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[bookmark: _1ci93xb][bookmark: _Toc213243672]Introduction
In today’s dynamic, the need for ongoing learning and skills is more crucial than ever. Continuous Professional Development (CPD) refers to the intentional process of improving and expanding one’s professional capabilities throughout their career. It includes formal training, informal learning, reflective practice, and experiential growth.
CPD is not just about acquiring new knowledge—it’s about applying it effectively, CPD empowers individuals to stay current with industry trends, meet requirements, and pursue personal career goals.
This assignment will explore the principles, benefits, and practical approaches to CPD, highlighting learning styles, potential barriers, Development needs and development options,support mechanisms for development,plan of action and progress.	
Exploring all of these will help in enhancing performance, boosting confidence, and preparing professionals for future challenges. 

[bookmark: _3whwml4][bookmark: _Toc213243673]1.0 Identify learning styles for self and another 
	Assessment Tool
	Your Results
	Another’s Results

	VARK
(Fleming, 1987)
	kinesthetic

	visual

	Honey & Mumford
(Honey & Mumford, 1986)
	Reflector
	Activist

	DANTEC
(Based on Kolb's (1984) theory of experiential learning
(Kolb, 1984)
	Reflective learner 
Co,Ro,ac

	Common sense learner 
Ac,Ae
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These results show me I learn effectively by doing hands on activities, I like to reflect on my work and get the most benefit through real experience and understanding
[bookmark: _2bn6wsx][bookmark: _qsh70q][bookmark: _Toc213243674]1.1 Development needs for self & another

	[bookmark: _3as4poj]
SWOT Person 1


	
STRENGTHS

Determination to deliver sufficient results.

I am very hands on and adapt well to multiple situations 

I have a lot of experience in time management, I can manage multiple projects simultaneously

I like to Co-ordinate and prioritise tasks effectively  

I work sufficiently in team organised projects I am a visual thinker.

I am empathetic to people around and can recognise when support is needed


	
WEAKNESSES

I am a Perfectionist, and this can be a downfall in starting a project as I procrastinate and strive for perfection.

Sometimes have difficulty delegating, wanting to do everything myself so it’s done to a certain standard. 

I tend to avoid conflict and sometimes that can lead to not speaking up about a problem.

I struggle to say no so that I don’t upset anyone and this can lead to taking on to much leading to stress and anxiety. 

I sometimes lack confidence.

I can Struggle to adapt to new technologies and systems initially


	          
             Opportunities 

Succession by Identifying internal talent for leadership roles ensuring continuity and resilience
 Utilizing employee feedback systems and performance to make informed decisions and improve team performance.
Organizational Growth or Restructuring Business expansion, new departments.

Take initiative to introduce new services, train team members, or lead demonstrations

Take advantage of digital platforms
Research and lead the implementation — including training and marketing.



















	
THREATS


Other businesses or individuals offering similar services

Budget cuts, or economic uncertainty, reduced hours, or limited growth opportunities.

Struggling to keep up with new tools, software, or industry-specific tech can leave you or your business behind.

Toxic environments, gossip, favouritism, or lack of communication can lead to staff turnover, stress, and reduced productivity.

New laws, health regulations, or licensing requirements can affect how you operate or require extra costs.







	
SWOT Person 2


	
STRENGTHS

Customer-Focused: Able to build strong, long-lasting customer relationships and understand client needs deeply.
Problem-Solving: Skilled at tackling complex challenges, identifying root causes, and implementing effective solutions.
Adaptable & Flexible: Comfortable with change and able to stay effective and focused under shifting circumstances.
Analytical Thinker: Strong ability to analyze complex situations and make informed decisions.
 Strong Communication Skills: Communicates clearly, professionally, and persuasively with customers, colleagues, and leadership.




	
WEAKNESSES

May take on too much independently instead of delegating early.
Occasionally too detail-oriented, slowing decisions in fast environments.
Hesitant to ask for help on complex tasks, which can increase stress.
Sometimes stay too focused on execution and not enough on strategic perspective during busy periods.


