
ECGE 6001P


Skills for life: employability and future pathways


Portfolio


Kate Buffee
1602220






Contents Page








1. CV (old)					p. 3 - 4

2. CV (new)					p. 5 - 7

3. Personal Development Plan	p. 8 - 9

4. Personal Statement			p. 9 - 10

5. Reflection					p. 11 - 13
	
6. References					p. 14 - 15



















recruitment, sickness and all other HR roles, dealing on a daily basis with Department Heads as well as clinical staff. Accurate recording of data and producing contractual information was part of my job, and I have a good knowledge of HR policies and procedures, child protection, data protection and confidentiality issues. I also operated in a PA role for the HR Manager, organising her diary and collating information for various meetings and presentations.
Partner, Buffee Design & Build, Swansea 2000 - 2005
Partner within my family company, specialising in the Design and Project Management of building homes. My role would be varied and flexible to include work on site, project management of the building process, organisation of tradesmen, planning and building regulation submission, utility applications, ordering materials and accounting.

Team Leader & Trainer, Serco Online Services, DVLA 1999 - 2005
As a result of promotion from Customer Service Agent to Team Leader, I had to manage and develop a team of 12 customer agents, and was responsible for their performance, well-being and motivation. This required excellent time management and organisational skills, and the ability to be productive under pressure. I also trained all new members of staff through their initial 2-week induction period, to go on to become valuable team members.
Education
University of Wales Trinity Saint David - Currently studying BA in Inclusive Education
Open University, Cognitive Psychology (1997) 60 CATS Credits
Portsmouth University, BSc Biology (1995) 240 CATS Credits
3 A Levels, 9 GCSEs
Interests
I enjoy spending time with my young family and our dog, cycling, walking, reading and pilates. I am also a member of a local choir. I am currently Vice-Chair of my children’s school PTA, organising events such as school discos, fairs and family days to raise much needed funds for our school.
References
Mr. Peter Evans, Headmaster, Sketty Primary School - 01792 206655
Mrs. Liz Copus, Teacher, Sketty Primary School - 01792 206655
KATE BUFFEEKBuffee@hotmail.com 						07572 380956



Personal Profile
I am an outgoing person who is conscientious, self-motivated and caring. I work well as part of a team, but I am also competent to work on my own initiative to achieve an outcome. I thrive on challenge, and I am a highly organised person working full-time within a secondary school, studying for my degree and being a mum to two young boys. I am passionate about inclusive education for all learners to enable them to become the best that they can be.	Comment by Kate Buffee (1602220): By increasing my knowledge of ALN and teaching policy, I can be of help to all learners: Booth (2011, p.9) states that, ’inclusion is about increasing participation for all children’.

Education
2020	University of Wales Trinity Saint David: BA Inclusive Education (due to graduate July 2020)
1997		Open University: Cognitive Psychology (60 CATS)
1995		Portsmouth University: BSc Biology (240 CATS)
1992		3 A Levels
1989	9 GCSEs

BA Inclusive Education Course Modules


1

· Classroom management
· Global perspectives on education
· Learning in practice
· Exploring literacy barriers
· Exploring the hidden curriculum
· Social inclusion in practice
· Skills for life: employability and future pathways
· Keeping our children safe
· Children’s mental health and wellbeing
· Celebrating language and culture: belonging to Wales
· Literacy: a key to learning
· Numbers count
· Principles of learning and teaching
· Additional needs in context
· Exploring behaviour and interventions in the learning environment
· Overcoming specific learning difficulties
· Supporting the learner
· Skills for success in higher education

