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[bookmark: _Toc500943471][bookmark: _Toc89883105]Section 1: Know how to identify development needs

1.1 [bookmark: _Toc500943472][bookmark: _Toc89883106]Identify learning styles for self and another 
There are various methods of identifying the learning style of a person. The most popular is a VARK Questionnaire. This identifies whether you are a Visual, Auditory, Read/Write or Kinaesthetic learner. Visual learners absorb more when looking at things like diagrams and shadowing others while they work. Auditory learners are better at listening to instructions and audiobooks. Read/Write learners excel when they are presented with the information on paper or are asked to write a set of instructions to follow. Kinaesthetic learners pick up new skills by trying them first-hand, it’s a ‘hands on’ method of learning. You may also have a Multimodality result, which means you use a combination of the above modalities to learn. (VARK Learn Limited, 2021)
Colleague X and I have taken the VARK questionnaire. You can see the results in Appendix A. 
My result shows I have a Multimodal (VR) learning preference. My preferences are Visual and Read/Write. Multimodal preferences give me the choice to adapt my preferences around the task in hand. I can see what works best for a task and switch between the modes depending on the circumstance. A disadvantage to having a Multimodal preference is that there is no clear path to take with regards to learning – I must assess the task in hand first to find out which learning style would be more beneficial to each individual task. 
Colleague X’s result shows that they have a strong Aural preference. When someone has a singular mode of learning, it is better to use that mode for decisions and learning, as this will reap the best result overall. Colleague X processes information best when they listen to resources and people. They talk things through with management and colleagues before deciding. Single preferences have advantages and disadvantages. The advantages of having 1 preferred mode are that you have a clear method of learning and working. This means that work can be carried out quickly and efficiently. The disadvantage is that if the information needed is presented in a different format, for example visually, it may be difficult to switch up the way this is processed. It often takes Colleague X a little longer to learn new skills as they prefer to go to classes, webinars and in-person training, as this supports their learning preference(VARK Learn Limited, 2021)
[bookmark: _Toc456901517]Another method of identifying the learning styles of a person is by using the Honey and Mumford model, which suggests that there are 4 types of learners. 
· Activist – Activists are those who learn by doing things. They are better off learning something by doing it, such as trying a new method and seeing if it will work. These learners tend to act on impulse and deal with consequences later. Activists enjoy new opportunities and challenges, can lead people, and enjoy problem solving and teamwork. 
· Pragmatist – Pragmatists are practical learners. They can emulate different techniques and follow by example. 
· Theorist – Theorists investigate the theories behind what they do. They need sources and references to learn. They like to look at the sources and analyse outcomes. Theorists ask plenty of questions to grasp an understanding of theories, models, and systems. 
· Reflector – Reflectors like to have all information, angles, consequences and demands before making decisions. Reflectors learn by watching others, and reflecting on their practices, which leads on to developing their own practices with others’ successes in mind. 
(University, 2005)
Both Colleague X and I have been identified as Reflectors. 
Colleague X discussed their outcome with me, and we both understood that we fit into the Reflectors learning style. We both enjoy fact finding activities and try to make decisions with the most information to hand. 
[bookmark: _Toc500943473][bookmark: _Toc89883107]1.2 Use a simple technique for identifying development needs for self & another
A simple technique to use when identifying development needs is a SWOT Analysis. SWOT is an abbreviation of Strengths, Weaknesses, Opportunities and Threats. Strengths and Weaknesses are personal and exclusive internally, so you have some control over them and can overcome them.  Opportunities are not exclusive to the workplace, they are outside factors such as competitors, pricing, and trends. A SWOT analysis helps you identify where things need to change and improve – and what needs to be monitored. Then, you can come up with a strategy. (Liveplan, 2021) 
Successful businesses implement SWOT analysis to ensure that the impact of internal and external factors have a minimal effect on the business, if at all. Analysis of the factors is important for company and personal development and growth. (Osita, et al., 2014)
	[bookmark: _Hlk511915604]
SWOT Person 1 – Angel Brazier-Lewis


	
STRENGTHS
· NVQ Level 3 Business Administration
· Company Systems Knowledge
· Problem Solver
· Product and Part Knowledge
· Digital Literacy Skills/IT Knowledge
· Empathetic of current climate
· LinkedIn connections with Suppliers and their directors. 
	
