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Part A — Personal Development, Planning and Evaluat  ion
What is Self Development?

Self-Development is taking personal responsibility for one's own learning and
development through a process of assessment, reflection, and taking action.
Self Development should be used to continually update skills and to remain
marketable in the workplace and to determine future career direction. Self
develop is important for achieving personal goals or goals set by your line
manager in helping you move forward in your life/career. According to my self
study guide, self development should be a life long process. It involves taking
responsibility for your own development rather than waiting for your
organisation to do it for you.

Why Develop?

Self development can also be referred to as continuous development because
of the effect of change. Because changes are always occurring in the work
place and the fitness industry it is important to keep up to date wit current
good practice. By keeping up to date and moving with changes means that we
are better equipped to fulfil our job and we acquire new knowledge, skills and
abilities on a regular continuous basis. Being up to date with best current
practice is far better than being behind. It allows you to give the customer a
top level service all the time.

Advantages and Disadvantages (Benefits) of Self Dev  elopment

The table below highlights both advantages and disadvantages of self
development. There are far more positives to negatives.

Advantages Disadvantages
Adding value to existing service Some people do not want to self
provided. develop
Enhancing credibility Some people do not learn as easily
Improving career prospects May create competition within the
team

Ability to perform current role with
ease.

Increased positivity

Increased Confidence

Ability to cope with pressure

Current job more satisfying

The Self Development Process

There is an 8 step model that acts as a guideline for understanding and
carrying out self development. The model starts from gathering information on




current knowledge, skills and abilities through to producing a plan for personal
development. The 8 steps are as follows:

1. Gather current and historical information on your knowledge, skills and
abilities.

Identify any gaps in the competencies you need to carry out your job
Examining your personal competencies to discover areas for
development

Setting yourself development goals or objectives

Finding the right learning opportunity to help achieve your goals
Utilising the relevant people to help you achieve your goals

Evaluating your level of success

Producing a personal development plan.
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Gathering Information

In order to gather information | have focussed and completed the following:
A personal profile — appendix 1
Job related competencies list — appendix 2
Personal competencies list — appendix 3

Having complete a personal profile (appendix 1), a job competencies list
(appendix 2), a list of personal competencies (appendix 3) | have highlighted
areas for improvement for my personal development.

Setting Development Objectives

Now | have gathered all sorts of different information about myself I now need
to identify areas that | require development. The development objectives need
to be SMART and can be either short term, medium or long term. ‘SMART’
goals need to be Specific, Measurable, Achievable, Realistic and Time-
bound. To set myself SMART learning development objectives | have
completed a SWAT analysis using the information gathered. A SWOT
analysis is a tool for highlighting strengths and weaknesses.

Strengths

Weaknesses

Good at planning

Ability to identify all areas
needing work

Good at actively learning
Support from others
Motivated to high standards

Say yes to un important
requests during busy periods
Not using an intricate plan
when organising event (minor
details)

Don't always use support given
Supporting individuals needs
Thinking about listeners

Opportunities

Threats

Completing set work lists — not
taking on more once plan is in
action

Team building — learning to

Personality clash

Lack of enthusiasm from team
Lack of support

Losing the listeners in team




use support from team building activities.
Working and analysing others
needs for future reference

My SMART objectives based on this analysis are:

S — Improve the setting out of all tasks in organising the Christmas sports
afternoon

M — As jobs are completed they are signed off and no others are to be added
A — completion of all task to complete the project

R — no staff to take on extra tasks within each project

T — Wednesday 3" December

Development and learning opportunities

From completing the Honey and Mumford learning style questionnaire, | am
found to be an activist, pragmatist.

Activist — like to take direct action. They are enthusiastic and embrace new
challenges. Activists tend to think on their feet. They are primarily interested in
the here and now

Pragmatist — is someone who responds to practically based learning and can
apply things immediately. Pragmatist like proven techniques and like to see
relevance in their work

The setting up and running of the Christmas sports afternoon is a perfect
opportunity to put my SMART objective into place as it is hands on and so
suits my learning style perfectly.