Continuing Professional Development
2016	Dyscalculia and dyspraxia (training with Dr Steve Chinn)
2017	Excellence in teaching (training with Martyn Morgan)
2017	Growth Mindset inset	Comment by Kate Buffee (1602220): A growth mindset approach allows me to apply the understanding that we have the ability to develop our own intelligence through continually developing our skills. ‘Human qualities, such as intellectual skills, could be cultivated through effort’ (Dweck, 2012, p.4).
2017	Governor training - data handling for primary schools
2017	Governor training – safeguarding
2018	Behaviour in the classroom
2018	ASD awareness
2018	Learning with autism secondary school certificate
2019	MIND inset training
2019	City & County of Swansea safeguarding
2019	City & County of Swansea GDPR
2019	Drug awareness inset
2019	ASD and ADHD inset
2019	Pivotal inset
2019	Elklan: Language builders for verbal ASD 	Comment by Kate Buffee (1602220): This was a 30-hour classroom-based course, with additional coursework submission for accreditation. Strategies used for ASD learners are also good pedagogical practice for all learners (Elks and McLachlan, 2015) so the strategies that  I developed on this course have been utilised across my daily work with a wide variety of pupils.
2019	Person-centred reviews and one-page profiles training	Comment by Kate Buffee (1602220): A person-centred process is recommended by the Additional Learning Needs and Education Tribunal Act (Wales) 2018 in line with the UNCRC (1989) rights of the child, and states that ‘children have the right to say what they think should happen when adults are making decisions that affect them, and to have their opinions taken into account’ (UNICEF, 1989, p.5). The skills learnt on this course will therefore be important in the way that I continue to work in the future.
2019	ADHD inset
2019	Microsoft Office Essentials



Experience
Olchfa School, Swansea: Teaching Assistant (2018 – present)
My role is to facilitate learning for pupils with a range of ALN and to plan and provide activities for small groups who require speech and language support. Good communication is important to build positive relationships with the pupils and staff that I encounter daily. Flexibility is essential to adapt to the different ages, abilities and learning needs of the pupils (11-18yrs). Excellent numeracy and literacy skills are imperative to communicate across all subject areas of the curriculum.


Sketty Primary School, Swansea: Teaching Assistant (2015 – 2018)
During my time at Sketty I was flexible and adaptable, working 1:1 with LAC, ASD and ADHD pupils, with groups for interventions, and also as a whole class TA. I worked well in a team but also proved that I am capable and confident to work on my own initiative. On several occasions I took responsibility for whole class cover during the absence of the teacher, and have also planned and delivered outdoor learning trips. I was also a support-staff Governor which gave me a great insight into school operations.

Full-time mother (2008 – 2015)
I took a break from work after having my first child, as spending quality time at home was very important to me as a mother. During this time, I participated in school life by becoming the vice-chair of the school PTA and helped out in my partners business during extremely busy periods. I also learnt a lot about child development first-hand with my own children. I decided that it was the right time to return to work when my youngest son was settled in primary school.

ABM NHS Trust, Swansea: Human Resources Assistant (2005 – 2008)
Responsible for working as part of a large HR department across several sites to provide HR services for NHS staff. This job required excellent organisation and administration skills and very close attention to detail. Diplomatic communication skills were also important to support the many different sectors of hospital staff in a confidential and efficient manner.

Buffee Design & Build, Swansea: Partner (2000 – 2005)
Working for myself taught me many things, especially to rely on my own judgement and to research things when I did not know all of the answers, such as building techniques or completing financial accounts. I had to be flexible and adaptable to turn my hand to anything and everything. Excellent time management of myself and others was important so that building projects ran to schedule and budget.

Interests
I enjoy spending time with my young family and our dog, cycling, walking, reading and pilates. I am also a member of a local choir. I am currently vice-chair of my children’s school PTA, organising events such as school discos, fairs and family days to raise much needed funds for the school.

Referees
Mr. Robert Williams, Assistant Head Teacher, Olchfa School rjw@olchfa.org.uk
Mrs. Cindy Hunt, University of Wales Trinity Saint David c.hunt@uwtsd.ac.uk

3. Personal Development Plan (PDP)	Comment by Kate Buffee (1602220): ‘Developing skills and experience on a broad front can have a positive impact on academic work, on career outcomes, and on personal well-being’ (Cottrell, 2008, p.325). The areas for further development will therefore be replaced by others over time.

	Areas for further development
	Why?
	How?
	Who/Where?
	When?