	
OPPORTUNITIES
Leverage customer-focused approach to expand client networks, improve customer retention, and support business growth.
 Use strong problem-solving skills to take on higher-level responsibilities or lead complex projects.
Adaptability during change positions you for roles in fast-paced, transforming, or growing environments.
Analytical strengths create opportunities for involvement in strategic planning, process improvement, or decision-support roles.
Communication abilities support leadership roles, cross-functional collaboration, and customer-facing initiatives.





	
THREATS
Overloading myself leading to burnout or missed deadlines.
Slower decisions in fast-paced environments can cause missed opportunities.
Reluctance to ask for help may cause delays on large or complex projects.
Staying too tactical may limit leadership development and visibility for higher roles.
High workload could affect customer relationships if capacity becomes strained.





[bookmark: _Hlk214308886]Gap Analysis person 1 
	[bookmark: _Hlk214309153]Current state
	Analysis
(Briefly outline what I need to do and why it will work)
	Desired (Future) state

	I lack confidence 
		
	Build small wins daily. 
Track my successes and seek mentorship or peer support. 
This will work as I am being proactive and growing my self-belief.
	



	Grow into a confident, empathetic leader who understands others’ insecurities too.



	Struggle to adapt to new tech/systems
	Break learning into small steps. Ask for hands-on training. Pair with tech-savvy people when possible. Learn and grow.
	Willingness to learn, persistence, and growing digital adaptability — critical in modern leadership.



	Struggle to say no, fear of upsetting others
	Set clear boundaries by learning respectful ways to say no (e.g. “I’d love to help, but I need to finish X first”).
	Balanced workload, better mental health, and more respect from others for your time and honesty.



		Avoiding conflict and not speaking up



	 Learn and practice assertive                                                 communication techniques. Start with low-stakes situations.
	Become a calm, respectful communicator who addresses issues constructively — a key leadership trait.









Gap Analysis person 2 

	Current state
	Analysis
(Briefly outline what I need to do and why it will work)
	Desired (Future) state

		
	


Customer focus 
	Seek roles/projects involving customer strategy; gather customer data insights; lead customer improvement initiatives
	Lead larger customer initiatives; improve retention and satisfaction metrics

	      Problem solving
	 Take on cross-team projects; shadow leaders solving high-level problems; request stretch assignments
	Become a go-to expert for critical or high-impact problem-solving


	    Adaptability & Flexibility
	Get training in changing management; support or lead transformation initiatives
	Lead others through change,become a stabilizing force in transitions


	         Analytical Thinking
	 Join planning meetings; contribute data insights; learn advanced analytical tools
	.Use analytical skills for strategic planning and long-term decision-






[bookmark: _1pxezwc][bookmark: _Toc213243675]1.2 Potential barriers to learning and Strategies for overcoming them


	confidence



	 Overwhelmed, or doubting ability to learn new skills.



	Set clear, achievable goals.
Celebrate progress and small wins.
Seek support from mentors or peers.
Choose learning topics that align with interests or career goals.



Struggle to Adapt to New Technology or Systems
Technological changes can make it challenging to keep up with new systems, tools, or processes. This may lead to frustration, reduced confidence, and a reluctance to engage with learning opportunities involving technology.
Strategies to Overcome:
Seek training and support
 Practice regularly
Start small
Ask for mentorship 
Adopt a growth mindset
Struggle to Say “No” – Fear of Upsetting Others
Some professionals find it difficult to refuse additional tasks or responsibilities, fearing it might cause conflict or disappointment. This can lead to overcommitment, stress, and lack of time for personal development activities.
Strategies to Overcome:
Develop assertiveness skills.
Use positive language 
Prioritize tasks: 
Reflect on workload
Seek feedback
Avoiding Conflict and Not Speaking Up

A tendency to avoid conflict may lead to not voicing opinions, ideas, or concerns—especially in team settings. This can limit professional growth, collaboration, and opportunities for constructive feedback.