Support, monitoring and evaluation

According to my self study guide, support is the prevention of falling or
sinking. Monitoring is seen as ongoing progress and evaluation is a one off
look back to wee whether things went right or wrong.

Support — for my development will be from my line manager as a regular part
of his supervisory role. We have bi-weekly meeting where we discuss issues.

Monitoring - this can be from members of staff or students within the college
who are actively assisting the event. A development review could be carried
out between me and my line manager in the form of an annual appraisal, if a
problem occurs or on an agreed basis.

Evaluating development - evaluation means to appraise or assess and
there are many reasons this should be done. It is always important to evaluate
the following:

Whether goals were SMART
Whether you were close to or achieve the goals




The activity was cost effective

The right people supported me

I am in a position to apply my development to the job
Whether to follow this approach again using lessons learnt

Putting it all on paper

| have completed a Personal Development Plan (PDP) (appendix 4). The PDP
is a relatively simple document and contains my SMART development goal
details of how the goal will be achieved, when and where the activities will
take place, the recourses required, start and completion dates and who else is
involved. If I had more than one development objective | would complete a
separate PDP.

Part B Managing my own Resources
What is time Management?

There are many definitions of time management however the self study guide
refers to time management as, “you taking control over my time and making
sensible decisions on how to use it properly”. Time management includes
tools or techniques for planning and scheduling time, usually with the aim to
increase effectiveness and efficiency within the work place.

Why manage time?

By managing my time more effectively | will be able to:
Plan and prioritise my work

Manage my diary

Complete all work necessary each day on time
Give myself time for personal development

PR

To ensure | am using my time effectively | have completed a time log over a 5
day period (Appendix 5).

Reviewing how | work

My time log shows that | do get a fair few interruptions in a week however;
with the job that | do this is something that comes with the territory. If
someone for example needs to be shown how to use a machine, this will take
up 5 mins that will eat into another part of my work load. The best way of
prioritising work effectively is to firstly have a master list of all the jobs that
need doing with details next to them. Different days include different jobs but
the nucleus of the job always stays the same. Most jobs have time frames
which I find easy to work to and the only way to work to in my job. A simple
model that can be used to prioritise objectives is below:



Very Urgent

Not

important

Not Urgent

By putting different jobs that need doing into this format can help decide what
needs doing and how quickly. | think the way | work is fine without this model
at the moment.

Me at work

Body clock - In terms of my body clock | find that | can get the most work
done in the morning. | usually carry out meetings, paperwork and organising
in the mornings. | teach a class at lunch time and then after lunch | organise
the sports teams. If | were to leave the paper work etc to the afternoon |
wouldn’t get as much done as there are more distraction. My brain is more
switch on for that kind of work in the mornings.

Tea breaks - | do not take tea breaks at work | tend to just drink cups of tea
whilst working away. | think this is an area | could improve on. If | allowed
myself time to recharge and rest, | may be able to achieve more in the day.
There are odd occasions where | will have a break however these are usually
few and far between.

Telephone calls and interruptions - Telephone calls and interruptions occur
very regularly especially if students aren't in lectures. When this happens |
manage it quite well. If something is urgent and won't take up much time | will
gladly help. If it is something that can wait and | am busy | will schedule an
appointment. Phone calls are the hardest but | do try to keep them as short as
possible.

Putting things off - 1 am not one for putting things off really. When | get work
| like to get it done straight away. | don’t like things hanging over me until
another time. There will however be the odd occasion | leave something until



the last minute because | don’t want to do it and then work really hard to get it
done under pressure.

Paperwork — 1 am very good at keeping up to date with paper work. as
mentioned earlier | tend to get this done in the mornings when | am more
switched on. | don't like to leave paper work as it tends to build up quickly and
the knock on effect is having to spend longer on it at some point.

Concentration — as mentioned earlier | am far better at concentrating in the
mornings. Following a fitness class in the afternoon | am less likely to be able
to concentrate. That is why | do practical work in the afternoon.

