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Naima Nazmin
99 Western Street, Swansea, SA1 3JS
Tel : (01792) 419532
                                      Mob : 07842731743
NaimaNazmin7@Gmail.com   


I am hard working and reliable with many skills and abilities to offer employers. I have a good sense of humour and well organised. I am able to work as part of a team, by following instruction accurately. Furthermore, I can handle problems and also refer to information appropriately.  
Education

Bishop Gore School, Sketty, De La Bache Road, Swansea, SA2 9AP

                                                                                       Achieved
GCSE
Maths                                                                                                                               B
English Literature                                                                                                             B
English Language                                                                                                            B
Short Course Religious Studies                                                                                       B
Short Course Welsh                                                                                                         C
Science                                                                                                                            C
Bangla                                                                                                                              C
Additional Science                                                                                                            D

BTEC
Health and Social Care level 2                                                                    DISTINCTION
Travel and Tourism Level 2                                                                                      PASS

Summer University 2015 - Health Care - Pass 

WELSH BACCALAUREATE QUALIFICATIONS: PASS
Problem solving
Application of number
Improving own learning and performance
Working with others
Communication 

Alevels
Sociology                                                                                                                       C
Psychology                                                                                                                     E
Welsh Baccalaureate                                                                                                      B

Currently studying
BA Education Studies at University of wales Trinity Saint David - First year 2017/On going


Range of Competencies

Work Experience
 
City Day Care Nursery
February 25th -  March 1st 2014
This job Included Working with Children and helping them with their activities
during such as modelling clay and role play. I Also had to help tidy up with the
food and toys. This job has taught mje to work well in a team and use my 
communication skills well. 

Oakleigh House School
October-Feb 2016/17
This job included working as a classroom assistant in Year 2. My responsibilities were to help children with their class work such as maths and english, playtime/lunch duty and helping the teacher with work around the class e.g glueing, cutting, photocopying. During my time at the school i also went on school trips and learnt about health and safety regulations. This gave me the opportunity to work within a school and one to one with a teacher and have clear and effective communication.

Jobs

Opinion Research Services
I work a zero hour contract at a call centre gathering research. 
I work for wider company’s such as the council or the Metropolitan Police. It is essential to have clear communication and be very clear. I have learnt to work within a team to meet deadlines.

The Consumer Helpline 
Working on behalf of a Gas and Electricty company (Spark Energy) giving people free quotations and making sales. Working within a team and meeting weekly targets. 

I.T Skills
Excellent experience using Word, Access and Excel.
Excellent keyboard skills

Language Skills
Fluent Bengali & English
Basic Arabic
Basic Welsh
Additional Information

Date of birth: 20th October 1997
NI: PC 62 58 10 C               
Nationality: British

Interests: My interests include reading and baking. I enjoying going out of my way to challenge myself with new recipes and exploring. I also enjoy watching documentaries about various things such as the prison and care systems.

Personal Qualities: I am an adaptable person. I am confident when I have to speak in front of people or deal with customers. I have a good telephone manner. I can speak two fluent languages which are Bengali and English. I am punctual and rarely absent from work. I am organized in my work and can work well in a team. I do a lot of interpretation and translation to help family and friends. I have used aspects of key skills in different subjects and activities:
Application of Number
Information Technology.




References   
Mrs R E Williams (Head of Sixth form)        
Bishop Gore School
De la beche road
Sketty
Swansea
SA2 9AP

Tel: 01792 411400
Fax: 01792 411800








CV 2.0 
Naima Nazmin	Comment by Naima Nazmin (1600909): Providing the name first makes it easy for the reader to associate the CV with someone. Also following one with contact details is essential as if they want to proceed they have details to hand. It is also not essential to provide personal details like date of birth and marital status as this could be used for fraudulent reasons (Innes, 2009).
07842731743 	Comment by Naima Nazmin (1600909): The layout of the CV is now more simple allowing it to be easier to read by employers. It does not over emphasis on the font or the size. 
naimanazmin7@gmail.com
	