Strategies to Overcome:
Build communication confidence
Use “I” statements
Prepare before discussions.
Engage in reflective practice
Attend communication or emotional intelligence training
[bookmark: _49x2ik5]✅ Summary Reflection
[bookmark: _2p2csry][bookmark: _147n2zr][bookmark: _Toc213243676]Overcoming these barriers requires self-awareness, confidence, and proactive development of interpersonal and technical skills. By setting clear learning goals, seeking support, and practicing assertive communication, professionals can enhance both their personal effectiveness and their contribution to their organization.
1.3 Development options 
Digital Skills Training 
E-learning and Tutorials
     Peer Mentoring
     Job Shadowing
Practice Projects
Reflective Journal 
     Time Management Training
Coaching or Mentoring
Role-Playing Exercises 
Reflective Practice
Communication and Conflict Resolution Training
Confidence-Building Workshops
Team Meetings or Discussion Groups
Professional Coaching
Reading and Self-Study.
Feedback and Reflection.
Increase digital confidence and adaptability to new systems.
Enhance assertiveness and boundary-setting skills.
Improve communication and conflict management

[bookmark: _3o7alnk][bookmark: _Toc213243677]

1.4 support mechanisms for the development of self & another

Mentoring and Coaching
For myself: A mentor or coach can help me identify strengths, address weaknesses and develop career pathways.
For others: Acting as a mentor helps me share knowledge, build leadership skills, and encourage others’ growth and confidence.
Supervision and Appraisals
For myself: Supervision helps me identify learning gaps, gain feedback, and set clear CPD objectives.
For others: When supervising or appraising others, I can guide their professional growth and ensure learning aligns with service goals.
Training and Continuing Professional Development (CPD) Opportunities
For myself: Attending training improves competence and confidence 
For others: Encouraging and facilitating colleagues to attend courses promotes team development and shared learning.
Peer Support and Collaboration
For myself: Encourages reflection, idea sharing, and feedback from peers.
For others: Builds confidence and teamwork through mutual learning and peer discussion.
 Reflective Practice and Feedback
For myself: Reflection helps me recognise patterns in behaviour, such as avoiding conflict, and plan strategies for improvement.
For others: Encouraging others to reflect helps them develop self-awareness and ownership of their learning. 


Organisational Support and Resources
For myself: Access to learning resources, protected time for CPD, and leadership support enhances motivation and engagement.
For others: Promoting an environment that values learning helps staff feel encouraged and invested in.
[bookmark: _23ckvvd][bookmark: _Toc213243678]
1.5 Plan of action Personal Development Plan
	Development Area / Barrier
	Goals (What I Want to Achieve)
	Actions / Development Activities
	Support Mechanisms
	Timescale
	Success Criteria / Evidence

	Adapting to new technology and systems
	Improve confidence and efficiency when using new digital tools or software.
	- Attend digital skills workshops or online tutorials.
- Practice regularly using workplace systems.
- Seek guidance from a tech-savvy colleague (peer mentoring).
	- Line manager support.
- Peer mentoring.
- Access to IT training resources.
	Within 3 months
	- Confidently using new systems independently.
- Reduced need for assistance.
- Positive feedback from supervisor.

	Struggling to say 'no' – fear of upsetting others
	Develop assertiveness and learn to set professional boundaries.
	- Attend assertiveness and communication training.
- Practice assertive responses in team meetings.
- Reflect on outcomes in a learning journal.
	- Coaching or mentoring support.
- Feedback from colleagues or supervisor.
	3–6 months
	- Ability to decline tasks appropriately.
- Improved confidence and reduced stress.
- Positive feedback from team.

	Avoiding conflict and not speaking up
	Increase confidence in expressing opinions and handling difficult conversations.
	- Participate in conflict resolution and communication workshops.
- Role-play challenging conversations.
- Seek feedback after meetings or discussions.
	- Supervisor feedback.
- Peer learning groups.
- Reflective practice sessions.
	6 months
	- Speaking up confidently in team discussions.
- Positive feedback on communication style.
- Greater involvement in decision-making.

	Supporting the development of others
	Become more effective in mentoring and supporting colleagues’ growth.
	- Undertake mentor or leadership training.
- Offer peer support sessions or share learning from CPD activities.
- Encourage others to create personal development plans.
	- Organisational learning and development team.
- Mentoring supervision.
- Peer collaboration.
	Ongoing
	- Colleagues report feeling supported.
- Evidence of team improvement or shared learning outcomes.
- Feedback from mentees or peers.





