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[bookmark: _Toc119413063]Personal Development Plan

[bookmark: _Toc119413064]Self-Assessment

I am currently working in payroll and tax compliance at the Driver Vehicle Standards Agency (DVSA), which is part of the civil service. My role includes processing the payroll for 5000 employees, handling large amounts of data, working to deadlines, dealing with a vast range of complex queries from staff, processing P11Ds and much more.
The parts of my job I enjoy most are working collaboratively as part of a team, the flexibility of hybrid-working, learning new skills and being challenged. 
I consider my strengths to be my enthusiasm, problem solving, my ability to learn quickly, and my organisation skills. My biggest weaknesses are my self-doubt and lack of confidence and my fear of conflict.
I believe my transferrable skills are being able to work under pressure to meet deadlines, while maintaining accuracy. I’m friendly and enjoy helping people, I’m proficient in Microsoft Office, I’m organised and always eager to learn.
I would like to gain more experience in leadership roles and am interested in learning more about other departments and roles both within DVSA and the civil service as whole. 
(Personal SWOT analysis - Appendix A).
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Goal 1 – Achieve a first class honours degree in leadership and management.
Goal 2 – Get a promotion into a leadership role.
Goal 3 – Continue my learning journey and achieve a master’s degree. 

[bookmark: _Toc119413066]Strategies

Goal 1 – Continue to level six and work to the best of my ability. Do not get complacent and aim to stop procrastinating and not leave assignments until the last minute. I see a huge improvement in my work in level five compared to level four, so I intend to build on that, and give it everything I can. 
Goal 2 – There are few opportunities for advancement within payroll at DVSA, so my first step will be to look for openings in other departments. DVSA often advertise temporary vacancies within other departments for a set period, so I aim to apply for three, and therefore gain experience and broaden my prospects for advancement further down the line. I will also find a mentor from the senior management team, and I want to push myself to step out of my comfort zone by volunteering to lead meetings and deliver presentations.    
Goal 3 – When I finish level five, I am going to start researching which subject, and where I would like to go on to complete my master’s degree. 
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Goal 1 – Level six will start in February 2023 and finish in December 2023. I will graduate in the summer of 2024. 
Goal 2 – I wish to work in three temporary roles in different areas during between January 2023 and June 2024. I will then begin to apply for a permanent promotion in June 2024, around the time I graduate.
Goal 3 – I aim to start my master’s degree in 2024 and complete it in 2026.
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There is always a risk that things won’t go to plan. Life can be unpredictable, and there is always the chance of failures and obstacles along the way. My plans for such events are outlined below:

Goal 1 – If I fail or fall behind in level six, I will simply go back and try again. Failure is not an option for me, and I will keep trying until I get my degree. 
Goal 2 – There is no guarantee that I will be successful in gaining a promotion, which is why I aim to gain experience on other areas first. This will widen my prospects and not limit myself to one area. I am prepared to leave DVSA if an opportunity arises elsewhere and will keep applying for different roles until I’m successful. I am also prepared to complete any qualifications or courses that are required.
Goal 3 – A master’s degree hasn’t been something I’ve thought of doing until quite recently. I’m still not completely sure it’s what I want, but I know I want to try. If I decide it’s not for me then I will reassess my options at that point. However, if I do decide I want it, I will keep trying until I get it.  
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I will review my development plan every three months to assess whether or not I’m on track. I’m also prepared for my goals and timelines to change along the way as I gain experience and reflect on my experiences. 
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Alyson Downes
alysondownes@hotmail.co.uk |  07970 889511 |  2 Derwent Street, Llanelli, SA15 3EP 2 Derwent Street, SA15 3EP, Llanelli, 
	Professional summary



I have a clear, logical mind with a practical approach to problem-solving and a drive to see things through to completion. 
I have experience in managing and leading teams across multiple sectors, providing a safe pair of hands to any company.
I am driven, eager to learn, I enjoy overcoming challenges, and I have a genuine interest making organisations successful.
I am currently a Payroll and Tax Compliance Officer within the civil service, working diligently to ensure 5000 employees are paid timely and accurately each month. I am well-versed in all elements of payroll processing and regulations.
I am on course to achieve a first-class honours degree in leadership and management.