WEAKNESSES
· Lacking in industry knowledge
· Does not have a CIPS qualification and has not begun the course. 
· Cannot dissociate from work – often works overtime and experiences stress and anxiety due to overstretching themselves. 
· Requires ‘Where Used’ training for more understanding of parts and components. 

	
OPPORTUNITIES

· Products are being approved in more countries
· Company is expanding to new countries. 
· Products are being developed and upgraded. 
· Use contacts on LinkedIn as a support network. 
	
THREATS

· MDSAP Audit
· Purchasing Audit
· Low Demand in Q1. 
· ‘First one in, last one out’ if there are redundancies to be made due to low volume of sales. 
· Systems being upgraded to automate part of the role. 



	
SWOT Person 2 – Colleague X


	
STRENGTHS
· Extensive Industry Knowledge and Experience
· Part Knowledge inc. were used
· Purchasing System Specialist and ‘Superuser’
· CIPS Qualification and Certification
· Administrative and Financial Services Background
· LinkedIn Connections with Suppliers and consumers
	
WEAKNESSES
· Struggles to ‘Switch off’ 
· Avoids using IT to assist with common problems. 
· Requires further training using the Microsoft Office package. 
· Can become stressed under pressure. 
· Prefers to use email over telephoning customers – this puts up a barrier as customers like to talk to us over the phone. 


	
OPPORTUNITIES

· Team Expansion – Could lead to senior positions. 
· Development of new products and upgrades to systems. 
· Company Growth and development. 
	
THREATS
· MDSAP Audit
· Purchasing Audit
· Competition with Team for a more senior role such as Supervisor. 
· Demand – Low Sales figures for Q1



[bookmark: _Toc500943474][bookmark: _Toc89883108]1.3 Identify potential barriers to learning for self and another.

There are many potential barriers to learning. For Colleague X, they have always had to put their family first. X has always had to think about the financial implications of any education and training they take part in as they need to take their affordability into consideration. Colleague X also has low self-esteem. Time was also a factor for learning, Colleague X works overtime and often takes work home with them. They had no time to develop their skills outside of work. 
I have experienced barriers to my own learning. Growing up, I had difficulties with Anxiety and depression. These bouts of depression made me doubt my own abilities, and often I would give up on my learning and personal development. I left school at 16, so I had no higher education. During my career, I have worked for small companies, which often did not have the funding to put me through training. Financially myself, I work with a minimal wage. I also have learning difficulties and a chronic illness, both impact on my day-to-day activities. 
[bookmark: _Toc500943475][bookmark: _Toc89883109]1.4 Explain how these barriers to learning can be overcome.

Our workplace offered X a place on a university course with paid study leave, something that they thought they would never be able to afford or have the time to do. Their learning will not have an impact on them financially. Our manager also developed a time-management plan with Colleague X. It was apparent that in working time, there was not enough resource to cover the responsibilities of the department. A timetable was developed for each member of the team so that most tasks could be covered and shared equally during working hours. This gave Colleague X more time outside of work to study. Colleague X worked with their manager, to create a PDP (Personal Development Plan) to try and overcome their self-doubt by setting SMART Targets. SMART is an abbreviation for Specific, Measurable, Attainable, and Realistic. (BBC Bitesize, 2021) By setting a set of SMART targets, Colleague X had more self-confidence and belief, as the targets were tailored to them specifically. 
I practiced mindfulness to overcome my anxiety. (NHS, 2018) Mindfulness helps you look at the bigger picture, which gave me the confidence to reach out and resume my learning and development journey.  While working for small companies, I found a government funded course that I was able to enrol upon. I had access to a Level 2 QCF in Business Administration, and the funding also covered progression on a Level 3 course. Once I’d completed these courses, I was concerned about being able to afford further education. I reached out to Student Finance Wales, who invited me to apply for funding to an undergraduate course. (Student Finance Wales - Cyllid Myfyrwyr Cymru, 2021) This allows me to take part in my current degree.  With regards to my learning difficulties and accessibility, UWTSD provided me with additional support. UWTSD has a fantastic Student Services facility, they provide Careers advice, Counselling, Financial Support and much more. (UWTSD, 2021)
[bookmark: _Toc500943476][bookmark: _Toc89883110]Section 2: Know how to develop self & others to achieve organisational objectives

[bookmark: _Toc500943477][bookmark: _Toc89883111]2.1 Analyse learning/development options to meet needs of self & another.

