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Section 1: Know how to identify development needs 
1.1 Identify learning styles for self and another 
Learning styles are the most preferred ways in which people receive and acquire information. Knowing these styles is very important for personal growth and development as it helps an individual to optimize his learning experience (Ariastuti and Wahyudin, 2022). In my case and another, knowing our distinct  learning preferences enables us to tailor strategies to enhance our effectiveness in acquiring new skills and knowledge. 
For Self: 
My Learning Style: I consider myself as a visual learner. I prefer to learn information if it is given to me in visual format, for instance, in the form of charts, diagrams, videos, or even written notes. All these allow me to have a good grasp of complex ideas. When learning new concepts , I draw mind maps or diagrams to relate ideas (Wahyudin and Wahyuni, 2022). Furthermore, I usually highlight or color-code my written materials to improve my comprehension  and retention of the same. I also get benefited by seeing instructional videos or demonstrations because seeing the process a t work helps me grasp them more. 
For Colleague: 
The other person I am focusing on has an auditory learning style. The style is best learned by listening and speaking. This person has a greater aptitude to remember and understand information when it is said to them, like in discussions or lectures, or in some podcasts. They often want to read aloud or discuss topics just to really latch onto the learning. For example, when they try to master a complex topic, they would generally repeat it or discuss it with someone else in order to memorize it. It helps them to have group discussions or listen to recorded material to memorize and remember that data. They can focus also when they hear how a given topic can be explained coherently (Rogowsky, Calhoun and Tallal, 2020). Recognizing the learning style allows  me to improve my learning strategies. For me, better learning would be reinforced by more visual aids and interactive tools. For the other person, better retention of new information may rely on auditory tools like podcasts, audio books, or verbal explanations for better retention of new information. By hence tailoring learning approaches to these preferences, both of us can maximize our potential to have the best possible learning experience.


1.2 Use a simple technique for identifying development needs for self & another

	SWOT Person 1

	STRENGTHS 
Strong analytical skills that can be seen  in the ability to process and interpret 
complicated data. 
Good communication skills, especially  through writing
	WEAKNESSES 
Limited public speaking experience to  present ideas in front of large 
audiences. 
Tend to overanalyze; thus delays  
decisions sometimes.

	OPPORTUNITIES 
Attend public speaking workshops to increase confidence while presenting.  Take courses on leadership to 
strengthen delegation and decisions.
	THREATS 
High workloads may only provide a  
limited opportunity for participation 
in development programs 
May lack management support on  
professional growth initiatives



	SWOT Person 2

	STRENGTHS 
Interpersonal skills. Team 
building is positively done. 
Adjustability. Adjusts quickly to  
new procedures and systems.
	WEAKNESSES 
Technical knowledge on data analysis  and reporting. 
Unpredictable time management.

	OPPORTUNITIES 
Take technical trainings to enhance skills  on data analysis reporting 
Join time management workshops for  productivity.
	THREATS 
Multitasking has given rise to burnout  due to poor time management. 
External technical help dependency 
could restrain personal development




Gap Analysis person 1 
Currently, Person 1 has good analytical skills and communication through written 
media; however, there are noticeable gaps in other areas. Public speaking is one key gap-they are brilliant at analyzing and organizing information, but presenting ideas in front of large groups remains challenging because  of lack of experience and fear of judgment (Fahmi and Ali, 2022). Attending public speaking workshops along with attempting smaller group presentations for their practice would be useful for them. 
Gap Analysis person 2 
Person 2 (Colleague): 
Person 2 is on top concerning interpersonal skills and flexibility, but lacks technical expertise in data analysis. This capability prevents them from utilizing analytical tools in their daily working activities. They could choose foundational courses in data analysis, practice with tools like Microsoft Excel and Power BI, and handle technical competency. Another gap is time management. Though Person 2 easily adjusts to a new task, the coordination of  activities and importance of tasks are difficult (Chen et al., 2022). There is a strong potential that he can improve his ability by attending more time management workshops and utilizing productivity tools like Trello or Asana. Lastly, Person 2 is hesitant about taking any leadership position, mainly out of shyness and poor experience. In a  mentorship program and taking up smaller projects where they can build confidence before making gradual changes to the leadership skills. 