Education 
GCSE
Maths                                                                                                                               B
English Literature                                                                                                            B
English Language                                                                                                             B
Short Course Religious Studies                                                                                      B
Short Course Welsh                                                                                                         C
Science                                                                                                                              C
Bangla                                                                                                                                C
Additional Science                                                                                                           D

BTEC
Health and Social Care level 2                                                                    DISTINCTION
Travel and Tourism Level 2                                                                                      PASS

Summer University 2015 - Health Care - Pass 

WELSH BACCALAUREATE QUALIFICATIONS: PASS
Problem solving
Application of number
Improving own learning and performance
Working with others
Communication 



A levels
Sociology                                                                                                                         C
Psychology                                                                                                                       E
Welsh Baccalaureate                                                                                                     B

Currently studying
BA Education Studies at University of wales Trinity Saint David 

Work and experience

Volunteering 
City day nursery – Feb 25th – Mar 1st 2014
Oakliegh house school – Feb - Oct 2017 
Art club – Nov – Mar 2019 

Work history	Comment by Naima Nazmin (1600909): The purpose for a CV is to get an interview with the potential employer. Therefore it is important not to provide all details which will allow further questions during the interview (Anon, 2010). 
The opinion research services – 2016-2018
The consumer helpline - 2018
Reaching wider 2019 - ongoing
Admiral Group 2018 – ongoing 

Competencies 	Comment by Naima Nazmin (1600909): A shorter paragraph that is easy to read with a few essential skills that most employers look for. This would also be beneficial to the employer as it would not drag on too far and allow for more questions during an interview. 
Through education and employment I have gained a range of competencies that would allow me to excel in jobs. They have both equipped me with transferable skills such a communication, team working and organization skills. I am also confident in taking initiative to move forward in my job and always looking to learn to improve my skills and knowledge. Previous jobs and education has provided me with an understanding of other, respect and being dependable. 

References 
Mrs R E Williams (Head of Sixth form)        
Bishop Gore School

James Armsby 
Admiral Group house 

Laura Hutchings/Caroline Lewis 
University of Wales  Trinity Saint David 



























Personal development
PDP  
[bookmark: _Hlk21611495][bookmark: _Toc22922090][bookmark: _Toc22922188][bookmark: _Toc22922272][bookmark: _Toc22922455]PERSONAL / PROFESSIONAL DEVELOPMENT PLAN 

[bookmark: _Toc22922091][bookmark: _Toc22922189][bookmark: _Toc22922273][bookmark: _Toc22922456]Development needs for forthcoming year  (Include as many learning needs as required to achieve agreed objectives)
	Learning and Development Need
	Type of development

	Timescales
	Who is responsible?
 
	Further comments

	Provide a specific description of the desired changes (e.g. skills gained, knowledge acquired, topics/themes/content covered)
	E.g. Course, Workshop, Conference, Self-development (researcher, reading, etc.), Coaching, Mentoring, Job Shadowing, Project work, Committee Membership, etc.
	E.g. End of April, To be completed in the next 6 months, Over next 1-2 years.

	E.g. Staff member, UoE L&D programme to support, Manager to arrange, Staff member to work with team and Manager, etc.
	E.g. Resource requirements, Additional notes    

	
To gain more knowledge regarding other departments 


	Job shadowing
	November, 2019
	Manager to arrange 
	Additional notes 

	

Use initiative to help the team 

	Self-development
	January, 2020
	Team members
	Access to tasks 

	

Become team rep for legal work

	Coaching and Mentoring 
	October, 2020
	Manager 
	Access to team work files


(Anon, n.d)









PDP 2.0
[bookmark: _Toc22922092][bookmark: _Toc22922190][bookmark: _Toc22922274][bookmark: _Toc22922457]PERSONAL / PROFESSIONAL DEVELOPMENT PLAN 

[bookmark: _Toc22922093][bookmark: _Toc22922191][bookmark: _Toc22922275][bookmark: _Toc22922458]Development needs for forthcoming year  (Include as many learning needs as required to achieve agreed objectives)
	Learning and Development Need
	Type of development

	Timescales
	Who is responsible?
 
