diagrams, maps, charts and visual plans.
Aural 
People with the strong aural preference style of learning are those who enjoy learning through discussions, stories, chats and maybe guest speakers.
Read/write
The read/write learners may like using lists as well as notes and texts in all types of formats.
Kinaesthetic
These are the learners with a more practical approach they like using practical exercises and trial and error as the preferred learning style.  (Vark, 2018)

This table below shows my preferred learning style using the vark method indicates that I prefer an aural and kinaesthetic approach for my learning.
question	a category	b category	c category	d category
				
1	V	A	R	K
2	R	V	A	K
3	A	R	V	K
4	K	V	R	
5	K	V	R	A
6	A	R	K	V
7	V	R	A	K
8	A	V	K	
9	K	R	A	
10	V	A	R	K
11	K	A	R	V
12	A	R	V	
13	R 	V	K 	A 


1
5
4
5


Total number of V’s	
Total number of A’s
Total number of R’s
Total number of K’s

Throughout my journey of learning this module I have had support from my family and guidance from my lecturers giving me the opportunity to understand my goals and to look at possible development areas using different learning styles.  This can help broaden my chances to achieve my dream job prospects of becoming an events manager.  

A personal development plan is to assist employees in their career and for personal development.  The purpose is to help reach career goals and to improve job performance.
Here I have created a personal development plan applied to myself to achieve my one of my goals of improving my enjoyment in reading.
Skill/behaviour	Action needed	Resources needed	Dates for action 	Date for review	Goal 	SMART	Met
Improve enjoyment in reading	find topic of interest	Choose subject	read on daily basis	Library access	Read story books to children	Take children to library research topic together		Every day before sleeping 	Week commencing;	28/03/18	Read to family members every Saturday when family gathering is available		Review date; 30/04/18	S-establish enjoyment with reading	M-allocate time for reading	A-yes	R-maintain plan to practise reading 	T-accomplish goal by 	30/05/18	Not yet



An events manger role is very demanding and consists of many different types of skills, some of which I have had the opportunity to achieve through previous professional and personal experiences.  However, there are areas of development which I have identified using the various learning styles.  Skills that need further development for my dream job prospect would be good problem-solving skills, presentation skills, event management software IT skills and time management skills.  All these skills are vital to ensure a successful event is delivered.  The knowledge I have gained from these learning styles will help me to proceed towards my set goals.

Part 2 

In this part of the report the researcher has identified a job opportunity available to demonstrate what recruitment process the researcher would use to recruit for this particular job.  The researcher has chosen this job as it is a goal the researcher wishes to achieve and a practise recruitment process can possibly benefit the researcher when looking to apply for similar posts in the future.  (Business Dictionary 2018)

Job Description
A straight forward description of the job concentrating on the job itself.  
Events Management Assistant
Location: Victoria, London south east
Salary: £18,000 - £20,000 depending on experience
permanent
The role is within as Event Management Group who provide event and exhibition management services to clients.  The researcher is looking to recruit a passionate and motivated Events Management Assistant. The role would combine organisational abilities with on-the-job development of wider event and media management skills.  (Total Jobs, 2018)
Duties of the Events Management Assistant:
Completing administration work to a high standard and in a timely manner.
Building up a rapport with clients 
Working with the team to help organise the main exhibitions
Liaising with event Contractors
Keeping database up to date
Looking after all Social Media feeds
Helping to curate seminar programmes and liaising with speakers.
Working on site during the build-up, open period and breakdown of all the shows.

Person Specification 
Here the researcher is looking for who is more likely to fit the job role this should include qualifications, experiences, skills and qualities that is required for the job.  (Monster for Employers, 2018)
Goal focused and a can-do attitude.
Methodical approach to work and ability to multi-task
Strong attention to detail and accuracy
Excellent administration and organisational skills with a good knowledge of Microsoft programs. Familiarity with online networking and marketing an advantage
An excellent communicator on all levels; in person, on the phone and in writing
Must be able to work independently and have good time management skills.
Previous Marketing or Events experience is beneficial

Application forms
 An application form is an important element to the recruitment process as it decides whether or not the applicant will make it to the next level.  This is the next stage the researcher is using to recruit.

As employers receive numerous application forms, it is up to the applicant to prepare a clear and well-structured form to stand out from the crowd.  This can be achieved by showing the same professionalism as the applicant would do when being interviewed.  (WikiJob, 2018)

Some applicants unfortunately are rejected immediately because of a sub-standard use of grammar.  Therefore, it is vital to cross check all parts of the application form thoroughly before submitting.  The researcher will be doing thorough checks of applications to narrow down selection.
Accuracy is very important be honest and accountable for every piece of information provided on the form as at interview level evidence to support the application will be required by the researcher.  (Talent Adore, 2018)

The structure of an application form will consist of the following 
Personal details – this is the most straightforward part complete with correct details in correct allocated spaces 
Education – a list of schools, colleges and universities and qualifications achieved 
Employment history – previous work experiences from other employments 
Activities and hobbies – incorporate skills and qualities here as well, especially those that would help in the job role 
References – two referees possibly one from academic years and one from employment would be ideal
Personal statement – why application is being made? Reasons for attraction to job, skills and qualifications that can benefit the job role, careers goals and give examples of experiences to demonstrate personality 