	Knowledge:
Complete BA Inclusive Education, followed by PGCE



	To enable me to gain the necessary skills and knowledge to become a teacher.	Comment by Kate Buffee (1602220): By continually learning and ‘progressively refining teaching, influencing learners and advancing learning’ WG (2017) we can ensure the best outcomes for students.
	Finish BA coursework by deadline (May 2020)

PGCE place already confirmed
	BA Study completed at home

PGCE to be studied at UWTSD
	BA due to finish May 2020

PGCE Sept 2020 to July 2021

	Knowledge:
Behaviour management strategies


	To enable me to manage a classroom effectively	Comment by Kate Buffee (1602220): ’Good discipline is needed to create a positive climate for learning’ (Ofsted, 2014, p.24) and being able to manage behaviour within the classroom using various strategies is essential to the learning of all pupils.
	Behaviour theory to be studied independently and as part of PGCE, and also during lesson observations


	Applied within the classroom on PGCE placement
	Theory: September 2020 at UWTSD

Teaching practice: October 2020

	Skills:
Leadership




	To lead pupils and TA within a classroom	Comment by Kate Buffee (1602220): The need to ‘exercise leadership through all aspects of professional practice to support the efforts of others across the school and beyond’ (WG, 2017) is an important role of the teacher within the classroom if a harmonious and productive environment is to be achieved.
	Study as part of PGCE and independent learning
	PGCE placements and voluntary school clubs to gain experience of skills

	October 2020

	Skills:
Decision Making



	Be confident in my decisions so that I can be both efficient and effective in my role as a teacher
	Practice different methods of working to see which style works best for me

	School placements and work done at home
	Continually, ongoing

	Skills:
Improve knowledge of Welsh language

	To enable me to teach children the basics of Welsh within the primary classroom
	Practice daily using Duolingo initially
	Regular short bursts of daily practice to build vocabulary 
Practice in the classroom
	May 2020: daily activities scheduled into diary

	Values:
Communication





	To use a consistent and professional approach/ tone of communication (verbal, non-verbal and when writing)	Comment by Kate Buffee (1602220): Professional Standards for Teachers and Leadership (WG, 2017). This professional behaviour must extend to all interactions with colleagues, parents and pupils.

	Reflect on what works/ doesn’t work and tailor approach accordingly, reflect on theories
	In all areas of my life, most especially in the school setting
	Continually, ongoing








4. Personal Statement

The passion that I have for helping my own children learn throughout their primary years led me to become a TA, and I now have almost 6 years of experience working with both primary and secondary age pupils. I know first-hand how rewarding it is to have a positive impact on the educational outcomes of the pupils that I work with, and despite the many challenges that the teaching profession poses, I would love to develop my potential further by becoming a teacher.	Comment by Kate Buffee (1602220): I felt that I needed to experience both primary and secondary age groups across the key stages to gain maximum experience of a variety of pupils, ‘to respond to the diverse needs of learners’ (Knowles, 2011, p.7), and to understand the progression of the curriculum.

I have spent the last 4 years studying for a BA Inclusive Education at UWTSD gaining a distinction in my Foundation Degree. I hope to graduate with a BA in June. I also currently work in Olchfa School as a TA across all subject areas of KS3 and KS4, where I provide extra support for pupils with a variety of ALN across the ability spectrum. I am also responsible for planning and delivering speech and language support to small groups. Olchfa is a pioneer school for the new curriculum for Wales, and I have been fortunate to work within this exciting iLearn curriculum during this most dynamic and fast changing phase for Welsh education.	Comment by Kate Buffee (1602220): An area that I felt would make a great impact to the learning and coping strategies of many of our pupils, especially those with ALN. I take small groups or one-to-one sessions to ensure that tasks are delivered at the correct level for the individuals, and so work within their zone of proximal development (Vygotsky, 1978).	Comment by Kate Buffee (1602220): Pioneer school for the new Curriculum for Wales (2022) based on Donaldson’s (2015) four purposes of learning.

