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In this part the assignment I will be compiling a Personal Development Plan, outlining the pathway I would like to take to reach my goal of gaining promotion within my organisation or obtaining a similar role within another organisation.  I will also compile a current C.V. which will help me to secure interviews to enable me to gain the promotion.  I will write a Zander letter to my future self to help me focus and plan how I can achieve my goals.
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	OBJECTIVES:
What do I want to achieve? 
What do I want to do or do better? 
	ACTIONS:
What do I have to do to achieve objective?
	RESOURCES:
Who’s help and support will I need?
	CRITERIA FOR SUCCESS? How will I review and measure my progress and successful completion of this objective?
	TARGET DATE:
When will I complete or review my progress?

	Level 5 BA (Hons) Applied Leadership and Management in the Workplace. 
	Ensure I allocate appropriate amount of time to help me complete all assignments on time and to a high level.
	My Lecturers, My cohort, my family, my friends, my employers.
	Feedback from my lectures and grades I achieve for assignments. Reflective tools to help me ascertain what I could do better.
	1 year to complete Level 5.

	Level 6 BA (HONS) Applied Leadership and Management in the Workplace.
	Ensure I have completed Level 5 to a high standard to help me to progress onto Level 6.
	My Lectures, My Cohort, My Family, My Friends, My Employer.
	Feedback from my lecturers and grades for my assignments. Reflective tools to help me ascertain what I could do better.

	1 year after completing level 5.

	Promotion to Property Manager within my organisation/obtaining a role of property manager with another organisation.
	After completion of BA (HONS) update C.V. and apply for roles in Property Management 
	My Co Workers, My line Manager, My organisation.
	Feedback from interviews, Achieving the promotion to Property Manager. 
	After completing BA (HONS).

	Promotion to Area Manager within my organisation or obtaining a similar role with another organisation.
	Apply for roles within my organisation and establish an online profile for recruitment agencies within the property management market.
	My Line Manager, My Co-workers, My organisation, recruitment agencies.
	Feedback from interviews, Feed Back from recruitment agencies, Achieving promotion to Area Manager. Reflective tools to help me ascertain what I could do better.

	1 year after obtaining Property Management Position.

	Promotion to Regional Manager in my organisation or equivalent role in another organisation.
	Applying for roles within my organisation, ensure C.V. is updated on my online recruitment profile.  Apply for roles in other organisations.
	My Organisation, My line Manager, My Co-workers, Recruitment Agencies.
	Feedback from Interviews, Feedback from Recruitment Agencies. Reflective tools to help me ascertain what I could do better.  Obtaining promotion to Regional manager.  
	1 year after obtaining Area Manager Position. 
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Wendy Savage
145 Bishopston Road, Bishopston, Swansea, SA3 3EX
Tel: 07984908711  E-Mail: savw@live.co.uk

Personal Statement:

I am a charismatic, reliable, friendly person.  I have the ability to work independently and as a valuable member of a team.  I embrace new challenges and always strive towards personal and professional development.  I believe I have all the qualities you are looking for to be a successful member of your team.  I am a fast learner and believe I would be an asset to your organisation.

Current position and duties:

In my current role as a Development Manager I am responsible for the day to day running of a retirement complex with 136 Apartments. My duties include:

Carrying out daily checks ensuring the building is safe and secure in line with Health and Safety requirements for the development.
1. Maintain records in line with internal procedures and ensure all details are protected and kept secure at all times.
2. Being responsible for all works being carried out, raising orders, managing contractors, monitoring progress and signing off works when completed.
3. Using various systems including Microsoft/Windows, Coupa, Data Station & Mysite to carry out all admin duties including raising Purchase Orders and receipting orders when works are completed Using Data Station to keep up to date with essential maintenance, H&S records and Fire risk assessments to keep the development within compliance. 
4. Communicating with contractors/managers/team members via telephone, email and teams calls.
5. Carrying out weekly fire alarm test, lift alarm tests and emergency lighting tests and ensuring all records are kept up to date following checks.
6. Ensuring the residents are all safe and accounted for on a daily basis, Responding to emergency situations and contacting appropriate emergency response teams when needed.


Employment History:
December 2019- Present – Development Manager –
                                                 Firstport Retirement Property Services Ltd  
January 2018 - December 2019 – Career Break 
September 2016 - December 2017- Full Time Student
September 2015 – September 2016 – Deputy Manager – Pumpkin Patch Paygroup
February 2014 – September 2015 – Nanny to a family with 1 child
September 2006 – February 2014 – Deputy Manager – Ladybird Playgroup
March 1995 – September 2006 – Career break to have a family
March 1994 – February 1995 – Manpower Temping Agency:
Positions Held:
. Natwest Bank
. Toyota Head Office 
. Woolwich Life Insurance
October 1993- February 1994 – Topshop Swansea
July 1992 – October 1993 – Gerald Thomas & Co Accountants

Educational History:
September 2016 – December 2017 – UWTSD: Cert (HE) Skills for the workplace Level 4
September 2016 – December 2017 – UWTSD: ILM Level 4 Certificate in Leadership and Management
June 2013 – October 2014 – Sirius Skills: QCF Level 5 Diploma in Management and Leadership for Children’s Care, Learning and Development.
October 2006 – July 2007 – CACHE Level 3 Children’s Care, Learning and Development.
October 2006 – July 2007 – NVQ Level 3 Children’s Care, Learning and Development.
1990 – 1992 – ACO Secretarial College – RSA, OCR, Pittman – Distinctions
1984 – 1990 – Olchfa Comprehensive School – 9 GCSE’s – C Grade and above


References:
References available on request.
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Dear Future Me,

So, you have done it!  Congratulations on obtaining your BA (HONS) Applied Leadership and Management in the Workplace.  It’s been a long journey since you started level 4 Cert HE Leadership and Management Skills for the Workplace.   I didn’t think you would get to go back to finish the degree after the personal issues you had but you bit the bullet and you applied to enrol on the course with almost 5 years between finishing level 4 and starting level 5.  Getting back into education is the best thing you could have done for yourself to move forward in your professional life.  It has also given you so much confidence in yourself and self-belief that you actually can do anything you put your mind to.  You have had to look at yourself and evaluate what you wanted to achieve and how you were going to do it.  You had to analyse who you were, what your strengths were and what areas you needed to work on to make yourself the best you could possibly be, so that you could achieve everything you had set out in your goals.  You have learnt to use learning tools and surveys such as S.W.O.T Analysis, Gibbs’ model of reflection (1998) , to establish what your learning styles are and how this impacts the way you work towards each assignment.  These tools have also helped you to gain confidence and push yourself outside your comfort zone so that you could achieve this goal of obtaining your degree.  You set your goals by using Dorans SMART Goals, (Dorans 1981),  this enabled you to set Specific, Measurable, Attainable, Realistic and Timely goals.   By taking this course you have given yourself the very best chance of obtaining the promotion you wanted to enable you to progress up through the organisation and achieve your goal of Regional Manager.  You have learnt so much already but its time to push yourself harder and go for the ultimate goal of obtaining your Masters Degree.  Congratulations again and good luck with your Masters.  
Kind Regards
Your former self.
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