Managing my diary

| use Microsoft Outlook for my diary at work. This works really well for me
because | can view my diary easily, plan time slots effectively, prepare and
invite people to meetings and the system sets reminders prior to an activity
taking place so | can’t miss it or be late. Another advantage of using Microsoft
outlook is that everyone within my building can view my diary so if they want
to book a meeting or an appointment they can see if | am free first. This
function allows me to book things in easily but also delete just as easily. |
manage my diary well.

What is delegation?

According to my self study guide, delegation can be defined as the process
managers use to transfer authority and responsibility to positions below hem
in the hierarchy. Delegation can also be defined as the obligation to carry out
actions and direct others in matters related to their duties.

Benefits of delegation
There are many benefits to delegation:

Allowing me to plan and organise work

Allows me more time for other jobs

Paying attention to my own development and that of team members
Trying out people that are in line for advancement

Using skills of others especially if they are better in some areas

Good practice for delegation
The following is a best practice guideline taken from my self study guide:

Decide what tasks within the area of responsibility should and could be
delegated

Ensure you select people with the right knowledge, skills and abilities.
Brief them carefully, ensuring that they are very aware of what you
require (SMART objectives)



Give them a job, let them plan the job or involve them in a joint
planning process

Let them get on with the job

Set up a monitoring process where they report progress to you on
whatever timing basis is agreed

Reflect back on the whole process

| currently do not have any staff so delegation is not something | get much
practice in. | do delegate work to the various sports teams so that every
aspect of matches and training is covered. When | run sports events | usually
have two other helpers and a few volunteers to which | delegate. In terms of
the best practice model | follow about half of the steps outlined above in that |
always give someone a task | know they will enjoy carrying out because they
are interested in it. | always select people with the right knowledge and
abilities. I brief everyone making sure they know exactly what they are doing. |
then let them get on with the job. Is something | could work on and would get
more experience in when | have my own team.

Time slots

Fixed time slots - these are slots where you know you are defiantly not
available for anything else other than when you have planned. An example of
a fixed time slot in my job would be teaching a class every lunchtime from
1300-1400. Another example of this would be a bi-weekly meeting with my
line manager at 0900 every other Tuesday.

Flexible time slots - these time slots are reserved for general matters you
need to get done. For example in m job if there is a rugby match on a Monday
I make sure that all the kit is prepared and ready to go by close of play.

Personal time slots — these are used to achieve activities needed to get all
your work done. An example of this for me would be an allocated slot on the
last day of each month to complete my monthly performance monitoring
review before submitting it to the authorities.

Part C Health and Safety
What is health and safety?

Before 1974 approximately 8 million employees had no legal safety protection
at work. HASAWA 1974 provides the legal framework to promote, stimulate
and encourage high standards of health and safety in places of work. It
protects employees and the public form work activities. Everyone has a duty
to comply with the Act, including employers, employees, trainees, self-
employed, manufacturers, suppliers, designers, importers of work equipment.
The Act places a general duty to ensure so far as is reasonably practicable
the health, safety and welfare at work of all their employees.



Health and safety in Serco

Within Serco the overall responsibility for safety, health, environment and fire
within the Defence Academy is vested in the Defence Academy Director on
behalf of the Secretary of State. Serco Defence Science and Technology will
therefore conduct their activities in a manner that complies with and supports
Defence Academy stated aims, policies and procedures.

Serco puts safety first in everything and continuously strives to create and
sustain a safe and healthy working environment at all times, for staff,
customers, members of the public and any other third party and to ensure
legal compliance in all areas for which Serco has responsibility.

Serco Defence Science and Technology achieves this through the
implementation of appropriate management systems, the primary objectives
of which are to:

Ensure so far as is reasonably practicable, the health, safety and
welfare at work of all its employees.

Ensure continual improvement in Health and Safety standards.

Ensure compliance with relevant statutory Health and Safety

legislation.

Ensure effective management of risk throughout the work activities of
the contract.

Provide a framework for setting and monitoring performance standards.

Ensure, by means of a minimal number of procedures, that all
necessary objective evidence is produced to validate the effectiveness
of the methods used to achieve these objectives and to facilitate
internal safety audits.

The Serco policy for Health and Safety management is based on the
requirements of the Health and Safety Executive publication HSG 65,
Successful Health and Safety Management model. The key elements of a
successful health and safety management system in accordance with HSG 65
are planning, organising, planning and implementation, performance
measurement, review and audit.