1.3 Identify potential barriers to learning for self and another. 
For Self: A few potential hindrances in learning and development could be time constraint, because managing a demanding workload would also limit the availability of much time for personal growth, and secondly, there is a resource constraint where  training programs or materials are expensive or not readily available. These include fear of inadequacy or being uncertain, especially when learning something new or complex. Another barrier could be distractions or competing priorities, both in personal and professional life, but which may sidetrack my ability to focus and retain information (Cabus et al., 2020).. Colleague (Sarah): Sarah experiences different barriers to learning that influence her professional growth. Among them, fear of failure often hinders her from venturing out of her comfort zone to try different things. She lacks technical skills, which makes  it hard for her to cope with the numerous digital tools used in modern learning approaches. 
1.4 Explain how these barriers to learning can be overcome. 
For Self: To overcome the time constraint issue, it would help to implement effective time management strategies. Some ways  would be to dedicate blocks of time for learning and make use of tools like Google Calendar or Trello in being productive. Moreover, breaking down learning objectives into smaller, manageable tasks can make progress more achievable without overwhelming daily responsibilities. This can be done by accessing resources and finding cheap or free avenues, such as webinars, free online courses, or organizational training programs. Building one's network of professionals will also offer opportunities to share knowledge and resources with a team at no or negligible cost. So, to combat a lack of confidence one must start with more basic foundational skills and gradually move toward complete tasks (Mitina and Mitin, 2020). Feedback from mentors or peers, combined with small celebrations over small achievements, will continue to drive the momentum upward.  For Colleague : To address Sarah's fear of failure, establishing a nurturing learning environment will help her feel more confident, especially as she develops a growth mindset that presents mistakes as avenues for learning opportunities. Mentorship and positive reinforcement can reduce the fear of taking risks in her learning journey. Tackling her limited technical  skills could be best addressed by developed training programs especially focused on hands-on experiences on step-by-step guidance (Robertson et al., 2020). Providing access to beginner-friendly software and resources, as well as the opportunity to practice will help her build up her confidence gradually. 
Section 2: Know how to develop self & others to achieve organizational objectives 
2.1 Analyse learning/development options to meet needs of self & another. 
For Self: To answer my developmental needs, various learning and development options exist. For instance, formal education could be in the form of registration for specific certifications or courses within a subject of interest, such as project management or leadership. On the other hand, online-based platforms such as Coursera or LinkedIn Learning present flexible opportunities that provide me with the ability to build specific skills, such as time management or data analysis. 
These certifications not only give me a much deeper understanding of relevant theories and practices but also increase my credibility and employability. Besides formal education, practical experience is another avenue for development. More responsibilities given by work, like managing a project or working with a team, would improve my abilities in leadership, decision, and communication skills (London, Sessa and Shelley, 2023) 
Learning by doing can be quite effective as a way to gain experience on matters such as resolution of conflicts and team management as they relate to career growth. For the case of developments, mentorship may be another option for me. A mentor is able to give me personalized guidance and feedback, instilling insight from experience, thus helping avoid pitfalls and make better career choices.
For Colleague: 
Technical Training: Sarah can be registered for introductory-level data analysis courses to help her develop the required skills. Practical job experience type training in tools such as Microsoft Excel or Power BI would be productive for her. 
Time Management Workshops: Structured workshops or seminars on prioritizing tasks and managing workload can be a useful solution for Sarah, as these ones typically include techniques such as using an Eisenhower Matrix or Pomodoro Technique that help increase productivity Leadership Development Programs: She can engage herself in minor leadership activities like handling a team project, which would provide a safe space to build her confidence and experience. Leadership courses with simulated situations would be needed for developing some crucial decision- making skills (Şimşir, 2021). 
Peer Learning and Networking: Engagement with professional networks or forums by encouraging Sarah can offer her new ideas and best practices that help her enhance her technical and leadership development. 
2.2 Identify support mechanisms for the development of self & another 
For Self: Mentorship is quite important support for my self development. Access to a mentor really guides me through experiences, good feedback about constructed improvement, and navigation through challenges. One may be offered advice on how to navigate career progression, leadership skills, as well as practically or technically navigate professional obstacles. This is really the point of refining my decision making and problem-solving skills. 
Another essential support mechanism is seeking continual feedback from peers and supervisors. Regular performance reviews and informal feedback give me a feel of my strengths and weaknesses, which helps me adjust my approach. Besides that, online courses, webinars, and professional development workshops help expand my knowledge and skills. I feel that these resources enable me to keep abreast of current i ndustrial developments and acquire new skills and competencies to impact my growth. The last, but not the least, is networking support. Connecting with like minded people, involvement in industry-specific events, and interactions foster a sense of community and exhibit diverse views and open up doorways for such collaborative work, which may contribute to my long-term development. In fact, with these support mechanisms, I will be better able to move up my career ladder and meet my personal development goals. 
For Colleague: Once again, mentorship is another important support structure that can facilitate Sarah's development. Appointing a mentor for Sarah in the organization will help her receive expert guidance and individualized support in her career path. A mentor can advise her on leadership, communication skills, and feedback on further developing her skills in project management. Apart from mentorship, peer support is also highly essential. Collaboration with colleagues, who have similar professional aspirations, will support Sarah. There will be sharing of knowledge, challenges, and advice among peers to enhance mutual growth. To be sure, external professional development programs such as workshops or industry conferences can also be very helpful to Sarah. These programs will help her to familiarize with new ideas, best practices, and innovations that can make her improve her skills particularly in areas she needs improvement on, such as time management and data analysis. Secondly, placing Sarah on a job rotation or cross functional projects within the organization will expand her skill set and give practical experience and know-how in other areas. Last but not least, regular 2.3 Prepare development plans for yourself and another person 
performance reviews with clear, actionable feedback will enable her to track the progress and make appropriate changes. 
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 my 
communication and public speaking skills.
	Join a workshop in 
public speaking, such as Toastmasters or 
similar programs.
	Professional training 
programs and on-line  
courses.
	Successfully delivering  a presentation to a 
team or broader 
audience.
	Three months 
from initiating 
the 
development 
plan