	Further comments

	Provide a specific description of the desired changes (e.g. skills gained, knowledge acquired, topics/themes/content covered)
	E.g. Course, Workshop, Conference, Self-development (researcher, reading, etc.), Coaching, Mentoring, Job Shadowing, Project work, Committee Membership, etc.	Comment by Naima Nazmin (1600909): The PDP shows in clear detail an overview for a future plan and how this plan would be implemented. Shows to employers initiative and continuous effort to learn and gain further knowledge. Also, shows an employer the growth, independence and reliability that past employers have seen of me (Beausaert, S et al, 2013).	Comment by Naima Nazmin (1600909): 
	E.g. End of April, To be completed in the next 6 months, Over next 1-2 years.

	E.g. Staff member, UoE L&D programme to support, Manager to arrange, Staff member to work with team and Manager, etc.
	E.g. Resource requirements, Additional notes    

	
In order to provide the best customer journey, it is important to have further knowledge past your role in order to be able to assist the customer and answer simple questions. To help this happen I would go into other departments in the company in my own time to learn and observe their roles.


	This development would occur my shadowing another colleague in their department. This would include listening in on their phone calls, asking them further questions and observing them in their role. This would also allow me to speak to other members of the team and managers in that department. 
	November, 2019
	This would need to be arranged by my manager as they would need to speak to the other department to ensure I am able to attend at a time that is fitting for them. I would also need to complete an online request form to ensure protocol is met.
	The additional resources I would need would be the right equipment to ensure I can listen on in calls. Furthermore, I could prepare questions that are frequently asked and take notes of further information. The notes can then later be relayed to my team members to assist them as well.

	
While working in a team it is important to support them when needed. As part of my personal development I will take initiative to ask my team members if they would like me to take any tasks of their hand after I have completed mine. This would create a stronger team. It would be helpful for me to access the other team members files to see what needs to be done if they are busy or are planning to leave early. 
	In order to develop further in this aspect it is important for me to take notes and be organised. When I see a fitting time I would need to discuss it further with each team members and managers to make them aware that I will be helping out. This important so my team members also know that I am willing to help when they need it. 
	January, 2020
	This would need to be discussed with my managers to make sure that they know I will be using my spare time wisely. Also, my team members would need to be aware that I am available to help and that I will be accessing their files from time to time to help with this further.	Comment by Naima Nazmin (1600909): Beausaert, S (2013) wrote that through the personal development plan future employers can see that you have support of supervisor which shows that they can see your willingness to train further, this also allows for self-development.  
	To achieve this target I would need permission from my managers and team members to be able to access their files. I would also need to keep a log of what I am completing for my team members for my own log and also to provide to the managers. 

	
This developmental change in my role would require for me to learn new skill sets as I would become a rep for the legal work in our team. What this would entail is working one to one with team members, listening their legal section on the call and reporting back to them what they have done well and what they could do better. I would be responsible for my team to ensure our targets are met within the wider company and attending any training sessions to pass on the information to my team members. 

	In order to meet this developmental change I would require training on how to use the monitoring systems, assessing the criteria in order to know what to look for and also training on how to train my team members for when they do require improving in areas. 	Comment by Naima Nazmin (1600909): This would show an employer that I am willing take on the cycle of learning through formal and informal opportunities. This also shows my motivation within my role (UWTSD, 2019).
	October, 2020
	This would be completed my manager and other training staff within the company. Also, completing tests and online learning sessions to further my knowledge.
	I would require access to the monitoring systems and training systems. I would be creating individual files for my team members to track their progression and also my progression as a rep to show to the wider company. 	Comment by Naima Nazmin (1600909): Beausaert, S (2013) states that the personal development plan shows employers that you are an responsible individual and that can be seen in this target as managers and the wider company are relaying on me. 