A health and safety issue | have come across came about when a disabled
Captain arrived at the Defence Academy. The Captain sustained his injuries
from war and had just completed his rehab training before commencing work
again. On his gym induction it was noticed that the fire exit in the fitness suite
was not suitable for his wheelchair. The step down was slightly too high for
him to manage. With this | spoke with the BAM and the Estates team put in a
ramp so that anyone can get out of the fitness suite. This work was a priority
and was pushed forward and completed within a week.
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Dissemination of information

As a first aid representative within the college | attend quarterly meeting about
first aid with other first aid reps and the business assurance manager. The
business assurance manger will go through any new legal legislation at each
meeting. He will also discuss any health and safety issues occurring in and
around college and then all representatives will move on to discuss issues in
their own areas of control. These meetings are very informative and keep
everyone up to date. The minutes of each meeting are published and
displayed on every health and safety notice board around the college. All
employees are asked to read the health and safety notice boards as and
when new things go up.

Discovering problems

A risk assessment according to my self study guide is “nothing more than a
careful examination of what in your work area, could cause harm to people”.
Employers have a duty under the management of health and safety at work
regulations to carry out risk assessments to identify if any, hazards that may
exist in a workplace and how likely these hazards are. If hazards are
highlights, prevention and control are needed.

There are five steps offered by the health and safety executive which include
carrying out safety audits, determining likely causes of accidents, carrying out
a staff training analysis. Carrying out risk assessments and recording the
findings. All of these things are carried out by the Business Assurance
Manager for Serco or by individual Heads of Department and signed off by the
BAM.

First aid boxes are check and signed off monthly, daily safety checks are
carried out around the fitness suite and weekly pitch safety reports are also
signed off and documented. Everything in my own are is checked all the time
to prevent harm.
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Appendix 1 to unit 5001

Personal Profile

Part A — Career History

Job -
description

Achievements

Reason for leaving

BCA — Telesales

Increased confidence in
speaking to other people.
Opened my eyes to something
new.

To take a job in sport
and fitness whilst at
university studying
sports science.

Fitness Assistant

Gained my gym instructor,
health assessor and exercise to
music qualifications. | became
a shift leader so learnt how to
lead a team.

On completion on my
Degree, | wanted a full
time responsible fithess
job.

Duty Manager —
Bradfield College

Learnt how to manage multiple
areas at once and a team.

To take this current role
at the Defence
Academy which suited
my needs better.

Part B — Education and General Qualifications

Education / Qualifications Gained Skills and Knowledge

Establishment Gained

St Josephs 10 GCSE'S-3B’'s, 7C’s Ability to move on to A level

School standard. General knowledge
across 3 main disciplines —
maths, science and English

St Josephs 3 Alevels — B — Sociology, | Ability to move on to degree

School ¢ — sports studies, D — ICT. | level. Foundation in

knowledge for my degree.

University of
Gloucestershire

BSc Hons Sport and
Exercise Sciences

Knowledge across multiple
disciplines in sports science.
Educated enough now for a
better job.

YMCA

Gym Instructor

Knowledge in how to teach
people to use equipment
correctly and safely

YMCA

Health Assessment

Analysing peoples body fat
and general well being.

YMCA

Exercise to Music

Learning how to teach
aerobics and various other
classes.

Startrac

Spinning Instructor

Learnt how to use a spinning
bike and teach using the
spinning programme

CMI

Certificate in Management

Foundation of knowledge
across management.
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Current Job

Main Targets or Goals

Main Responsibilities
- Provide a fully
equipped fitness
suite
Provide fitness
programmes and

To run the new
physical and
recreation
training centre on
camp when it

Key Achievements
- Changed entire
fitness suite
Recognition from
Chief of Staff
Ran successful

health opens. sports afternoons
assessments To complete the Introduced fithess
Responsible for diploma in classes including
sports pitches management and spinning
Run fitness leadership. Increased usage
classes To continue to be rates and
Provide sports successful in my attendance
massage current role
Help run sports
teams
Future Career Plans — Where | want to be
2 years 5 years 10 years

Ready to take over the
new fitness centre

Running the new fitness
centre as manager and
implementing new ideas
and programmes

Moved on to a new
challenge running
something bigger.