My course has given me the opportunity to study the theory of education, and to think critically about how this is put into practice within the classroom. I am privileged to be able to observe numerous teachers with differing styles, which has allowed me to enhance my own classroom skills. I have also learned to be a highly organised and resilient person, thriving on challenge. Having a full-time job, young family and studying for a degree can be very busy and I have needed to be a motivated and reflective learner to improve and achieve my best.	Comment by Kate Buffee (1602220): To observe pedagogy in the classroom, having knowledge of the theory that underpins it, allows me to be critically reflective of strategies that are of maximum use, and to apply these to my work. ‘Knowledge of specialised terms and of underlying theories empowers you as a student’ (Cottrell, 2008, p.2).	Comment by Kate Buffee (1602220): Using the STAR model of reflection, we consider the Situation, Task, Action and Result.

I completed 2 years of a BSc Biology at Portsmouth University after my A levels, but I was unwell for some time and had to return home. This was really tough at the time, but it taught me the valuable lessons of empathy, a person-centered holistic approach and striving for those things in life that are important to me. It also equipped me with a very strong background in science, a subject which I still enjoy today, and I hope to be able to inspire this same enthusiasm for STEM subjects in those that I teach.	Comment by Kate Buffee (1602220): ‘If we are not successful, this can also be valuable, providing time to take stock and re-evaluate how important something really is to us’ (Cottrell, 2010, p.24). This period in my life was definitely something that prompted me to consider what was important to me and to consider the career that I wanted to pursue.	Comment by Kate Buffee (1602220): Science, Technology, Engineering, Maths plays an important role in the new Curriculum for Wales (2022) to become ‘enterprising, creative contributors’ (Donaldson, 2015, p.29).

I work well in a team and believe that collaborative supportive relationships are essential for effective daily operations and to provide a positive role model for the young people that we work with. I am confident working independently using my own initiative and have regularly enjoyed the experience of teaching whole class activities at short notice. Volunteering to coach the year 5 and 6 rugby team after school was also a great learning curve for me.	Comment by Kate Buffee (1602220): Collaboration is an important skill and forms part of the Welsh Government (2017) Standards of Teaching and Leadership: ‘opportunities to work productively with all partners in learning in order to extend professional effectiveness’ (WG, 2017).	Comment by Kate Buffee (1602220): Volunteering within school has many benefits, including developing the communication skills needed to work with young people and building trust to enable more effective working relationships.

In my role as a team leader in the DVLA I managed a small group of staff and delivered training for new personnel. I am dedicated and flexible and I am keen to do my best in whatever challenge is presented to me. I have excellent numeracy, literacy, ICT and social skills which can be seen throughout my employment, and I feel confident in my communication with pupils, parents and staff.

Though under no illusions of how demanding teaching is, I am excited to be able to inspire and motivate young people to achieve their potential, and I would fully grasp this life changing opportunity to become an effective teacher. Additionally, I would like to have ALN responsibilities within my future role as I am passionate about providing inclusive opportunities for all pupils to achieve their best.




5. Reflection
This particular module has allowed me purposeful time to gather together all the documents that I have worked on during my self-reflection and personal development over the previous few years and consolidate them in an organised and coherent  portfolio. It has been a valuable task to focus myself towards my goal of finishing the BA Inclusive Education, and to take me forward into the next phase of my education to study the PGCE. It has enabled me to evidence what I have achieved over the last few years and reflect on what still remains to be done. It has also allowed me to think about the challenges that lie ahead and focus on the things that I would like to achieve going forward in my career. In other words, where I want my career to go next, and the steps that I need to take in order to develop. Throughout this process I have used the STAR method of reflection which allows us to learn from each experience by critical reflection.	Comment by Kate Buffee (1602220): ‘A reflective, active, self-evaluating approach to learning develops deeper understanding in the long term.’ (Cottrell, 2008, p.1) and can increase confidence in decisions.	Comment by Kate Buffee (1602220): When using the STAR method of reflection, we should consider:

Situation: when/where?
Task: the goal, aim or challenge
Action: what did you do?
Result/ reflection: the outcome/ what did you learn?

