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Introduction
During this assignment I will be looking at the different type learning styles, techniques and types of barriers to my learning. I will also look at the recruitment process. For the purpose of this assignment I have named my colleague Tim. 
1.1 Identifying own learning styles and the learning styles of another member of the team

I wanted to identify the learning styles that are best for me and my colleague Tim. To find this out we did the (Dantec) learning style questionnaire. After reviewing the results, I learned that I have two different learning styles. I am an reflective learner because I like to be involved personally and learn by sharing and listening to ideas. I am also a common-sense learner, I need to know how things will work and help me in real life, I test theories and need to be physically involved to gain experiences. I also used the (Honey and Mumford 1995) learning style questionnaire for myself and found out that I am an Activist because I like doing things and putting ideas into action. I also prefer taking risks. I did a third learning style questionnaire which was the (VARK, 2006) by doing this I scored the highest as a Kinesthetic learner this is because I like to use my senses such as touch and hearing and like to be involved in practical exercises. 
We reviewed Tim’s results for the (Dantec) questionnaire and learned that Tim is a reflective learner like myself. Tim is also an analytic learner where he learns by thinking through ideas and likes to reflect and process concepts. He is very thorough with his learning. My colleague Tim scored higher on being a Theorist based on the (Honey and Mumford 1995) because he likes thorough learning, using his verbal skills and is concerned about the accuracy of the facts
.
During this module I was able to identify which learning style suits me as an individual and what learning style suits another member of the team. This was a really good psychometric testing as it will make us aware of each other’s learning styles. So based on the (Dantec) questionnaire now I know that to help with Tim's learning needs, I would need to give him time to organise in advance and allow time for him to reflect as he is a Reflective learner. I also understand that as he is an Analytical learner from the (Honey and Mumford 1995) questionnaire that I would need to give him regular feedback and also give him time to do his constructive research. Tim being a Theorist I would also need to help him by letting him work alone as that is his preference and I will need to make sure he has all the resources to conduct and find quality information.
1.2   
A simple technique for identifying own development needs and the development needs of another member of the team 

To identify the development needs for myself and my team member, I used the strengths
, weaknesses, opportunity and threats (SWOT) analysis. By using this technique, I was able to understand what my own weakness is  and what needed developing as this would prevent me from developing further and possibly missing good job opportunities.  
I did a SWOT analysis for myself and have put it below: 

	Strengths
	Weaknesses
	Opportunities

	Threats

	· Great at timekeeping 
· Friendly
· Easy to adapt to changes
· Organised 
· Able to balance work, study and personal life
· Good communication skills
· Hardworking
· Quick learner 
· Able to work independently and as part of a team
	· Overthinking
· Low confidence
· Not very vocal
· Do not like going out of my comfort zone
· Demotivates myself
· Not very good with conflict and confrontation
	· Can help me progress within my career ladder
· Help me gain new skills
· They will help me develop my character
· Qualifications

	· Can stop me from progressing in my career 
· Keep me in my comfort zone 
· I will be prevented from developing skills and gaining new invaluable experiences. It can also stop me from keeping up with any changes and legalisations.
· Lack of qualifications
· Brexit


I also did Tim’s SWOT analysis which is below: 
 
	Strengths
	Weaknesses
	Opportunities
	Threats

	· Punctual
· Likes to try new things 
· Organised
· Good with confrontation and able to handle difficult situations 
· Hardworking and passionate 
· Quick learner
· Very confident
· Able to work independently 
	· Not very sympathetic, 
· Likes to work alone
· Does not engage with other members of the team unless necessary
· Poor customer service skills 
· Can come across as intimidating
· Not very understanding and forgiving
	· Progress within the career ladder
· Gain new skills
· They will help him with promotions and personal development
· Gain knowledge and qualifications
· Build his character
	· Lack of qualifications
· Brexit
· Will be prevented from developing skills and new invaluable experiences
· It can also stop  from keeping up with any changes and legalisations
· Lack of knowledge


Tim and my own focus will be to develop our weaknesses into strengths so that we can prevent them from becoming a threat. 
1.3 Identifying any barriers to the learning 
I was able to identify the barriers to my learning which would be more external things like work and family which would be a distraction and would cause me to procrastinate.It would be difficult to make time for my lectures and do my assignments as I work full time.