	Skills



	· Management Experience - Experience of leading a small team during my time as Head Cashier, I self-managed during my role at Machynys, and I lead the payroll team during line manager absences in my current role.
· Strong Team Player - Vast experience of team working in both my current and previous roles. I thrive in a team environment and take great pride in team achievements.
· Enthusiastic and Friendly – Sociable and keen to learn. 
	· Passionate About Delivering Great Service - I take pride in my work and will go above and beyond to help resolve any issues for my colleagues and clients.
· Always Meet Deadlines - Accustomed to meeting deadlines and can work efficiently and accurately.
· Exceptional Organisational Skills – Working to deadlines has ensured my organisational skills are exemplary.
· Strong Communication Skills – Proficient in both written and oral communication.



	Work history



	Jun 2019 - Current
Payroll and tax Compliance Officer
Driver Vehicle Standards Agency - Swansea 
	· CIPP qualified.
· Responsible for a large, complex monthly payroll of approximately 5000 employees with costings of approximately £12,000,000 per month.
· Up to date knowledge of all current legislation including income tax, national insurance, statutory payments, and deductions.
· Able to manually calculate income tax, National Insurance and statutory payments and deductions.
· Strong team player.
· Proficient in SAP ERP and experienced in SAGE Payroll.
· Continuously running and checking a variety of reports to ensure employee are paid accurately and on time.
· Deal with a huge range of complex queries from employees regarding their pay and income tax and assist other departments with pay related queries regularly.
· Accustomed to working to strict deadlines.
· Accomplished Microsoft office user.
· Experience in production of P11Ds and overpayment recovery.
· Experience in data migration and user acceptance testing.
· Regularly assist with internal audits and training new team members. Recently created a skills matrix for the team to track their skills and knowledge and easily identify development needs.
· Experience of leading the team when covering the line manager's absences.
· Worked collaboratively to implement several annual pay awards/pay rises successfully with 100% accuracy.
· Regularly liaise with external and internal stakeholders.
· Played a significant role helping the team to gain CIPP accreditation.
· Payroll reconciliations.
· Created a comprehensive list of desk instructions to aid new team members and identify areas of risk.



	Oct 2015 - Jun 2019
Accounts Administrator
Machynys Peninsula Golf and Country Club - Llanelli 
	· Prepare monthly cashflow statement and cash flow projections.
· Complete bank and credit card reconciliations.
· Process BACS, CHAPS and Faster Payments.
· Manage monthly membership direct debits.
· Process and pay invoices, reconcile monthly statements.
· Manage petty cash system.
· Xero and Sage accounting software experience.
· Solely responsible for a small payroll of approximately 80 employees as well auto-enrolment to the company pension scheme.
· Sage payroll system experience.



	Jul 2000 - Oct 2015
Head Cashier
Grosvenor Casinos - Swansea 
	· Head of the cash desk department and responsible for managing a team of cashiers.
· Complete staff rotas.
· Appraise staff and prepare personal development plans.
· Perform staff training.
· Customer service.
· Balance cash desk.
· Monthly audits.
· Ensured the cash desk was operating within strict laws, regulations and guidelines.



	Education


Expected in Dec 2023 
Bachelor of Arts : Leadership and Management
University of Wales Trinity Saint David | Carmarthen

Dec 2021
Certificate of Higher Education : Skills in the Workplace
UWTSD | Carmarthen

Dec 2021
Level 4: Leadership & Management
The Institute of Leadership & Management (ILM) | Online
 
Jan 2020 
Payroll Technician Certificate : Payroll
CIPP | Swansea 
 
May 1998 
GCSE
Coedcae Comprehensive School | Llanelli 
10 GCSEs grades A*-C
 
	References


Available on request. 
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4th July 2024 
Dear old Alyson (not that kind of old before you shout!),

Well I suppose the first thing I should say is congratulations! You did it! Not only have you got a degree, but you’ve got a first! Of course the only person that ever had any doubt is you…But hey, enough about that, that was the old you. I’m happy to tell you you’re actually quite confident these days! Who would have thought?!