By completing this activity we continue to learn from our experiences.
The goal when I first started the course was to improve my knowledge of educational practice and to gain a diploma in Inclusive Education with UWTSD. I also planned to complete the top-up year to gain the BA, but this would depend on how successful the first three years were. The course needed to be flexible as I was working full-time in a primary school as a TA, and I also have two young boys. Life was already busy, and I therefore needed to fit my studies around everything else.	Comment by Kate Buffee (1602220): Achieving goals, and setting new ones are important to progression, and Maslow’s (1943) hierarchy of needs also suggests that self-actualisation is important to wellbeing (McLeod, 2020).

There have been many challenges over the past 4 years whilst studying for my BA, most especially finding the time to complete the reading and working to deadlines for assignments. I set aside time to study in the evenings when my children had gone to bed, and also managed to find the extra time during weekends when assignments were due. It has often meant that school holidays have been spent studying, but I am incredibly lucky to have a wonderful family who made it easy for me to work when needed. My time management and organisation skills have definitely improved, and it has given me the confidence to know that I can deal with a fair amount of pressure and a constant workload. Working to deadlines has taught me the importance of planning and motivating myself, which is essential to my future career development. The BA course has also developed skills such as teamwork, collaboration, problem solving, and communication skills. I found it difficult to write in an academic style initially, but this is something that I worked hard on by continually reading academic texts and acting on assignment feedback, and I feel that I am now able to do this with success.	Comment by Kate Buffee (1602220): If you are to succeed as a student, it is very important that you believe that success is possible’ (Cottrell, 2008, p.26). Having confidence in yourself that you can achieve goals by adapting and rising to the challenge.	Comment by Kate Buffee (1602220): Vygotsky’s (1978) social constructivist theory of collaborative learning informs us that working and learning from those who are more knowledgeable is important to our own development.	Comment by Kate Buffee (1602220): Developed through oral presentations, written assignments, and within the classroom throughout the four years of study. ‘Although employers still value academic and specialist skills, they also look for a wider range of experience and generic skills, especially ‘soft skills’ ….. such as oral communication and teamwork’ (Cottrell, 2008, p.35).	Comment by Kate Buffee (1602220): It was important for me to master this technique to ensure success with assignments, and I adopted the approach that difficulties are ‘a problem to be faced, dealt with, and learned from’ (Dweck, 2012, p.23).

A lot has happened over the last 4 years on a personal level too, and I feel that my resilience has increased as a result. I have also chosen to change jobs half-way through the course from a primary school to a secondary school so that I could experience other key stages and ages of pupils, in a school that is a pioneer school for the new curriculum in Wales. I have been privileged to be able to observe a large number of teachers over many subject areas across the secondary curriculum as well as in a primary setting. The knowledge that I have accumulated over the last four years of study, especially learning about educational theories and how these are implemented in policy, has been put to great use within the classroom whilst supporting pupils, and my studies have also been enhanced as a result of my job. The course has given me the confidence to develop my skills and knowledge to the best of my ability, and to persevere with my goals.

More recently, I have had a number of careers appointments during January 2020 with a careers adviser at Student Services UWTSD, who has helped me to focus my ideas, thoughts and aspirations. During this process I completed a lot of research on various jobs and courses within the education sector using the prospects website, and other online job resources. I also spoke to colleagues about the pros and cons of their job, and what characteristics they considered important for teaching. I spent some time considering the qualities and attributes that I currently have, and also where my weaknesses lie so that I can work on improving these areas. I believe that the skills that I have learned throughout the BA course have equipped me to continue with my education and go on to study for the PGCE, and I have a place to start with UWTSD in September 2020.

On reflection, I would have benefited from reading around the subject of study skills prior to starting my BA course, so that I would be able to put these principles into practice straight away. However, going forward I now realise the benefits of reflection and continual learning, and I will continue to look for opportunities to develop my personal and employability skills. One of the first things I would like to concentrate on is how to manage a classroom effectively and increase my knowledge across all subjects so that I am able to teach to the standard required. In particular I need to make progress with the Welsh language as this something that I don’t often use, and I will definitely need to use within the primary classroom. Creativity is also something that I will need to develop, but I believe that this will improve during my placement experiences, and with directed learning. I now have the belief that I can achieve my goals if I put the effort into making them happen.
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Personal Profile 
I am an outgoing person who is conscientious, motivated and caring. I 
work well as part of a team, but I am also able to work on my own initiative 
to achieve an outcome. As a mother of 2 young boys, I have many 
transferable skills such as communication, planning and organising. I have 
also developed many skills necessary for working with children through 
my current post, where I have dealt with children of primary age from 4 
through to 11, whose needs have varied greatly. 