	Build up the 
leadership and 
delegation abilities.
	Lead team projects  to practice 
delegation.
	Mentorship 
from an 
experienced 
leader within the 
organization.
	Completing a team 
project, including 
satisfactory delegation  and feedback from the  team.
	Three months 
from initiating 
the 
development 
plan

	Make decisions more efficiently and with greater confidence. What do I have to do?
	Use decision-making tools like SWOT or 
cost-benefit analysis in a workplace setting
	Feedback 
from 
colleagues and 
supervisors to 
determine
	Being timely and effective to consider their decisions  toward the impact of the project.
	Three months 
from initiating 
the 
development 
plan




progress.
Personal Objectives 
	Short Term Goals (next 12 months)

	Attend a class in public speaking to improve presentation skills. 
Lead at least one team project successfully and thus learn to delegate. 
Use decision-making framework situations in three workplace context situations.

	Medium Term Goals (2-3 years)

	Transition to a leadership role within the organization; such as lead for a team, supervisor 
Develop an extensive professional network through industry conferences and seminars 
Obtain a leadership certificate program. Such as a Diploma in Leadership and management.

	Long Term Goals (3-5 years)

	Departments or Project Head: Senior leadership role to earn that respect. 
Mentor junior colleagues to contribute to organizational growth and talent development.  
Establish a strong personal brand as a confident and decisive leader in the industry.




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

	Acquire and 
increase knowledge 
of basic data 
analysis tools like 
Excel and Power BI.
	Register for 
foundational 
courses on Excel  
and Power BI.
	Availability of 
introductory technical 
training materials and/or  workshops
	Individually 
complete a task or  
project in Excel or 
Power BI
	Three months 
from the start of  the 
development 
plan.

	Increase 
understanding of 
effective methods of  
managing and 
organizing time.
	Apply formal time 
management 
techniques like Trello  or the Eisenhower 
Matrix.
	Mentor or supervisor  
guidance regarding 
balancing workloads
	Meet deadlines and 
complete tasks using  
better efficiency
	Three months 
from the start of the development plan.