Skills and Abilities

The following are a list of things | am capable of at work:

Being punctual

Listening to others

Working to time frames

Prioritising work
Networking
Concentrating
Teaching
Analysing

Giving people advice and feedback
Speaking confidently to mass audiences

Writing reports

Managing facilities
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Working Preferences

From completing the learning style questionnaire | am found to be an
activist/pragmatist. This means | am keen to get on with new things. | enjoy
challenges and want to get my hand dirty in projects. | tend to be a little
impatient and like to get straight to the point.

Experience as a Learner

Useful and why Not useful and why

| find that | learn best when I do not really learning from books. |
information is given out concisely and | get bored far too easily. This method
effectively. Presentations are more takes forever.

useful as you can get caught up in the

lecture and inspired.

Interests and Hobbies

I like going on holidays, shopping and going out with friends. | enjoy working
out in the gym and attending fitness classes.
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Appendix 2 to unit 5001

Job Related Competencies

Key Competencies

Development?

Ensure that sports and recreational
facilities are available as required by
the project agreement

This is not something that can be
developed as it is contractual

Liaise with all sports teams

| could liaise more frequently

Liaise with the Estates Management
Department on issues concerning
sports and recreation facilities

| could liaise more frequently

Meet with the grounds staff on a
weekly basis to ensure that the
outside facilities are available as
required by the Project Agreement
and sports teams

The meetings could be more in depth
with a bi weekly walk around

Provide power point safety inductions
for all courses being held at the
JSCSC

Ongoing and always changed and
updated

Conduct inductions for dependants,
teaching staff and civilians three
times a week held in the Fithess Suite

These happen 3 times a week and as
things change the information given
continually changes

Conduct health and safety check on
all the fitness equipment on a daily
basis

No need for development

Act as a first aid representative and
work closely with the Health and
Safety Manager to ensure safe
working practices

No need for development although
ensuring training is kept up to date.

Prepare personalised fithess
programmes on request

Go to work shops to maintain an up to
date practice

Carry out Well Being health checks
and analysis on reguest

Go to work shops to maintain an up to
date practice

Prepare all sports kit needed for
sports teams on a
weekly/daily/seasonal basis

This currently works very well.

Take and organise third part requests
for the sports facilities

Meetings in stead of verbal contact
might be best to organise these
bookings better

Teach a variety of fitness classes on
a weekly basis which are available to
all staff, students and dependants

Constant workshops to maintain up to
date practice.

15




Appendix 3 to unit 5001 personal related competenci  es

TOPIC YES |NO DEVELOPMENT
REQUIRED?

ACTING ASSERTIVELY

Do You:

Take a leading role in initiating action and making decisions? | v*

Take personal responsibility for making things happen? v’

Take control of situations and events? [y

Actin an assured and unhesitating manner when faced with a \/

challenge?

Say 'no’ to unreasonable request? v Must leam to 329 no sometmes

State your own position and views clearly in conflict situations? | ="

Maintain your beliefs, commitment and effort in spite of

setbacks? v

ACTING STRATEGICALLY

Do You:

Understand how the different parts of your organisation and its V Serca is alarge organisation

environment fit together? [lisharkioines: Cre g

Work towards a clearly defined vision of the future? v’

Clearly relate goals and actions to the strategic aims of the \/

organisation?

Take opportunities when they arise to achieve the longer-term | pe=—

aims or needs of the organisation?

TOPIC YES |[NO DEVELOPMENT
REQUIRED?

BEHAVING ETHICALLY

Do You:

Comply with legislation, industry regulations, professional and v

organisations codes?

Show integrity and faimess in decision making? v

Set objectives and create cultures that are ethical? "

Clearly identify and raise ethical concerns relevant to the l/

organisation?

Work towards resolution of ethical dilemmas based on W

reasoned approaches?

BUILDING TEAMS (MANAGING OTHERS)

Do You:

Actively build relationships with others? v

Make time available to support others? (el

Encourage and stimulate others to make the best use of their \/

abilities?