(Anon, n.d)












Personal Statement 
While gaining experience in different areas within education I could see that teaching does not come without struggles. While completing work experience I could see that the teachers had to be organized such as prioritizing when to do marking or speaking to parents when needed. I was able to see struggles such as children having language barriers in the classroom so the teacher had to plan around this. The teacher made sure everyone was completing the lesson but in a way that best fits them for example a group sitting on the carpet and working with pictures or sitting on the sofa for those who get anxious. I have questioned teachers that I have met during this journey. It was helpful to understand their reasonings behind this, path that they took into teaching and their journey as a teacher so far. On a personal level I am able to understand challenges like these as my nephew has autism. It is always important for us to work with his needs and give him the best opportunities just as the other children would have. I believe I am able to add to this by using my skills such as listening skills and dependability that I have gained through my job working with people who have been involved in a possible traumatising situation. Furthermore, I also work for an outreach programme funded by the government which works in partnership with the universities. As part of the job I have been able to meet many children from different school which are seen to be from deprived areas. Our role is to be a student leader and lead activities on a smaller group scale with the children when they attend the universities for trips. The outreach programme runs many activities which are for many reasons aimed at both primary and secondary students. Some are to encourage children that they have every opportunity to attend a university themselves as well as show them different pathways into university. Also, some activities are based on STEM subjects aimed to children of the higher classes to educate them on the possibilities of the STEM subjects available. Gaining experience from both these areas have made it clear that although teachers and support workers can be challenged the outcome is rewarding as it is always taking the children one step closer to making a change. Also, I have completed other work experience in the role of a teaching assistant and could see it was clear to see that every classroom had a teaching assistant who played a pivotal part in the classroom. They kept a great relationship with me, allowing me help children with one to one reading, completing small group activities and also assisting the teacher with marking, preparing lessons and the classroom house-keeping.  They were also able to lean on the me when ensuring that children get more independent and focused teaching. This could be done by splitting the classroom into groups were they complete different activities, allowing the me to lead some activities. Through both the outreach programme and primary school, I have been able to develop by time management and organisation skills by ensuring all the preparations were completed. Additionally, I gained more experience in working in a group. I also believe that completing an education studies degree will benefit me in a classroom as it has equipped me with skills which are specific to encouraging the best method of teaching for modern day education. Furthermore, I have gained knowledge of the history of education and being able to understand why certain aspects of teaching and education are the way they are allows me to appreciate it more as I understand the meaning behind it. Also, by having this knowledge I can adapt new information to be able to fit with any past aspects.  The course also looks into the new curriculum by Graham Donaldson and I was also able to see this first hand while gaining experience by attending a primary school which are a pilot school for the new curriculum. It was interesting to be able to see the curriculum first hand and get involved within it. The teachers were helpful in explaining the reasoning behind certain aspects such as encouraging the children to move around the school and being independent in their learning. The school has a clear layout ensuring the children get the best out of the curriculum such as having an outdoor classroom where the children are able to use their creativity. The new curriculum was still a work in progress for this school which allowed me to be able to see the pros and cons of the new curriculum. I was able to help the children with their creativity skills as I have ran an after school art club with fellow peers in the university. We had to plan an activity for each week and order supplies. We took it in turns to plan an activity for each week, while planning these activities we had to ensure that we were meeting health and safety standards of the school. This helped use my creativity skills by providing the children with enough resources and instructions that is appropriate to their understanding.