	Develop more 
confidence in 
leadership roles and  
making decisions.
	Step up and 
volunteer for 
leading smaller  
tasks or sub 
projects.
	Support from others  
when leading to 
have increased 
confidence
	Develop positive 
feedback from her 
leadership results 
from team members
	Three months 
from the start 
of the 
development 
plan.



 
For Self: 
Personal Objectives 
	Short Term Goals (next 12 months)

	Develop a basic level of proficiency in tools such as Excel and Power BI.  
Effectively manage time and ensure that all project deadlines are met. 
Lead a small team project to build leadership experience.

	Medium Term Goals (2-3 years)

	enhance technical skills by obtaining intermediate-level certification in data analysis tools.  
Assume regular leadership roles, such as cross-functional projects. 
Build professional credibility through activities such as participating or presenting at knowledge-sharing forums or workshops.

	Long Term Goals (3-5 years)

	Obtain the leadership position within the organization: either be a project manager or a team manager.  Be an expert in data-driven decision-making and strategy development. 
Become renowned for technical and leadership competencies to drive the success of the organization.




2.4 Method used to monitor the development of self & another. 
This will be accomplished by a combination of structured feedback, tracking of progress, and self-assessment. Regular feedback sessions with a mentor or manager will be scheduled on a monthly basis to review certain objectives such as public speaking, leadership, and decision -making. The aim will be to judge achievements, identify areas for improvement, and adjust the development plan if necessary. Tools such as Trello or Asana, wi ll allow for keeping records of accomplishments and milestones for the tasks. Tracking progress allows measuring against a set of predefined benchmarks, such as delivering presentations or overseeing team projects. Self-assessment will also play a very important role since regular reflections on performance for SMART goals will actually ensure that  my development complies with both personal aspiration and organizational needs. 
For Colleague: 
For Sarah, monitoring her development will involve performance reviews and mentorship support for her development. One-on-one check-ins with her will help look at her progress in acquiring technical skill, improving time management, and increasing leadership abilities. Key performance indicators like prompt project  completion, accuracy in data analysis, and reception by the team members will be used to measure her growth. A mentor will be assigned to her to guide her continuously and provide practical advice and real-time feedback. Her skill will be developed through structured evaluations through quizzes or tasks simulated while she works on tools like Excel and Power BI. She will be assessed through 360-degree feedback- a view of her peers, supervisors, and team members in improving her leadership effectiveness and time management. 
Conclusion 
This assignment provided a comprehensive understanding of how continuous professional development supports personal growth an d contributes to organizational success. By identifying learning styles for myself and for a colleague, we recognized unique approaches to the acquisition and application of knowledge, which paved the way for tailored development plans. Tools such as SWOT and gap analysis allowed us to pinpoint specific strengths, weaknesses, opportunities, and threats, thus  highlighting areas for improvement and growth for both individuals. 
Such barriers to learning as time, lack of resources, or other confidence issues were identified. Tailored solutions included effective time management, mentorship, and assisting the individuals in having access to necessary training resources, which would mitigate such challenges and guarantee a very supportive and inclusive learning  environment both for individuals to try to overcome the limitations and reach their development objectives. 
I and my colleague, Sarah, were given structured development plans to outline clear, actionable goals with measurable outcomes across short-, medium-, and long-term  timelines. This focused approach was progressive skill acquisition, leadership development, and professional growth. Mechanisms of monitoring included feedback sessions, performance reviews, and self-assessments for effective tracking and adjustments on time. 
Of course, through this process, importance was established in aligning personal development with organizational objectives. Constant professional development within the workplace enhances individual capabilities and cultivates learning, innovation, and teamwork. This systematic approach ensures that people are better positioned to not only respond to the dynamic challenge that is facing them but also to yield more meaningful contributions i n their roles and the organization as a whole. 
Conclusion The aim of developing continuous professional development through structured plans, overcoming barriers, and effective monitoring leads both to individual  empowerment and organizational success while reflecting the value of lifelong learning and proactive growth strategies.