Evaluate and enhance people’s capability to do their jobs? v

Provide feedback designed to improve people’s future This is sometimes hard but

peﬁormance? V done where possible

Show sensitivity to the needs and feelings of others? e

Show respect for the views and actions of others? (W

Use power and authority in a fair and equitable manner? v
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Appendix 4 to unit 5001

Personal Development Plan (PDP)

Development Goal

Improvement in organising the Christmas Cracker sports event.
How will this be achieved?

Breaking down of all components that go in to running the event to ensure
everything is done. Once a task is achieved it will be struck off the list.

Where will the development take place?

In work on all the event sites and in the office. Ongoing!
What are the Dates?

The event takes place on Wednesday 3™ December
Who will support me?

My line manager will support me in the process. My helpers and volunteers
will also support me.

Reviews

Reviews prior to the event will take place on a weekly basis with the helpers
and volunteers and on a bi-weekly basis with my line manager. A full review of
the event will take place on completion.

Signed: Date:

Signed ( Line Manager ): Date:
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Appendix 5 to unit 5001

Time Log
Monday 10 " Nov
Time Task Interruptions
0800 JSWOC induction None (formal presentation)
0830 JOCC induction None (formal presentation)
0900 JOCC induction None (formal presentation)
0930 Reply to e mails Phone call (10 mins)
1000 Sort out the gym None (not in office)
1030 Fill in daily stats Phone call (15 mins)
1100 Meeting with groundsman None
1130 Put out spinning bikes None
1200 Prepare spinning class Unexpected visitor (12 mins)
1230 Prepare spinning class None
1300 Teach spinning class None (formal class)
1330 Teach spinning class None (formal class)
1400 Shower None
1430 Reply to e mails None
1500 Move and prepare spots kit None
1530 Move and prepare spots kit None
1600 Finish up Unexpected visitor (20Mins)
Tuesday 11 " Nov
Time Task Interruptions
0800 Move sports kit back to None
store
0830 Tidy store None
0900 Gym checks People chatting in the gym
0930 Paperwork Phone calls (3 x 2-3 mins)
1000 Induction None (formal in fitness suite)
1030 Well Being health check None
1100 Well Being health check None
1130 E mails and voice mails Unexpected Visitor (15 mins)
1200 Prepare for class None
1230 Prepare for class None
1300 Take class None
1330 Take class None
1400 Shower None
1430 Paper work e mails None
1500 Visitor booked in None
1530 Visitor booked in None
1600 Get football kit ready Questions by passers by
Wednesday 12 " Nov
Time Task Interruptions
0800 Gym Checks None
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0830 Paper work and e mails None
0900 Set up spinning bikes None
0930 Get file ready for visit Phone calls
1000 Garry Dennis visit Question by passer by
1030 Garry Dennis visit None
1100 Garry Dennis visit None
1130 E mails and paper work Phone call (25 mins)
1200 E mails and paper work None
1230 Prepare rughy kit None
1300 Spinning class None
1330 Spinning class None
1400 shower None
1430 Send out rest of rughby kit None
1500 Send out football strip None
1530 Be around for sports Questions and queries by
afternoon passers or users
1600 Be around for sports Questions and queries by
afternoon passers or users
Thursday 13 " Nov
Time Task Interruptions
0800 Return all sports kit to store None
0830 Return all sports kit to store None
0900 Gym checks None
0930 E mails and paper work Unexpected visitor
1000 Social Comitee meeting On time
1030 Social Comitee meeting On time
1100 Social Comitee meeting On time
1130 Social Comitee meeting On time
1200 Prepare for class Questions by gym users
1230 Prepare for class Questions by gym users
1300 Aerobics None
1330 Aerobics None
1400 Shower None
1430 Audit None
1500 Audit None
1530 Audit None
1600 Football kit and lose ends None
Friday 14 ™ No
Time Task Interruptions
0800 Gym checks Questions by users
0830 Booked visitor None
0900 Booked visitor None
0930 Paper work None
1000 Induction None
1030 Nonminal roles Phone calls
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