Personal statement 2.0
As a result of my experience with children in a variety of settings, I wanted to work as a primary school teacher. Now, having seen Donaldson’s new curriculum being put into practice by a teacher whilst on placement who has put most aspects of the experience I have gained and enjoyed into a classroom setting, I am positive that this is what I really want to do.	Comment by Naima Nazmin (1600909): Employers look for people who are independent. This aspect shows that I am willing to gain more experience and volunteer to gain knowledge shows independence and initiative (Houseman, O.R 2016).
I could see that teachers have to be able to prioritize and organize their work and also be prepared to be flexible. I was able to observe some of the issues they faced, for example, dealing with and accommodating children with language barriers in the classroom. Teachers had to make sure everyone was completing the lesson but in a way that was appropriate for each pupil. For example, having a group sitting on the carpet and working with pictures whilst others sit on the sofa because they get anxious. I had the opportunity to question the teachers and found it helpful to understand their reasons for doing this.
 On a personal level I am able to understand challenges like these as my nephew has autism. It is always important for us to work with his needs and give him the best opportunities just as the other children would have. As a result, I believe I have further developed my skills, for example, listening and observational skills. In addition, I am dependable and through my job I have experience of dealing with people who have been traumatized. It has also helped me see that I need to work with the support system around the children, including their parents. Furthermore, I also work for an outreach programme funded by the government which works in partnership with the universities. As part of the job I have been able to meet many children from different schools in deprived areas. As a student leader I lead activities for a small group of children when they attend the universities for trips. Some activities are based on STEM subjects aimed at children in key stage 3 and above, to educate them on the possibilities of the STEM subjects available. Gaining experience from both these areas have made it clear that although teachers and support workers can be challenged, the outcome is rewarding as it is always taking the children one step closer to making a change. As a teaching assistant I developed a great relationship with the teachers and was trusted to help children with , for example, completing small group activities and preparing lesson. As a result of my experiences, I have been able to develop my time management and organisation skills and understand that preparation is key to becoming a successful teacher. 	Comment by Naima Nazmin (1600909): Talking about specific aspects allows the employer and yourself to create direct links with the job which are relatable. This will allow you to use transferable skills learnt in that area in the new work environment.	Comment by Naima Nazmin (1600909): Showing employers you are able to reflect and acknowledge the skills that you have gained. 
[bookmark: _Hlk13588986]Additionally, by completing an education studies degree I have gained the knowledge of the history of education which will benefit me within a classroom as I have a greater understanding as to why some policies are in place. Furthermore, the degree has helped me be able to adapt new ways of learnings into current day education.  
[bookmark: _Hlk13588941]I have also had experience of Graham Donaldson’s new curriculum whilst at a primary school volunteering to gain experience. The school has a clear layout ensuring the children get the best out of the curriculum, for example, having an outdoor classroom where the children are able to use their creativity. This helped me use my skills with creativity as I run an after school art club with fellow peers in the university. 






















Planning and organization 
STAR technique
Could you give us an example of how you have contributed to a team or group activity?
	Situation

	
Working within a team to achieve set goals as an induvial and as a steam. Assisting other team member to help solve through a situation to ensure this target is met. 



	Task

	
Helping team members convince a customer using out services will be more beneficial to ensure they meet their target as well as the whole team



	Activity

	
Going through the pros and cons of our services, help them remember what out terms and conditions are by doing brief research and also reassuring team member that they as an individual are capable of convincing the customer through training, experience and personal traits



	Result

	
Giving the customer a satisfactory journey and reassuring them. Meeting the individual team members target. Also, the team meeting their target. Overall benefitting the company.



STAR technique 2.0
Could you give us an example of how you have contributed to a team or group activity?
	Situation

	At work we are in teams. Within our teams we are expected to meet our individual targets and targets as a team to compare with other teams within the company to show productivity in different aspects. One aspect would be do get customers to use our services as opposed to services they have sourced themselves. In this situation a customer has come through to my colleague to use their own garage for repairs to their vehicle. They have already arranged a time and price with this garage. Furthermore, they have had this garage recommended by friends who were impressed with the services. If the customer decides that they want to stick with this garage this would mean that my colleague will fall under on their target so they would not receive their incentive and it would affect the team target as a whole. 	Comment by Naima Nazmin (1600909): Using this STAR technique I would be able to show a future employer that I am able to spot an area that could affect the team or the company and try and resolve the situation (Davidsson, P. 2007)




	Task

	For this situation as I was the only one available to assist my colleague I advised them to inform the customer we would call back to confirm this. This was beneficial for my colleague as they were getting stressed and felt unprepared to overcome the objections provided by the customer. The task I took on was to prepare my colleague to call back and have the customer on board to use our services.	Comment by Naima Nazmin (1600909): This would show an employer that I am a considerate individual as I thought to take a step back and help my colleague gain further information rather than misinform the customer and let the customer take a wrong path that would not benefit her. Also, this would show that we take ethics into consideration as it would be wrong to misinform or mislead the customer to make it an easier conversation for my colleague (Davidsson, P. 2007). 