Both of us receive yearly appraisals, where we can talk with our managers on a 1:1 basis, where we discuss any areas that we are excelling and areas that need to be improved. 
Colleague X is taking a CIPS Course, which will give them skills and knowledge to undertake their job role effectively. A CIPS course will give Colleague X the opportunity to become a CIPS member, which gives them access to Professional Resources, E-Learning Modules to further develop their knowledge, Connections with the CIPS global community of over 200,000 professionals and continual support throughout their career in Purchasing.  (CIPS, 2021) Colleague X can also do their own research via reading journals and staying up to date with the latest products via Supplier magazines. Within the workplace, Colleague X can attend various training sessions held by department managers. These sessions aim to improve skills needed daily such as using IT systems, Ordering systems, product ‘hands-on’ sessions etc. 
I have many opportunities to develop my learning and skills. I am currently undertaking a Level 3 QCF in Customer Services and have started a CertHE Skills for the Workplace – Leadership and Management. I can develop my knowledge and understanding of my current role by reading work instructions and company policies and procedures. I have the support of other department managers and attend their training sessions as I am new to the team. I also have resources I can access via the company Public Drive, which includes product drawings, specifications, and user guides.

[bookmark: _Toc500943478][bookmark: _Toc89883112]2.2 Identify support mechanisms for the development of self & another

Both Colleague X and I have a great support network. We are fully supported by our peers and management team at Magstim. We also have individual support mechanisms supporting us with our learning and development, such as our family and friends. 
[bookmark: _Toc456901523]Using the ‘Go M.A.D’ model (Gilbert, 2005) Gilbert suggests that you should involve others to be able to achieve your goal. After specifying your plans and priorities, you can define your goals. You can then identify the most influential people to reaching your goal. For example, mine would be my Colleagues, Tutors, and managers.  You should look at why those people would want to ‘Buy In’ to the tasks and activities, what benefits would come of your personal goals? In work, by developing my skills, I would become a more efficient and higher quality worker. My managers would want to ‘buy in’ to this as it benefits them. My tutors would want me to succeed, as this reflects personally as well as on the institution. There are benefits for those involved.
[bookmark: _Toc500943479][bookmark: _Toc89883113]2.3 Prepare development plans for yourself and another person

Colleague X
Part 1: Personal Analysis 
See SWOT Analysis in 1.2 
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

	How to use the Microsoft Office Package
	Take a Training Session with the IT department.
	I will need support from the IT department and use of a computer, with the office package during the training. 
	I will be able to demonstrate my new skills through my daily tasks. 
	15/01/2022
(Next 1:1)

	
How to manage time efficiently.


	Do an E-Learning Course on Time management. 
	I will need access to the E-Learning module, and an hour to complete. 
	I will be able to manage my time effectively and manage my own workload. 
	15/01/2022
(Next 1:1)

	Learn coping strategies for Mental Health and Stress at Work
	Do the Mental Health First Aid and Stress Management E-Learning Modules? 
	I will need peer support from my colleagues’ post course. I will need a maximum of 3 hours to complete the courses. 
	I will know coping strategies for managing stress and my own mental health at work. 
	15/01/2022 
(Next 1:1)



Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	Complete E-Learning modules on Stress Management, Mental Health First Aid, Time Management. 
Complete training with the IT department for the Microsoft Office Package. 
Attend Appraisal Meeting. 
Attend PDR Meeting. 

	Medium Term Goals (2-3 years)

	Complete CIPS Level 3 Qualification and become a CIPS member. 


	Long Term Goals (3-5 years)

	Transition into the role of ‘Buyer’ post CIPS Qualification and Membership. 