CV
A CV is the first chance to impress the employer and it summarises the educational details, skills and experiences making it a selling tool for the applicant.  The researcher is expecting a tailored made CV specifically for the job being applied for.  The main purpose of the CV is to display achievements and experiences in a well-presented format indicating to the researcher the applicant is a suitable candidate for the job.  (Swain, R. 2017)

Details that should be included
Contact details-all personal information 
Profile – a statement highlighting key attributes or reason to work in the particular field.  Only pick relevant achievements and skills that focuses on the sector the CV is being presented to as the cover letter will be more job specific.  
Education – a list of all previous education and qualifications achieved
Work experience – list experiences in order of most recent first making sure all experiences mentioned are of relevance to the job being applied for
Skills and achievements – try not to over exaggerate and talk only of what is relevance to the job remember everything mentioned here would need to be backed at interview level.
Interest – interests shown relevant to the job can possibly catch the attention of the recruiter.  
References – in support of the CV if required a few references may be stated.


Cover letter
When sending a CV with applications a brief cover letter can be a great support to demonstrate the knowledge and interest of the applicant in the employer’s company.  It gives the opportunities to highlight the applicants unique selling points, personality and may draw attention to additional information that is not provided on the CV.  The researcher wants the applicant to make an impact here, to get to the point but be original about it and use details that are of relevance to the job.

When preparing the cover letter try addressing the reader by name then refer to the company regarding news announcement or new products to show the level of interest the applicant holds.  The key objective of the cover letter is to get response from the reader so consider some techniques to generate a positive response.  Always end with invitation to the reader to contact the applicant.  (Monster, 2018)

Interviews and Assessments
After careful selection from applications, CVs and cover letters the researcher has prepared 121 interviews for the successful applicants.  121 interviews are a way of thoroughly assessing the applicant using detailed questioning and is the most popular and effective way of hiring.  The researcher has prepared a well-structured set of interview questions with relevance to the job on offer.  (Doyle, A. 2017)
Some examples;
How has your education prepared you for a career as an event planner?
Why do you want to work for our event planning organization?
How do you assess the success of each of your events?
What type of event planning are you most interested in? Corporate events? Social events? Why?

A team brainstorming exercise is also set up to help assess the candidate’s skills, qualities and abilities.  The candidates have been asked to prepare and plan for a small charity event.  Throughout this activity the assessment criteria would look at;

organisation skills – to test the attention to detail and planning/preparation involved 
communication and interpersonal skills – an event manager will be always working with others the ability to work well and communicate effectively will help build a successful event  
negotiation skills – thinking of price, venues, supplies and contractors required for the set event 
time management skills – working within a set time will demonstrate the ability to work under pressure to help deliver the event on time  
problem solving skills – looking at possible issues and how to resolve them 
sales and marketing skills – demonstrating how to promote the event 
overall after careful assessment the researcher hopes to recruit an enthusiastic, self-motivated employee with a proactive approach to fulfil the job requirements


Personal Brand 
This is about the extension of the individual and what needs to be presented to peers and potential clients.  Maintaining a strong personal brand can indicate as one being a dedicated professional.  It is an ongoing process of establishing an image or impression in the minds of others.  Personal branding can allow one to build reputation and at the same time maintain a personal level of interaction and trust with others.  

Personal branding can be fun and interesting specially in events management as building a personal brand can separate one from the crowd.  The researcher requires an employee with good personal branding to initiate recognition for the business which can lead to successful event bookings proving profitable for the company.  (Shoemaker, K. 2011)




Conclusion

This report has been a learning experience for the researcher as it has given the researcher the ability to identify skills required and development areas that need addressing.  It gave the opportunity for the researcher to try different learning theories, models and extracts helping to identify what learning styles best suit the researcher.  It gave an overall understanding on how to achieve set goals and the methods that can be used for this.  These elements have helped recognising what needs to be achieved to potentially gain the researcher’s dream employment prospects as an events manager.  

The second part of the report built a deep understanding of the recruitment process, how it works, the importance of certain elements and the effectiveness of the process.  This has given the researcher a chance to develop the skills and qualities to carry out recruitment which can be a relevant requirement for an events management role.  


















Recommendations

Through the learning experiences the researcher has identified areas of development that need improving to broaden job prospects.  These include the development in presentation skills, an enjoyment in reading, building self-confidence and managing the researchers time efficiently to stop it from becoming a barrier for future learning and development.
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Appendices

Below is a Go Mad template which has been used in the findings to show a go mad use of method for the researcher.





















Acknowledgements

While preparing this report the researcher had a lot of help from dependents helping with daily chores giving the researcher extra time to study and prepare this report.
21

image2.png




image3.emf



The difference I want to make to make to my employment prospects 
is……………………



Check



Strength



Achievability



Importance



Buy in Tasks



Reasons Why Define goal



Self belief



Plans & priorities



Involve othersPersonal 
responsibility



Take action, 
measure results  
& celebrate!










The difference I want to make to make to my employment prospects 

is

……………………

Check

Strength

Achievability

Importance

Buy in Tasks

Reasons Why Define goal

Self belief

Plans & priorities

Involve others

Personal 

responsibility

Take action, 

measure results  

& celebrate!


image1.png