Experience 
Teaching Assistant, Sketty Primary School 2015 - Present 
I currently work as a one-to-one TA with a Year 3 child who needs 
academic intervention across all areas, due to severe emotional 
circumstances. I have also worked for 9 months as 1-1 TA with a child 
with ALN and no understanding of English. Both children have presented 
me with numerous different challenges, so versatility and resil ience are 
essential. This has been a fantastic opportunity for me to develop 
professionally, and one that I believe I have adapted to positively and 
confidently. 



I also have experience of working in Reception, Years 1, 2, 3, 5 and 6. 



Centre Assistant Manager, MBE Swansea 2014 - 2015 
I helped run an office and shop that specialised in Print, design, shipping 
and mailboxes. This was a family business which we set up ourselves from 
scratch and involved many factors such as securing finance, finding 
premises and fitting out the shop. We also had to procure supplies, source 
items of equipment for purchase or lease, and set up office systems for 
the effective running of the business. We recruited 2 members of staff who 
had to be trained and mentored, so leadership and motivational skills were 
essential, as well as patience and diplomacy. Excellent communication 
skills, and exemplary customer service were paramount, as well as the 
ability to prioritise my workload and that of others. 



Human Resources Assistant, ABM NHS Trust, Swansea 2005 - 2009 
I worked as part of a team who looked after the Medical, Nursing and 
Ancillary staff over 3 hospital sites. I was responsible for maternity leave, 
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I also have experience of working in Reception, Years 1, 2, 3, 5 and 6.

Centre Assistant Manager, MBE Swansea 2014 - 2015

I helped run an office and shop that specialised in Print, design, shipping and mailboxes. This was a family business which we set up ourselves from scratch and involved many factors such as securing finance, finding premises and fitting out the shop. We also had to procure supplies, source items of equipment for purchase or lease, and set up office systems for the effective running of the business. We recruited 2 members of staff who had to be trained and mentored, so leadership and motivational skills were essential, as well as patience and diplomacy. Excellent communication skills, and exemplary customer service were paramount, as well as the ability to prioritise my workload and that of others.

Human Resources Assistant, ABM NHS Trust, Swansea 2005 - 2009



I worked as part of a team who looked after the Medical, Nursing and Ancillary staff over 3 hospital sites. I was responsible for maternity leave, 



recruitment, sickness and all other HR roles, dealing on a daily basis with Department Heads as well as clinical staff. Accurate recording of data and producing contractual information was part of my job, and I have a good knowledge of HR policies and procedures, child protection, data protection and confidentiality issues. I also operated in a PA role for the HR Manager, organising her diary and collating information for various meetings and presentations.

Partner, Buffee Design & Build, Swansea 2000 - 2005

Partner within my family company, specialising in the Design and Project Management of building homes. My role would be varied and flexible to include work on site, project management of the building process, organisation of tradesmen, planning and building regulation submission, utility applications, ordering materials and accounting.



Team Leader & Trainer, Serco Online Services, DVLA 1999 - 2005

As a result of promotion from Customer Service Agent to Team Leader, I had to manage and develop a team of 12 customer agents, and was responsible for their performance, well-being and motivation. This required excellent time management and organisational skills, and the ability to be productive under pressure. I also trained all new members of staff through their initial 2-week induction period, to go on to become valuable team members.

Education

University of Wales Trinity Saint David - Currently studying BA in Inclusive Education

Open University, Cognitive Psychology (1997) 60 CATS Credits

Portsmouth University, BSc Biology (1995) 240 CATS Credits

3 A Levels, 9 GCSEs

Interests

I enjoy spending time with my young family and our dog, cycling, walking, reading and pilates. I am also a member of a local choir. I am currently Vice-Chair of my children’s school PTA, organising events such as school discos, fairs and family days to raise much needed funds for our school.
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