Angel Brazier-Lewis
Part 1: Personal Analysis 
See SWOT Analysis in 1.2 
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

	Learn more about the Purchasing function and responsibilities
	Undertake E-Learning and read policies and procedures relating to my job role. 
	I will need to use the internal QMS system – Q Pulse to read all relevant documents. 
I will need to complete the E-Learning assigned to my role also. 
	I will have certificates from the E-Learning and will have signed off policies and procedures on Q-Pulse. 
	17/01/2022
(Next 1:1)

	Learn the advanced functions of Syspro


	I need to attend a Syspro training course with the IT department. 
	I will need access to a computer with Syspro installed. I will need the support of the IT department. 
	I will be able to perform advanced tasks and activities on Syspro. 
	17/01/2021
(Next 1:1)

	Begin CIPS Qualification



	I need to enrol on a CIPS Level 3 course. 
	I will need the support from my line manager and colleagues. I will require financial assistance from the company. 
	I will have achieved the CIPS qualification and will become a member of CIPS. 
	01/09/2023



Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	
Complete job-specific E-Learning Modules. 
Attend Syspro Advanced Training with the IT department. 
Attend Appraisal meeting. 
Attend PDR meeting. 

	Medium Term Goals (2-3 years)

	Begin and achieve CIPS certification. 

	Long Term Goals (3-5 years)

	
Transition into the role of Buyer post CIPS qualification. 



[bookmark: _Toc500943480][bookmark: _Toc89883114]2.4 Method used to monitor the development of self & another.

At Magstim, the most common method used to monitor our development is by reviewing our PDP’s. (Personal Development Plan) Progress is discussed once a month at 1:1 meetings with our manager. Our PDPs are discussed openly, and we are encouraged to complete learning logs. Please see a copy of a learning log completed by Colleague X and I in Appendix E. 
[bookmark: _Toc500943481][bookmark: _Toc89883115]Section 3: Know how to prepare for the recruitment process 

Applying for a job is a positive step towards your career goals. It is important to choose a suitable job, that encompasses all your skills and qualities, alongside education and qualifications. When deciding on a new role, it’s important to define what you want out of a new job, whether your qualifications and skills foot the bill, whether the salary covers your means, the commute and prior experience. Once you’ve defined this, you can set out and apply for new opportunities. 
Using Job Vacancy search engine sites such as Indeed, Monster and Reed, jobs that suit your personal specifications can be found easily. You can filter search results by Position, Industry, Salary, Location or even Companies to suit your personal needs and desires. 
I decided to apply for an internal role at the company I work for, The Magstim Company Ltd. The job specification matches my skills, qualities, qualifications and brings me one step closer to my personal goal of being a manager. The role I applied for is for the position of Purchasing Supervisor. I read the Job Specification, which is a description of the tasks I would need to complete competently in the role. I also matched my skills to the Person Specification, which is a description of the skills, certification, and qualifications the applicants must possess to be awarded with the role. 
Once I had read the information concerning the role itself and what kind of person Magstim wanted to employ for the role, I obtained an Application Form from the HR manager. I completed the Application Form, using the Job and Person specification to assist in completing the form so that I could show I possessed the skills they were looking for. Please see the Application Form in appendix B. 
The Application Form was submitted alongside my CV, which I tailored to suit the position I had applied for. My CV included all relevant information that supports my suitability for the role. I ensured that my CV had a professional and appropriate layout. Please see my CV attached as Appendix C. 
The submission of my Application Form and CV was accompanied by a Covering Letter, in support of my application. My covering letter details why I would be a good fit for the role in detail, and personifies my CV. Please see my Covering Letter attached as Appendix D. 
[bookmark: _Toc89883116]Reflection on the recruitment process 

I will be using the Gibbs Model to reflect on the recruitment process. The Gibbs Model allows you the ability to self-reflect on situations and gives the opportunity for continual learning through experiences and reflection on those experiences. (Essay Writing Service UK, Unknown)
Below, I have drawn a visual representation of the model. 