✅ Summary of Plan
This action plan will help me:
Build confidence and adaptability when using new systems.
Strengthen assertive communication and boundary-setting skills.
Improve conflict management and professional dialogue.
Support the development of others through mentoring and shared learning.
Progress will be reviewed regularly through supervision, reflection, and feedback, ensuring continuous professional growth for myself and my team.





[bookmark: _ihv636]
Person 1
	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

	
Improve confidence and skills in using new technology and systems.


	Attend digital skills or system-specific training sessions.
- Practice regularly using workplace systems.
- Ask colleagues for demonstrations or tips.
	- Access to IT training courses or online tutorials.
- Support from line manager and colleagues.
- Time allocated for practice.
	Confidently using systems with minimal assistance.
- Positive feedback from supervisor or peers.
- Increased efficiency in work tasks

	3 months

	Develop assertiveness and ability to say “no”



	Attend assertiveness and communication workshops.
- Practice assertive communication in meetings and daily tasks.
- Reflect on experiences using a learning journal.
	Coaching or mentoring support.
- Access to assertiveness or communication training.
- Feedback from colleagues and
	- Increased confidence in managing workload.
- Successfully declining or negotiating tasks without conflict.
- Reduced stress and improved work–life balance.
	3 months

	
Improve confidence in handling conflict and speaking up.

	- Participate in conflict resolution or interpersonal skills training.
- Observe and model effective communication techniques.
- Engage in reflective discussions after challenging situations.
	- Line manager and peer support.
- Access to workshops or e-learning modules on communication and conflict management.
- Feedback from team members.
	Greater participation in discussions.
- Positive feedback on communication and teamwork.
- Demonstrated ability to express opinions constructively.
	6 months




Personal Objectives

	Short Term Goals (next 12 months)

	
Building confidence, core skills, and immediate improvements in day-to-day practice.

	Medium Term Goals (2-3 years)

	
Strengthening professional skills and beginning to support others’ development.


	Long Term Goals (3-5 years)

	
Career progression, leadership, and professional mastery.










Person 2
	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


	Improve delegation and empower others
	Identify tasks to delegate, set expectations, follow up regularly
	Guidance from manager; delegation templates; peer feedback
	Team completes tasks independently; reduced workload pressure
	2months 

	
Make faster decisions in fast-paced situations
	
Use decision frameworks; set time limits; practice prioritization
	
Training on decision-making; mentorship from experienced leaders
	
Faster turnaround on tasks; fewer delays; positive feedback
	1 month 

	Strengthen strategic thinking
	

Block weekly strategy time; join planning meetings; use strategic tools
	

Access to strategy 
workshops; mentoring; leadership input
	
Contribution to strategic discussions; visible long-term planning
	3 months

	Become more collaborative and ask for help sooner
	
Involve others early; schedule regular check-ins; share workload
	Collaboration tools; peer support; manager guidance
	
Increased teamwork; faster project completion; improved stress levels
	 3 months

	

Improve leadership communication (presenting, influencing)
	


Lead meetings; practice presentations; take communication training
	
Public speaking courses; feedback from manager/peers
	


Stronger presentation scores; confident delivery; improved stakeholder engagement
	 6 months



Personal Objectives

	Short Term Goals (next 12 months)

	Improve delegation skills, strengthen decision-making, enhance communication skills, increase collaboration, Participate in strategic planning discussions 

	Medium Term Goals (2-3 years)

	Take on leadership responsibilities Become recognized as a key problem-solver, , improve customer experience, Lead or support organizational change projects, continue developing strategic thinking,


	Long Term Goals (3-5 years)

	Step into a formal leadership or management role with responsibility for team, Drive strategic initiatives that contribute to business growth, Become a trusted advisor within the organization known for analytical thinking, Develop mastery in leadership communication, influencing stakeholders, guiding teams through change, Build a strong professional reputation and career path with long-term organizational goals.








[bookmark: _32hioqz][bookmark: _Toc213243679]1.6 Monitor progress
I monitor my professional development progress through regular supervision and reflection. During supervision meetings, I review my goals and discuss my progress with my co-worker, identifying any barriers and agreeing on actions to move forward. I also keep a reflective journal where I record what I have learned from day-to-day experiences, and feedback from others. This helps me to recognise areas of improvement and how my learning has positively influenced my work practice.
I actively seek feedback to gain different perspectives on my performance. Through this process, I can clearly see my growth, maintain accountability for my learning, and continue to develop both personally and professionally.