 I was able to identify that Tim’s external barriers would be things such as a driving license as it would be hard for him to attend relevant classes and courses and may not be as punctual. Tim’s second barrier would be his children as he would need to find balance and time to study otherwise he will be distracted and procrastinate
. I also found out that Tim’s internal barrier would be his mental health as he has got anxiety and depression and this can become a barrier when it comes to his learning.
1.4 Finding ways to overcome the barriers to learning 

I would need to strategize by finding balance and motivating myself to prioritise my learning so that I can complete my assignments and meet deadlines on time. A good way for me to prevent procrastination is by setting reminders, self-discipline and separating my personal life, work life and study. The tool I would use is the (Steven Coveys Matrix
) to do this. This will help me prioritise what is really urgent such as assignments and deadlines so that I can ensure that they are met on time and know what is not as urgent. It will help give me a direction and help reach target.

To overcome these barriers Tim will use his support mechanisms which are his family and partner so that they will be able to look after the children while he focuses on his study and learning. He will also arrange a ride from his friend to ensure that he is able to attend and arrive to lessons on time. For Tim’s internal barrier he will make sure he takes his correct medications and is organised so that he is able to stay on track with his learning. He can also do a stress reduction plan with his doctor.
1.5 Identifying learning/development options to help meet the needs of self and Tim

The development options for me and Tim would be training courses on a specific subject or
 skill that we would like to improve on. An example for me would be confidence building so I would need to sign up for confidence building courses and attend classes so that I am able to become more confident. Another example would be to gain a qualification by doing a certificate in higher education for the skills in the workplace so that it will help me develop my skills and knowledge in my chosen career. By doing this I will also build my confidence and I will be more self aware of my development needs. 
We can also enrol on courses to develop new skills and experiences. Other thing can include mentoring, shadowing others, participating, reading and researching, coaching, feedback and appraisals. These options will help us prevent our weaknesses from becoming a threat and help us develop. 

1.6 Recognising
 the support mechanisms for the development of myself and Tim

I have identified that my support mechanisms would be my tutor if I am unsure about something or need support in my learning, my family so that they give me my space and time so that I am able to focus and complete my assignments and my  friends so that they do not distract me and motivate me to complete my learning and study. Lastly my manager so that he allows me set up a adjusted working pattern so that I am able to attend my lectures and have some time off to make time for my assignments.

I have identified that Tim’s support mechanisms would be his partner and family who will give him is privacy and arrange childcare and transport to help support his development, his friends so that they do not be a distraction and motivate him to work hard, and also his manager so that he is able to take time off work and make sure he is able to attend lectures .

1.7 Preparing a personal development plan to achieve a learning objective for self and a member on the team
The Personal development plan “supports the idea that learning is a lifelong and life-wide activity. The process of PDP can strengthen the capacity of learners to reflect upon their own learning and achievement and to plan for their own personal, educational and career development. This is a core learning process, required throughout the education system and in many employment and continuing professional development contexts."

- Personal development planning: guidance for institutional policy and practice in higher education. The Quality Assurance Agency for Higher Education (QAA), February 2009.

I have included my personal development plan below:

	Objective
	How 
	When/length
	Resources
	Success/achieved

	Improve confidence
	Attending confidence building courses
	Start in January 2019 and finish by March 2019
	Pen, paper, time off work, books and articles, classroom
	Receiving a certificate for attending and passing course

	Deal with confrontation and difficult individuals
	Attend training course to understand/ learn
	Start in June 2019 and finish by November 2019
	Pen, paper, time off work, books, internet, laptop, articles, classroom
	Receiving a certificate 

	Vocal skills
	Attend team meetings and group discussions at work
	Start in December 2018 and finish by January 2019
	Pen, paper, laptop, room
	Feedback from manager and members of the team


Personal development plan for Tim below:
	Objective
	How 
	When/length
	Resources
	Success/achieved