The model is broken down into 6 stages as above. 
The continuous nature of the model means that it works best for repetitive experiences and tasks. This makes it useful for reflection and improvement. 
[bookmark: _Toc89883117]3.1 Description
I had an interview for the role of Administrative Officer. The interview had been planned, and I was asked to attend to sit with a panel of trustees of the business. I had not been given any indication as to how the interview was to happen. I met with the panel of trustees and introduced myself, and they did the same. Once seated, we began discussing my CV and Application Form. The Trustees asked a series of questions stemming from my application details. I was then asked a set of prepared questions, which consisted of competency based and knowledge-based questions. Once I had answered the questions, I was given the opportunity to ask my own questions. I asked several questions relating to the post. After my questions were answered, I met with some of the other staff members and residents who also asked me a set of prepared questions, relating to my personality as this was a role within a care home. I was then offered a tour of the business and property, which I gladly accepted. After this, I was guided back to the interview room, where the trustees informed me that I would know by the end of the day if I had been successful. 
[bookmark: _Toc89883118]3.2 Feelings
I was nervous before the interview, as I had no indication of what kind of questions would be asked and in what format. I was confident that I could express my skills, worth and knowledge to the panel of trustees. I was nervous going into the interview, as I did not know what to expect. During the interview, I felt confident that I was answering the questions well and thoroughly. The questions asked were easy to answer, as they all reflected in my daily practices in my role at the time. The questions were a mixture of prepared competency and knowledge-based questions. The questions were prepared beforehand, to make the process fair. This is a practice many companies choose to ensure all interviews are fair and equal. (ACAS, 2021) I responded well to the pressure and enjoyed the challenge of relating my own experiences to the questions asked. I enjoyed meeting with the trustees and understanding their role in the business. I especially liked the opportunity to meet with residents and their support staff at the Care Home. After leaving the premises, I felt confident that I had given a good interview. 
[bookmark: _Toc89883119]3.3 Evaluation
I introduced myself well to the board and managed to hide my nerves. I gave myself time to think before answering questions, which worked as I was not stuttering or making things up as I went along. I showed good body language, which is proven to show that I am a good communicator. (Mind Tools, 2021) I didn’t like that I was not aware of what to expect, however I understand that this was to keep the interview fair and equal. At some points, I did take a little longer to answer, which may have come across as being hesitant – I could have expressed that I was thinking about the question first. The experience ended well, and I was offered the position a few hours post interview. This ended the experience. 
[bookmark: _Toc89883120]3.4 Analysis

I think that the Interviewees took my thought process as hesitation when answering questions. I think this led to the interviewers questioning my ability to think on the spot or my ability to deal with the situations mentioned. I could have told the panel that I was taking some time to gather my thoughts, instead of letting them assume that things were taking me a long time when in fact a lot was going on in my head.  I felt that I could have been more prepared in the sense of revising some common questions and answers to practise my responses before attending the interview. Without preparation, I think the panel assumed that I was unprepared for some questions. In future, I will revise some common questions and scenarios as a warmup to the interview. 
I presented myself well, and showed good, open body language throughout the interview. I think this was most positive when speaking with residents of the care home. I think they interpreted my body language well, which lead to a positive interview outcome. I could further improve this by learning more about body language and open communication. I enjoyed taking a tour of the business, and asked questions while being shown around. I think this impacted positively on the panel, as they could see that I was engaged and interested in the environment. This could be further improved by asking questions about the location and expressing interest in future. 
I believe I contributed well to the interview process; I answered the questions given as best as I could at the time. The experience was useful as I had not experienced an interview by a panel of interviewers before. This was a new experience, and I took it in my stride. I used previous experiences to cope with the style of the interview. This interview was successful compared to other interviews that I have experienced, where I have not been able to communicate my skills as well as this day. 
[bookmark: _Toc89883121]3.5 Conclusion
In conclusion, I could have done a few things differently. I could have expressed to the interviewers that I needed some time to think about certain questions, so that I could get a comprehensive answer together first. I was too nervous to think about mentioning it at the time, so I need to remember to do this in future. I learned that I do well under pressure and enjoy meeting new people no matter the circumstance. My current knowledge of the role is excellent, and all knowledge-based questions were easy to answer. I did struggle with the competency-based questions however, which I will need to learn from. My level of practice covers the basis of this role, which is positive. 
[bookmark: _Toc89883122]3.6 Action Plan
In future, I can be better prepared by revising common interview questions to warm up. I know I have areas to improve upon, such as my speaking and improvisation skills. I will prioritise learning some common questions to answer as this will better prepare me in the future for interviews. I will use this experience to reflect on my abilities, as I believe this interview went very well in comparison to others I have experienced. 
[bookmark: _Toc89883123]References
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Angel Brazier-Lewis’ Learning Preference – VARK Result
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Colleague X’s Learning Preference – VARK Result
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Angel Brazier-Lewis – Honey & Mumford Questionnaire 
	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.
	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.
	N