[bookmark: _Toc213243680]1.7 Conclusion


Through engaging in continuous professional development, I have gained a clearer understanding of my strengths, areas for improvement, and the steps I need to take to achieve my goals. Identifying barriers such as adapting to new technology, building assertiveness, and developing confidence in communication has allowed me to focus,
By creating an action plan, setting achievable goals, and using support mechanisms such as supervision, mentoring, and reflective practice, I have been able to take ownership of my learning. 
This process has not only enhanced my confidence and competence but also improved my ability to support the learning and development of others. I now feel more equipped to handle challenges and continue developing both personally and professionally. My ongoing commitment to CPD will help me maintain high standards of practice and progress towards my long-term career goals.

[bookmark: _Toc213243681]Reflection on the Recruitment process


Reflection on the Recruitment Process
Recruitment is a critical aspect of managing a successful business, as it directly impacts team performance, client satisfaction, and growth. Reflecting on my recent experiences with recruitment, I have gained insight into both the challenges and opportunities involved in selecting and onboarding the right staff.
What I Learned:
During the recruitment process, I realized the importance of clear job descriptions and defined role expectations. These ensure candidates understand the skills and responsibilities required, which reduces misunderstandings later
I recognized that fit is as important as technical ability. In a close-knit business, team dynamics and client-facing skills significantly affect the overall service experience. Ensuring candidates align with the team’s values contributes to a more harmonious workplace and higher client satisfaction.
Challenges Faced:
One challenge I encountered was balancing urgency with thoroughness. Sometimes, the need to fill a vacancy quickly can conflict with the need for careful assessment of candidates. I learned this by taking on board someone who wasn’t a good fit and fell short very quickly however I am aware that unconscious biases could influence my judgment, highlighting the importance of fair, objective, and structured evaluation processes. 
Improvements for the Future:
Reflecting on this, I plan to:
Develop a standardized recruitment checklist to ensure all candidates are assessed fairly.
Include trial shifts or practical demonstrations as part of the assessment to better gauge skills.
Seek feedback from colleagues involved in recruitment to improve the process continuously.
Attend training on unconscious bias and fair recruitment practices to enhance decision-making.
[bookmark: _1hmsyys][bookmark: _Toc213243682]Impact on Professional Development:
This reflection has improved my understanding of effective recruitment strategies and their impact on team performance and client experience. By applying these insights, I can make better hiring decisions, contribute to a positive workplace culture, and support the ongoing development of my team.
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[bookmark: _Toc213243683]Appendix A Curriculum Vitae

CV YASMIN VIRDEE
Advanced Skin Practitioner | Hair & Beauty Specialist | Customer-Focused Professional
Address: 2 Ger y Ffrwd, Llansamlet, Swansea SA7 9XW
Phone: 07974 480332
Email: yasminvirdee@icloud.com
DOB: 29/04/1990

PROFESSIONAL SUMMARY
Motivated and friendly professional with strong communication, customer service, and problem-solving skills. Naturally connects with people and excels in delivering high-quality client experiences. Experienced across beauty, aesthetics, customer support, retail, performing arts, and delivery logistics. Passionate about long-term skin and hair health, continuous learning, and providing exceptional service in every role.

CORE SKILLS
· Excellent Communication
· Customer Service & Client Care
· Time Management
· Multitasking
· Professionalism & Reliability
· Positive Attitude
· Problem Solving
· Organisation & Attention to Detail
· Self-Motivated & Independent
· Adaptable in Fast-Paced Environments

PROFESSIONAL EXPERIENCE
THE SKIN WORKS & CO
Owner / Advanced Skin & Hair Practitioner
Swansea | 07/2025 – Present
· Founded and now manage an advanced skin and hair clinic.
· Deliver luxury facials and conduct detailed skin, scalp, and hair analysis.
· Create personalised treatment plans for each client.
· Oversee all business operations including marketing, bookings, finances, and stock.
· Maintain exceptional hygiene, safety, and treatment quality.
· Provide results-focused treatments aimed at long-term skin and hair health.