Reflection on the Recruitment process 
Reflective model 
The recruitment process is instrumental in determining what an organization will eventually become. That is, through the recruitment process, it becomes certain that the right people are employed in the correct positions within the organization. In fact, through the recruitment process I was involved in, I learned how strategic and systematic planning, in making hiring decisions, yield informed results that contribute to success. For reflection,  I will use Gibbs' Reflective Cycle to enable me to approach the stages of recruitment, the challenges of it, and to learn from it. 
Description 
The recruitment process I participated in was to fill a vacancy in the organization marketing department. The process involved collaboration with the HR department in preparing a job description that encompassed key responsibilities, qualifications, and experience required to perform the job. After the advert had gone out, I was involved in reviewing applications and shortlisting candidates based on established criteria. The interviews with the candidates were also prepared for and conducted, enabling me to directly assess their qualifications, skills, and cultural fit within the team. The selection followed a structured process in order to ensure consistency and fairness throughout the procedure. Together with other members of the team, we vetted candidates, and decisions were collective. Although the overall recruitment process was fairly smooth, at times further discussion was necessary to clarify details about the candidates' qualifications or experience. 
Feelings 
During the recruitment exercise, I had a mix of feelings: excitement, nervousness, and apprehension. I was excited to be part of the process as it would contribute to future choices being made for the team. While I was confident with the experience I had previously gained in team coordination and communication, my exposure to recruitment was limited in regard to the assessment of candidates and interviews. The task of deciding on the candidate's ability and whether they would fit into the company's culture was quite daunting, and I did not want to select the wrong one. I feared that, during selection, I might hire an individual who would not integrate with the team and still fail to meet expectations for the role. However, as the process went by, I began to feel more confident about my abilities, especially with review from colleagues and mentors. This in return assured me that I was putting in the correct criteria and making well-judged decisions. 
Evaluation 
Based on the recruitment process, I do believe there were both strengths and weaknesses. First, communication and collaboration between the HR team and myself were very clear. A structured approach with defined criteria for reviewing resumes, conducting interviews, and assessing candidates was obtained to assist in keeping our responses consistent and objective. The use of the structured interview questions even enabled us to have each candidate rated on the same parameters, and this reduced the possibility of bias and therefore was fair in comparing the suitability among the candidates. In addition, having more than one stakeholder involved  in making the final decision was useful because their different inputs enhanced a wider potential for not missing any opportunity. But still, the main headache I had was its time-consuming nature. Reviewing many applications, arranging interviews and shortlisting candidates consumed more time than initially planned, so again, we had to wait a little longer than intended to take the process forward. In another case, we encountered a scenario in which some technically eligible candidates could not provide some of the soft skills required in the job, such as good communication skills or teamwork. This leaves the challenge of combining technical expertise with interpersonal skills-the most important for success in an organization-and, from hindsight, placed more emphasis on observing these soft skills in the interview process to avoid missing a candidate who might have been better suited in terms of culture fit with the team. 
Analysis 
Reflecting deeper on the recruitment process, I found several critical points that will complement my future decisions. One important insight realized here is balancing both technical and soft skills when evaluating candidates. The technical ability of the person is essential for most jobs, but the completeness and real success of a job lies in how effectively a person communicates, gets along with the team, and learns with the organizational culture. In our case, the number of technically qualified candidates was high, but their interpersonal skills were poor, which suggests the importance of upgrading interview questions and evaluation tools regarding soft skills. This also showed the importance of clear communication and collaboration in the team to coordinate a proper recruitment process. 
Constant communication ensured that all the team members were duly aligned on the criteria for selecting candidates. This alignment helped minimize any bias and allowed us to evaluate candidates objectively. However, the time-consuming process of reviewing applications and making interviews highlighted the need for more efficient processing systems. Automation tools related to screening resumes or scheduling interviews may help reduce delays in creating the entire process. In addition to this, I learned that recruitment is not just about filling a position, but ensuring that the candidate fits into the organization's culture and long-term vision. Although all qualifications may be on paper, the compatibility of the individual with the company culture and compatibility or the ability to work with the rest of the team can define whether or not that person will work effectively in the job. 
Conclusion 
Reflecting on the recruitment process has helped me to identify areas of improvement. Although the process was by and large successful, certain elements can be improved for greater efficiency and accuracy in future recruitment efforts. One key take-home is the need for refinements in our evaluation criteria that ensure stronger assessment of soft skills such as communication, teamwork, and adaptability. These qualities also play the same role as technical skills in verifying that the candidate will do well in the position and flourish with the team. It was also evident that the communication had to be quite transparent within the recruitment team. Keeping together on the criteria, sharing feedback, and aligning our expectations helped in ensuring consistency and fairness towards all candidates. However, we could have gone really aggressive with the technology tools to quicken the process-well, automation screening of resume and scheduling tools for example. In conclusion, recruitment is an elaborate process that demands much thought, planning, and execution. Over and above the assessment of soft skills, time management, and communication among recruiters, future hiring processes should be more effective, and end with the selection of the best-fit candidates to fill the open position for the organization. 
Action Plan 
I intend to use the experience and lessons learned in this recruitment process to improve both my own skills and the recruitment process as a whole. I shall seek actively to learn about various interview techniques that can more readily assess a person's soft skills, such as behavioral interviews or situational judgment tests. I also intend to research available automation tools for screening resumes and scheduling of interviews in order to more easily streamline the process and reduce any time delays in the hiring process. Consequently, I will also stress the need for cultural fit during recruitment - not just having the technical skills but also the fit in terms of organizational value and team dynamics. Ultimately, I will seek to promote collaboration and communication within the recruitment team so that everyone is geared and ready to give two-way feedback throughout the entire process. The integration of these pieces of knowledge into my practice will then, hopefully, contribute to a better and more efficient recruitment process in the future and thus lead to better outcomes for both the organization and the candidate.
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Appendix A Curriculum Vitae 