	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.
	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.
	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.
	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.
	Y

	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.
	Y

	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.
	Y

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

	33
	In discussions, I enjoy watching the manoeuvrings 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.
	Y

	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.
	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.
	N

	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.
	Y

	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.
	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.
	Y

	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.
	Y

	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.
	Y

	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.
	Y

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

	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.
	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.
	N

	80
	People often find me insensitive to their feelings.
	Y



[bookmark: _Toc503452308][bookmark: _Toc89883125]
Scoring and Plotting Results

You score one point for each item that you ticked. There are no points for items that you crossed. Simply indicate on the grid below which items were ticked by putting an Y next to the relevant statement number. The column with the highest total of Y numbers indicates your preferred learning style.
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Colleague X’s Honey & Mumford 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.
	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.
	N

	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.
	N

	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.
	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.
	Y

	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.
	Y

	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.
	Y

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

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

	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.
	Y

	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.
	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.
	N

	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.
	Y

	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.
	Y

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

	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.
	Y

	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.
	Y

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

	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.
	N

	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.
	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.
	N

	80
	People often find me insensitive to their feelings.
	Y
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Scoring and Plotting Results

You score one point for each item that you ticked. There are no points for items that you crossed. Simply indicate on the grid below which items were ticked by putting an Y next to the relevant statement number. The column with the highest total of Y numbers indicates your preferred learning style.
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Application Form for the Position of Purchasing Supervisor
	The Magstim Company Ltd.

	Application form

	Application for 
	The role of Purchasing Supervisor

	Your details

	Name:
	Angel Jennifer Susan Kathleen Brazier-Lewis

	Address:
	26 Haulfryn

	
	Tregynwr

	
	Carmarthen

	
	Carmarthenshire

	Postcode:
	SA31 2DT

	Phone:
	7402282152

	Email:
	angel.brazier.lewis@gmail.com

	Education and Training

	Please give details:
	8 GCSE's grade A*-C, and 1 BTEC.  
Adult and Paediatric First Aid Training, valid until 2022. 
Level 2 Essential Skills in Numeracy, Digital Literacy, Literacy

	Qualifications

	Please give details:
	CertHE in progress for Skills for the Workplace - Leadership and Management 
Level 3 Business Administration QCF
Level 2 Business Administration QCF

	Employment history

	Your current or most recent employer

	Name of employer:
	The Magstim Company Ltd

	Address:
	The Magstim Company Ltd

	
	Spring Gardens

	
	Whitland

	
	Carmarthenshire

	Postcode:
	SA34 0HN

	Job title:
	Purchasing Assistant

	Pay:
	£23,000 PA, PRO RATA

	Length of time with employer:
	6 Months

	Reason for leaving:
	N/A, Progression

	Duties:
	Assisting with all general duties related to the buying and management of company stock, consumables, PPE, and fixings. Overseeing stock levels ensuring appropriate order coverage and optimum stock holding, considering varied lead times across several different manufacturing sectors. Ensuring supplier price lists are kept up to date for accurate pricing for all stock components, tracking increases. Managing own caseload, ensuring all targets and goals of the team are met according to KPI's. Assisting Project Managers with BOM queries and project demands and needs. 

	Please include a covering letter as your supporting statement. 

	Interview arrangements and availability
	Available any time when given notice of at least 2 hours. 

	If you have a disability, please tell us if there are any reasonable adjustments, we can make to help you in your application or with our recruitment process.
	I do not require any adjustments to be made, however I may write down some notes as prompts to use during the interview as I am Autistic, and these notes will help me focus on providing the panel with an accurate representation of myself. 

	Are there any dates when you will not be available for interview?
	No. 

	When can you start working for us?
	After a 4-week notice period. 

	Right to work in the UK

	Do you need a work permit to work in the UK? Yes / No
	No

	References

	Please give the names and contact details of 2 people who we can ask to give you a reference. (Both references must be Professional References. We do not accept Character references). We may ask them before an employment offer is made. We will not ask your current employer until we get your permission.