Remember when you went through those units for the second GAM (the less said about the first one the better ), and you read about limiting self-beliefs? It was like a light bulb going off wasn’t it? So as soon as you submitted your final assignment that year, you started reading into it more. Well you know how obsessive you are when you start researching something….so anyway, long story short, you found a few strategies to give yourself a mental slap when you started with the negative self-talk, and honestly, it’s done you the world of good. I think the most useful piece of advice you found was to imagine what you’d say to your best friend if they were talking about themselves that way. You’d obviously be upset to hear someone you love putting themselves down like that, you’d tell them how fantastic they are and that they needed to stop being so hard on themselves. So you started doing the same for yourself, and it helped you enormously, as cheesy at that sounds!

Looking back, I could already see the change in you from the beginning of level five up to that point, you’d started growing already. I remember during the residential weekend when nobody from your group wanted to stand up in front of the class and talk about what you’d discussed, so you did it. You were shaking like a leaf, but you did it! There’s no way in the world you’d have done that a few months earlier, you actually felt quite proud of yourself, and rightly so! You even did a presentation in the finance conference at work a few months after that. You were a bag of nerves again, but, again, you still did it, and you did it well. 

The standard of your work improved enormously during level five too, I think, and hope, that you already know that. You needed to step-up a level and you really did. Not because of some fluke, but because you really put the work in. You never forgot Mrs. Evans, your head of year in comprehensive school, speaking to you on GCSE results day. You did no revision whatsoever and still got 10 GCSEs. She came and asked to see your results, so handed them over smugly, and she just shook her head. She looked you in the eye and said, ‘think what you could have done if you’d tried’. You were quite taken aback at the time and shrugged it off, but you never forgot that did you? Which is why you decided that when you finally started your degree, that’s exactly what you’d do. You’d see what you could do when you tried. So now you know. You can absolutely smash it and get a first! 

Level six brought its own set of challenges, I won’t lie about that, and I’m sure you can imagine in any case. But your confidence had already started improving by then, and you just kept growing. 

Oh and *spoiler alert*. You got a promotion! You’re a Higher Executive Officer (HEO) now! You’re still at DVSA, but I won’t tell you anymore than that. Let’s just say you kept to your word, you pushed yourself to try other roles and departments, you put yourself out there, and it paid off. Not that you’ve let yourself get comfortable mind, a month into the new role and you’d already started thinking about moving up another grade!
 
Anyway, that’s enough from me. I’m going to enjoy the rest of my graduation day celebrations now, with an extra-large vodka of course! (Because not everything changes )

Love you!

From your future self (who looks amazing in her graduation dress by the way) BA. 
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Personal SWOT Analysis 


	
STRENGTHS
· CIPP payroll technician certificate holder.
· Likely to achieve a BA in leadership and management.
· Team player.
· Enjoy learning and quick to pick up new skills.
· Experience in leading a team.
· Proficient in Microsoft Office and SAP.
· Friendly, approachable and enthusiastic.
· Reliable and hard working.
· Extremely organised. 
· Logical and driven.
· Problem-solving.

	
WEAKNESSES
· Lack confidence.
· Nervous about speaking up in meetings/public speaking.
· Not comfortable with conflict or giving negative feedback.
· Prone to procrastination
· Reluctant to say no which can result in taking on too many tasks. 
· Not particularly creative.



	
OPPORTUNITIES
· Workplace supportive of educational pursuits and prepared to fund training.
· A variety of development opportunities available in different areas of organisation.
· Temporary opportunities available in variety of departments both within DVSA and civil service as a whole. 
	
THREATS
· Civil service job applications are highly competitive as sought after.
· Limited growth opportunities in payroll specific roles. 
· Increase in automation may limit available roles.
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