CV
Louise Griffiths 
Bridgend CF33 4NW 
louisejohn0523@gmail.com 
+44 7949 248221 
Skills 
• Customer service 
• Personal care 
• Caregiver 
• Customer support 
• Customer care 
• Total of 5 years experience in the healthcare industry 
• Full driving license 
Work Experience 
Support worker 
Bridgend County Borough Council-Bridgend 
August 2024 to Present 
I currently work supporting individuals with learning disabilities and brain injuries in our respite home... 
Support Worker 
Cartrefi Cymru-Bridgend 
August 2022 to May 2024 
I worked as a support worker in a supported living home with five service users with a range of different disabilities... role included cleaning... cooking... personal care.... taking them shopping, for appointments or on days out.... emotional support aswell as physical, issuing medication and dealing with all thier financial needs 
Care Assistant 
Monkstone house-Porthcawl 
August 2021 to July 2022 
As Care assistant my role was dealing with thier personal care needs morning and evening, toileting, cleaning, supporting with any physical or emotional needs 
Customer service assistant 
ASDA-Pyle
November 2007 to August 2021 
I have worked on many departments in asda but my main role has been working with customers on the customer service desk and front end of the store 
• Assisted customers with questions 
• Assisted customers with a warm and professional attitude 
• Interacted with customers through live chat 
• Handled emails, inbound calls, and outbound calls 
• Operated the cash drawer 
Education 
GCSE or equivalent 
Cynffig comprehensive - Bridgend 
September 2001 to July 2005 
Skills 
• Customer Support 
Additional Information 
Hobbies and interests 
• In my personal time I enjoy going on long walks with my dogs • I enjoy 
cooking for friends and family 

























Appendix B Continuous Professional Development Record
	Continuous Professional Development Plan - Your name

	
	
	
	
	
	

	Formal 
	Informal 
	Date 
	Duration 
	Status 
	Details

	
	
	
	
	
	

	ILM Level 4 Diploma in Leadership and 
Management
	
	2024 
	1 Year 
	In 
Progress
	ILM

	L4 Certificate of HE 
Applied Leadership and Management
	
	2024 
	1 Year 
	In 
Progress
	University of Wales Trinity Saint David
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