	Improve people skills
	Enrol onto online course
	Start in February 2019 and finish by March 2019
	Laptop, pen, paper
	Receiving a certificate for passing course

	Interact in group and team projects more
	Be involved in team meetings/discussions
	Start in December 2018 and finish by January 2019
	Pen, paper, room
	Receiving feedback from manager and colleagues

	Gain customer service experience
	Work experience and coaching
	Start in June 2019 and finish in September 2019
	Pen, paper, books, articles, room, laptop
	Receiving a certificate for gaining new experience


For the Personal development plans I have used the( SMART) objectives

Specific – I was specific about the objectives and what we wanted to attain at the end of it

Measurable – I was able to check the progress and monitor



Achievable – It was achievable for me and Tim

Realistic – I was realistic about the objective so that it is something we can achieve

Time bound  - I set sensible time limits to accomplish our objectives
By doing the personal development plans it will help us identify the skills that we need to develop and help us set a direction to achieve it.
1.8 The methods used to monitor the development of self and another member on the team

To keep track and monitor the results for our development we will use
 things like performance indicators so that we set targets and measure progress. Have appraisals which are when the manager will assess and monitor the performance. Informal meetings which is a discussion with manager and we can mention what things we would like to develop and have a conversation about it. Lastly receive feedback on the development from the colleagues and manager.

Recruitment
Recruitment is the process of finding and hiring the best-qualified candidate (from within or outside of an organisation) for a job opening, in a timely and cost effective manner. The recruitment process includes analyzing the requirements of a job, attracting employees to that job, screening and selecting applicants, hiring, and integrating the new employee to the organisation. (BusinessDictionary.com) 
2.1 Preparation for the recruitment of a recruitment process
Just like everything has a process so does the recruitment. This involves the following:

· Cover letter – (see appendix 1): This is a written document that shows an applicant’s interest in the position they have applied for and also provides any additional information. This also is an opening to the job application and informs the employer about the attached documents.
· Job Application (see appendix 2): A legal document/application which requires information about the applicant applying for the post, this can include things like personal details and previous employments and qualifications o that background checks can be completed.
· Curriculum vitae shortened to CV (see appendix 3): A short description of an individual’s skills, qualifications and career created by an applicant for a job position that they are applying for.
· Interview- A formal meeting or conversation between an employer and candidate to discuss the relevant questions and also to find out if the candidate fulfils the requirements for the advertised position.
Each organisation would include a Job description which is an explanation of the job role, responsibilities and what the requirements are to fulfil the position. They would also include a Person specification which is a explanation of what they are looking for in a candidate such a able to work as a team or holding a valid driving license. 

The Recruitment process also takes a few other things into account such as:

Being Effective – identifying the best suited candidate for the job without excess.

Being Efficient – using the best cost effective methods, sources and materials.

Being Fair- this is making the decisions based on merit alone.

There is a Selection process where employers gather and compare all the information of the candidates and decide who fulfils the requirements for the applied position.

2.2 Reflecting on the recruitment process

I used the KOLB learning cycle (Kolb, 1984) to reflect on my previous interview so that it can help me prepare for my future interviews. I have put an example below:
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Experience:

 I had was the last interview I had been too which was for my current job role as an administrative officer at HM
 Revenue and Customs. I wore a very smart suit and wore subtle makeup so that I looked presentable. I took a folder with the important documents that they had requested for the interview and I was very prepared because I had done my research about the company and the job position. Before the interview I was also practising my job competencies which are what they would be asking me about during the interview. I made sure that I was one hour early to show how punctual I am and how important time keeping was to me. I wanted to create a high-quality impression so I did my best to avoid getting any pre interview nerves. 
Reflection:

I arrived by a taxi and noticed that the building was really old and unappealing to look at and came across quite depressing. It was not a positive atmosphere and I was not informed of which department to go to or where to wait, I was just advised of the building name which I thought was not very informative. Luckily I went an hour early just in case, I stood there lost as I had to ask the taxi driver to drop me off at the entrance of the building; there were no signs or anybody waiting for us interviewees. I was already nervous as it is and on top of that I had to go around and ask the security guards where the interviews were being held and the officer had to direct me to a different department. 
By then I was sweating and getting hot flushes and I was taken to a floor and introduced to a lady who was really grumpy and looked like she was forced to help us, she then took me and a few others up to the floor where the interview would take place. We went from one lift to a different lift and many different floors, it felt really unprofessional and as if there was a lack in planning. We were just rushing around.
Then I was just put into a room with a man and woman who were both very rude and did not even welcome me or introduce themselves. I was then abruptly asked to provide my documents such as passport copy for proof of identification, bank statements and CRB document, I just sat there as they did what they needed to in front of me and it was really awkward since there was no talking until they were done.  Then the lady just gave me the documents and said I needed to wait to be called now. 
I was totally confused about where I was going to next and completely stressed out and due to the unstructured process; they had already caused a delay and passed my interview time by 20 minutes.  Another woman who was much friendlier called me out and took me to the interviewing room. As I walked in their were two females who introduced themselves as I also did and they both were asking me questions which were relevant to the job role and what my job application had required.
I was really nervous at first due to all the experiences I had to face before coming into the room however after a few minutes I settled in and loosened up as I did not want to create a bad impression and let it affect my interview. I made sure I was answering all the questions they had asked. There was a few times when the interviewers did seem a bit confused on what they needed to do next, I remember they looked at each other for a few moments as they were unsure of what to say. Towards the end of the interview they did say something along the lines like ‘’ I think that should be enough, now we can have our lunch’’. I was then taken all the way back to the department where I had first gone to.
Theorising:

After reviewing the interview experience I found that it felt really unprofessional. For a respected company like ‘Her Majesty’s Revenue and Customs’ I felt that they did not upkeep the reputation. The majority of the staff looked as if they did not want to be involved or at work so it already gave me an uneasy impression about the atmosphere and work environment. I also felt that there was a lack of planning and that there was not any good communication between the staff. Even thought I was an hour early they still managed to run over on my interview time and then was rushing to lunch, it made me feel as if they just wanted to get rid of me as fast as they could. I was also not informed of which exact place I needed to attend or what the process would be for the day, leaving me lost and confused.
Planning:
From this experience, the next time that I have an interview I will make sure that I know which part of the building and where the interview will be held. I will also check the interview process and if it not on there I will ask them for more information so that I am prepared about running around. I would also leave the feedback on the interview process as I had not done that last time so that they can improve. I would still make sure that I am prepared with the required documents in advance and make sure that I look presentable and am smartly dressed so that I can create a good impression. Being punctual is very important, if I had not gone an hour early for my interview I would have probably been rushed around even more and be the reason for being late at my interview so I will definitely do my best to uphold the punctuality. One thing that I realised I did not do throughout the interview was not refer or reference back to the job requirements on the application. I will try to do that at a future interview as this will show how interested I am and also keep reminding them how I meet requirements and that I am a suitable candidate.

If I was holding the interview I would first clearly state who the interviewer would be so that it becomes more personal and I would also provide the correct location date and make sure that there is a clear process, for example meet at hallway A and then you will be taken by Mr T to a room where you will need to provide the relevant documents and be prepared before we take you into the interview room. So that way the interviewees will be aware and it will prevent them from being more nervous and it will also look professional from the company side. I would make sure that the interview is held on time as punctuality would be one of the qualities I would look when recruiting.
Conclusion

I found this module really interesting and fun. I learned the different type of learning styles and techniques and also discovered which ones suit me and a member of my team. I learned about the barriers and ways to overcome the barriers. I also learned about the recruitment process and was able to reflect on my past experiences and learn how to be prepared for future events. Overall I have gained new knowledge and I am now more self aware.
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�You need to do all 3 and Tim needs to do 2 questionnaires


�grammar


�these are not opportunities, they are explanations of strengths .


Same for threats, for you and for Tim 


�any internal barriers?


�Year?


�Which one?


�grammar


�maybe a bit more depth here, not just a list of bullet points.


�It would be good to see which section relates to which step in Kolb cycle


�Harvard style needs to be observed
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