	
	

	Referee 1 (Professional Reference)
	Mr Craig Lewis, Production Manager, The Magstim Company Ltd, Spring Gardens, Whitland, SA34 0HN

	
	

	Referee 2 (Professional Reference)
	Mrs Sian Thomas, Gelli Aur Care, Meidrim, Carmarthen, SA33 5PS

	Declaration

	I confirm that to the best of my knowledge the information I have provided on this form is correct and I accept that providing deliberately false information could result in my dismissal.

	Signature:
	ABL (E-Signature)

	Date:
	03/12/2021
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CV

	Angel Brazier-Lewis

	

	Curriculum Vitae

	26 Haulfryn, SA31 2DT

	Phone: 07402282152

	Email: angel.brazier.lewis@gmail.com



	

	Personal Profile
		I am an enthusiastic, ambitious, and dedicated professional, specializing in Business Administration and related functions with experience in both Public and Private sectors. I have proven ability to work effectively and to deliver accuracy through being goal orientated and driven by success. I am trusted by my peers and have strong leadership abilities.





	Education
		University of Wales Trinity Saint David
CertHE
Oct 2021 - Sep 2022
Skills for the Workplace, Leadership and Management


	PRP Training - Pembroke Dock
QCF
Sep 2020 - Sep 2021
Business Administration Level 3 - Pass

Business Administration Level 2 (2019-2020) - Pass


	PRP Training
Essential Skills
Sep 2019 - Sep 2020
Numeracy - Level 2

Digital Literacy - Level 2

Literacy - Level 2

Communication - Level 2


	Ysgol Dyffryn Taf
GCSE
Sep 2014 - May 2015
8 GCSE’s - Grade A*-C





	Work Experience
		Purchasing Assistant
The Magstim Company Ltd.
Jun 2021 - Present

	Identifying demands and needs for stocked items and placing Purchase Orders. Monitoring stock levels. Tracking orders and expediting where necessary to meet needs of production. Using and maintaining internal databases. Preparing cost and supplier reports and conducting analysis.


	Quality Officer and Administration Officer
Gelli Aur Care Ltd.
Jul 2019 - Jun 2021

	Assisting the Manager with administrative tasks such as reconciling petty cash, filing, scanning, and photocopying, ordering stationery and supplies for the Care Home, scheduling meetings and minute taking. Conducting reviews and preparing reports and analysis.


	Office and Quality Assurance Manager
First Line Financial
Feb 2017 - Jul 2019

	Supporting and leading staff conducting administrative tasks and QA assessments. Preparing financial reports for the Directors.  Conducting 1:1 supervision for all staff. Updating and monitoring internal databases. Cross-referencing commissions statements with income.





	Practical Skills
		Communication skills - developed through team working, providing open means of contact, presenting, and negotiating with suppliers.  Interpersonal skills - Verbally communicating with the team, self-awareness, collaborating interdepartmentally on projects.  Excellent Digital Literacy - fluent in Microsoft Office, using a variety of internal systems, software, and databases, able to resolve issues independently.





	Interests & Achievements
		I enjoy writing for my own Food Blog online. I like the escapism of visiting different countries and experiencing their culture, food and environment and writing about how the experience made me feel. I love travelling - I believe everyone should have the opportunity to experience different cultures as it provides so much enrichment. I recently achieved my goal of having 1000 followers, which is a nice milestone for my blog.






	Transferable Skills
		Goal driven, Analytical, Flexible, Logical, Creative, Resilient, Natural leader, Thorough






	Referees
		Mrs Sian Thomas, Manager, Gelli Aur Care Ltd.
Mr Mark Watkins, Purchasing Manager, The Magstim Company.
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Mr Chris Ditton
The Magstim Company Ltd.
Spring Gardens
Whitland
Carmarthenshire
SA34 0HN
Angel Brazier-Lewis
26 Haulfryn
Tregynwr
Carmarthen
SA31 2DT

RE : PURSUP2021

Dear Chris, 

I have worked for Magstim for over 6 months, and during this time I have gained invaluable experience working with and supporting all departments. 