AMAZON
Delivery Driver
Swansea | 11/2024 – Present
· Ensure timely and safe delivery of parcels.
· Adapt quickly to road, traffic, and weather conditions.
· Use handheld scanning devices for route management and proof of delivery.
· Complete end-of-route documentation accurately.
· Work independently with strong time management.

SELF-EMPLOYED — Hair & Makeup Artist
Swansea | 04/2022 – Present
· Provide professional makeup and hair styling for weddings, events, and special occasions.
· Conduct detailed consultations and trials.
· Advise clients on skincare routines and product choices.
· Maintain excellent hygiene of tools and workspace.
· Create bespoke hairstyles and makeup looks tailored to individual needs.
· Keep up to date with modern beauty trends and techniques.
· Manage bookings, communication, and scheduling.

SELF-EMPLOYED — Singer & Entertainer
Swansea | 2005 – Present
· Perform at weddings, tribute shows, live venues, and private events.
· Engage audiences with strong vocal ability and stage presence.
· Set up and operate audio equipment for performances.
· Collaborate with musicians when performing as part of a group.
· Manage bookings, client communication, and performance scheduling.
· Continue improving skills and staying updated with music trends.

DVLA
Customer Support Specialist
Swansea | 12/2007 – 12/2008
· Handled high-volume customer enquiries professionally.
· Resolved issues quickly using empathy and clear communication.
· De-escalated challenging situations.
· Used internal systems efficiently to manage cases.
· Ensured compliance with policies and procedures.
· Improved customer satisfaction through accurate information delivery.

NEXT
Retail Assistant
Swansea | 09/2009 – 12/2009
· Assisted customers with queries and product information.
· Replenished stock and maintained a clean, organised sales floor.
· Delivered friendly, helpful customer service.

CUTTING IT HAIR SALON
Hair Assistant
Swansea | 06/2006 – 06/2007
· Assisted stylists with colouring, cutting, shampooing and blow-drying.
· Prepared workstations and sterilised tools.
· Managed bookings and helped with reception work.
· Maintained salon cleanliness and helped manage stock.
· Supported stylists during colour applications and treatments.
· Provided customer hospitality and created a welcoming environment.

EDUCATION & QUALIFICATIONS
Gower College Swansea
· NVQ Level 3 Hairdressing (2023)
· NVQ Level 2 Hairdressing (2022)
· VTCT Level 2 Beauty Therapy (2019)
CPD & Accredited Training
· Hydrafacial
· Chemical Peels
· Microneedling
· Dermaplaning
· Hyaluron Pen (No-Needle Mesotherapy & Dermal Fillers)
· Hair Extensions Specialist (2021)
· Hyaluron Pen & Dermal Fillers – Beauty Institute, Milton Keynes (2019)
· Advanced Skin Training – Jazz Beauty Clinic (2025)


























[bookmark: _Toc213243684]Appendix B Continuous Professional Development Record

	Continuous Professional Development Plan – Yasmin Virdee

	
	
	
	
	
	

	Formal
	Informal
	Date
	Duration
	Status
	Details

	
	
	
	
	
	

	ILM Level 4 Diploma in Leadership and Management
	
	2025
	1 Year
	In Progress
	ILM

	L4 Certificate of HE Applied Leadership and Management 
	
	2025
	1 Year
	In Progress
	University of Wales Trinity Saint David

	VTCT Hairdressing level 2 
	
	2022
	1 year
	Completed
	Broadway hair and beauty

	VTCT Hairdressing level 3 
	
	2023
	1 year
	Completed
	Broadway hair and beauty

	VTCT Level 2 diploma in Beauty 
	
	2018
	1 year
	Completed
	Broadway hair and beauty

	
	 CPD Hyaluron pen/mesotherapy/dermal fillers
	2019
	2days
	Completed
	Beauty institute 

	
	CPD Hydrafacial 
	2025
	4days
	Completed
	Jazz beauty Academy

	
	CPD microneedling 
	2025
	4days
	Completed
	Jazz beauty Academy

	
	CPD Dermaplaning
	2025
	4days
	Completed
	Jazz beauty Academy

	
	CPD hair extensions
	2023
	1 day
	completed
	Anna’s hair acadamy

	
	CPD makup Artistry
	2016
	4days
	Completed
	London school of makeup
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