	Activity

	In order to help my colleague I prepared a one to one session in order to recap the basic objection handling training that we all had. This would help refresh some of the points to use. In addition to this we also completed some call listening activities where we listened to their and other team member pitchers for garages. These included both good and bad pitches in order to see what went well and what could be improved. After this we completed some role plays to prepare for different objections so my colleague had a plan for most of them. This was to build her confidence for when she called back. 

	Result

	The result of this training session allowed my colleague to go back on the phone with the customer in a confident manner. They were able to provide the customer of all the pros and cons of using our garage as opposed to their own garage choice. By completing the role play my colleague was able to overcome objections and deal with any difficult times such as the customer raising their voice. As a result of this my colleague was able to get the customer to agree to use our garage. This would ensure that the customer would have a satisfactory journey as we would be able to assist her along the way. Furthermore, my colleague was able to meet her target and get her incentive. Overall as a team we were able to meet out target. 

























Reflection
This portfolio shows a range of competencies and skills that link to employment. Throughout the portfolio it can be seen that this module has made it easier to showcase the competencies and skills to benefit the individual. Each evidence in the portfolio has was would have been sent to employers before this module and what has been changed after reflecting on this module. 
Gibbs reflecting cycle allows people to reflect in a systematic way through experiences during specific situations, activities or events. Gibbs (2013) states a way to reflect is through ‘modeling’ this would entail to discuss these situations and ask questions such as ‘what went bad’ or what could I have done better’. During this module we took part in multiple discussion regarding our experiences and were able to reflect on the competencies and skills we had. Through these discussions we were able establish that we all attained transferable skills from our university course. Some of these skills were communication, critical thinking and respecting others. 
While reflecting on this module on important aspect learnt to help with employability is to always sell yourself. While watching the video on ‘Employability skills’ it stated that a negative situation should always be turned into a positive to show your skills. This allowed us to use Gibbs reflective cycle as evaluate our past experiences. By doing so we were able to establish what went well and what could have been improved. A CV allows you to show your basic competencies to sell yourself in order to achieve an interview with an employer (Anon, 2010). This could be developed further using the personal development plan as it shows a step by step plan that has allowed you to gain particular competencies. While reflecting on the personal development plans above and reflecting upon the information gained during this module. It was easy to improve on the achievements paid throughout employment which allowed you to self yourself in a positive light.
Innes (2009) states that a CV should be quick to read as employers are constantly reading through CV. The writer also states that the CV should be presented well as it could catch the attention of the employer from the first few words. To also help with the presentation and timing of reading a CV, it is important to not add all pieces of information onto the CV as the point of a CV is to gain an interview with the employer. The interview would be the chance that you have to provide further details (Anon, 2010). During this module it was clear that employers like to see employees that complete research on the company beforehand. This would show the employer that you are organized and were able to match the information on your CV further to meet the criteria of the job as CV are generalized.
Furthermore, Gibbs (2013) reflective cycle includes having a conclusion and analyzing. In the portfolio it can be seen that looking back at our experiences using the STAR technique as an example we have been able to analyze a situation and concluding on it. This allowed us to see what competencies and skills we have gained from a situation and what we can do better for next time in a similar situation. 
In addition to this the reflective cycle discusses an action plan. This is similar to the personal development plan. Within the cycle it states that it is good to have an observer. This is so they can provide evidence and use a checklist to state that competencies you have gained during that developmental target. They can advise you on what could be done better next time. Therefore, making it another target in your personal development plan. Beausaert, S (2013) also states that future employers like to see that the previous employers were involved in your growth as it would show that they assisted you in self-development which would help you gain further competencies and skills. 
Using Gibbs reflective cycle I was able to reflective on analyzing the competencies and skills that I have. It was clear to see that different situations required more analyzing in depth to state what was done well. For example during the personal statement, the experiences gained were stated briefly but it was not analyzed so to show what went well or bad for those experiences. Furthermore, it did not identify strong areas of strength linking them to relevant areas of the potential job.
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