Having achieved a QCF Level 2 and 3 in Business Administration, completing Essential Skills courses in Digital Literacy, Numeracy, Communication and having various skills such as organizing, communication, empathy which are all evident in my exiting role. I am also building on these by working towards a CertHE in Leadership and Management at UWTSD, Carmarthen Campus. I am passionate about learning and development and continue to upskill to provide me with further knowledge and experience within the working sector 
 I believe that I can fulfil this role to a high standard and meet all the expectations of your job description. 

I have a wide range of experience including, most recently managing the purchasing of H3.0 components and parts. This became an exclusive project; it was apparent that there would be challenges threatening the launch however I completed these with effective practices. I demonstrate the importance of work and task to complete, I worked to high standards, expediting, and visiting suppliers where there were difficulties. I demonstrate competency, and accuracy in every task. I am an excellent problem-solver and use critical thinking skills to organise, direct and initiate working practices.

Working for Magstim has been inspiring. I am proud to work for a company that is actively improving the lives of those that suffer with their mental health. I would like to lead employees interdepartmentally, providing support where needed to succeed in customer service and employer expectations. I can provide excellent training and support to employees to close the gap that is present in this area, in turn morale will increase and staff retention will improve. 

Yours Thankfully 

Angel Brazier-Lewis


[bookmark: _Toc89883130]Appendix E

Angel Brazier-Lewis’ Learning Log 
	
What happened?


	What did I do?

I completed my Level 3 Business Administration QCF. 


	How do I think/feel about this?

I am elated to have completed this. I think I have a fantastic portfolio for this course. 

	How well or how badly did it go?

Given the Pandemic, I think it went as well as it could have. Some aspects were more difficult than others, for example changing from face-to-face assessments to online assessments was difficult at first.

	
My conclusions/reflections/lessons learned


	What did I learn?
I learned a variety of different skills and techniques that will help me in my career within business. I have expanded my knowledge on employment law and legislation. I have developed my numeracy skills through WEST. 


	What have I achieved?
I have achieved a Level 3 Business Administration NVQ certificate. 


	How have I put any theory into practice?

I have used my new skills and knowledge to improve my understanding surrounding issues faced by the business, employment law, recruitment, etc. I have created charts and reports to assist us with our daily functions, which will save time. I have adapted some current Excel workbooks to include formulae. 

	What have I learned about myself?
I have learned that I am resilient, and that I can work independently well. 


	How does what I am doing lead me to becoming better at a skill?
The more I learn academically, the more I can put my learning into practice. 


	How can I use this to plan for the future?
I can see any gaps in my skills, knowledge, and qualifications. 


	How can I use this to plan new learning experiences?

I can identify what I need to learn next, and present this to my manager. 

	
My plan to do something better/different by using what I have learned 


	What will I do differently next time?

I will plan out the year and spread out the modules so that the work is spread evenly. 



	How will I do it differently next time?

I will express my learning needs to my assessor and ensure that they understand that I may need additional support. 



Colleague X’s Learning Log
	
What happened?


	What did I do?
Attended a Web expenses course. 


	How do I think/feel about this?
I think this was a great opportunity for me to learn how to process invoices on Web expenses. 


	How well or how badly did it go?
I think this course went well, I picked up new skills and have a better understanding of the system.


	
My conclusions/reflections/lessons learned


	What did I learn?
I learned how to upload invoices, how to match payments to the invoices, how to file invoices, how to authorise payments.


	What have I achieved?
I have gained experience and more knowledge. 


	How have I put any theory into practice?

I have been able to independently process the Web expenses this month. 

	What have I learned about myself?
I have learned that I understand better when someone explains the instructions to me verbally. 


	How does what I am doing lead me to becoming better at a skill?
By doing this course, I can improve my efficiency when undertaking the task. 


	How can I use this to plan for the future?
I can see where the gaps in my skills are and can fill them with training opportunities. 


	How can I use this to plan new learning experiences?
I can take an advanced Web expenses course, which will teach me how to be a Superuser and use all features to my advantage. 


	
My plan to do something better/different by using what I have learned 


	What will I do differently next time?

I will ask the person leading the training session for all notes and handouts given so that I can type up notes after the session. 



	How will I do it differently next time?

I will take more comprehensive notes and save any handouts. 




Description


Evaluation
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Conclusion


Action Plan
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