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1.	Assessment Question
You are required to present a portfolio of evidence to showcase a range of competencies and skills linked to employability and an enterprising mind-set.  The purpose of this portfolio is for you to demonstrate that you have developed several employability and enterprise competencies throughout this module.  You need to include three components in your portfolio, and these should be split into competencies; you may include more than one piece of evidence for each competency.



2.	OLD CURRICULUM VITAE
CAREER PROFILE: HELEN YVONNE LEWIS

	ADDRESS:
	90 Hythe Road
Fiveways
	

	
	BRIGHTON
	

	
	BNI 6JS
	

	TELEPHONE:
	01273 887924
	

	BIRTH:
	16.05.1967
	AGE:
	36 years

	STATUS:
	Married
	NATIONALITY:
	British

	HEALTH:
	Excellent
	HEIGHT:
	5'4"


I have been with The Brighton Marina Company for seven and a half happy years but feel that I have exhausted the challenges that the job has to offer. For the future I hope to increase the personal responsibility that my job entails.

EDUCATION:	Brighton Polytechnic (1986-1988)
Carmarthenshire College of Technology and Art (I 984-1986)
Maridunurn Comprehensive School (1978-1984)
0	Level:	GCE:
History	B
English Language B English Literature B Maths	C
Physics	C
Economics	C
CSE:
French	1
English Literature	1
English Language	1
BTEC:		Higher National Diploma National Diploma Business and Finance
Computer Skills:		Word Perfect, Lotus, Microsoft Office, Access, BACS, SAGE Line 100 and SAGE Line 50.
         INTERESTS:	Gardening, Cooking, Entertainment, Travel.
'
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FINANCE CONTROLLER (1997 - 2003)

The Brighton Marina Company Limited (Approx. TIO £800,000)
Brighton Marina Estate Management Company Limited (Approx. TIO £900,000)
Brighton Marina Residential Management Company Ltd. (Approx. TIO £1,0 00,0 0 0)

The Brighton Marina is based I mile East Of Brighton and Hove city centre. It includes a 1000 berth marina, 792 residential properties, 8 screen cinema, bowling alley, casino, health club, 7J room hotel, large choice of restaurants and shops.
MAIN RESPONSIBILITES:
Providing accounting and administration services for three companies and their subsidiary companies.
Arranging  information for clients and assisting potential clients.
In addition to this I provide support and backup to the Estate Director.


FURTHER INFORMATION REGARDING CURRENT POSITION:

Invoicing for all companies. This includes invoicing approx. 1000 clients, 4 times
a year for service charges.
Sales and Purchase Ledger entry. Daily Bank Reconciliations.
Banking for all companies. Control of the Petty Cash.
Client/Contractor Database entry. B ACS payments.
Credit Control for all companies, instructing solicitors when necessary. Creation of Spreadsheets as required by the directors
Providing support to Company Secretary
Creation of Management Reports as required by directors Dealing with pre-purchase enquiries from solicitors
Completion of the legal documents in connection with property purchase Annual Returns for all group companies
Collection of rents on behalf of Landlord
Estate Management administration and booking of service jobs.

KEY SKILLS

Strong Organizational Skills
Excellent Telephone Manner/ Communication Skills/Attention to Detail Strong Credit Control Skills

CURRENT PACKAGE

25 days holiday
£18,500 + Pension
(Position is currently being advertised for £22,000)
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REASON FOR LEAVING

Returning to South Wales, where my husband and I have bought a prope1ty in Pontargothi, Carmarthen. We want our daughter, Isa bel, to be brought up speaking Welsh and the move will also allow us to be nearer our families.

PREVIOUS EMPLOYMENT:

· The Brighton Marina Company Limited (1995 - 1997)
Personal Assistant to Estates Director - Assisting the Estates Director in the organization and operation of the Estate Management Department at Brighton ton Marina.
Responsibilities included typing minutes , budgets, invoices and letters, checking budgets, running diaries, liaison with marina residents, tenants and other marina departments, providing first line link between Estate Management Department and general public, day to day management of the office, raising work orders for property defects, arranging meetings and management of the satellite television system for res idents .

· Standard Life Assurance Company: (1988 -1995)
(Took redundancy when offices relocated to Redhill in Surrey)
1988-1990 Personal Sales Suppo11 Assistant - Responsible for the life assurance business of four consultants.
1990-1992 Sales Coordinator, Halifax Business Section - Processing of life assurance and investment business dealing with enquires from Halifax Financial reps.
1992- 1993 Sales Support, Personal Pensions - Member of a team, responsible for processing all personal pension applications at Brighton branch.
1993-1995 Senior Customer Services Coordinator, Direct Services Division - Providing sales and administration backup for financial planning consultants, dealing with enquires from clients, as well as providing support for the Branch Manager.

· Restaurant Staff - McDonalds (Part Time) (1986-1987)
· Sales Assistant - Freeman Hardy Willis (Part Time) (1984 - 1985)
· Clerical Assistant - W. Kingsbury Ltd (Part Time) (1982 -1984)

EMPLOYERS COMMENTS:

" Helen has worked extremely well in getting a good relationship with clients and associated businesses and this has reflected in her work." (Manager)

"I am extremely impressed with the amount of work being done, and the teamwork that she shows	Helen copes will with a very high workload" (Manager)
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· Renovated Victorian House - single handed
· Entertainment Director - Carmarthenshire College
· Student Union President - Carmarthenshire College (1985 - 1986)
· Involved in charity work - fund raising/installation of disabled ramps
· Group Leader - Branch Quality Circles (Standard Life)
· Team Leader - Championship swimming team (3 years running)
· County Representative - bell ringing, swimming, badminton, women's rugby
· South Wales Representative - schools British Gas cooking
· Full Clean Driving Licence


REFERENCES
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Estates Director
The Brighton Marina Company Limited,
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Brighton
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TEL:01273 628627

Mr B Donnan
Edward Harte & Co. Solicitors
6 Pavilion Buildings
Brighton
East Sussex
BN21RA



Updated CV.
HELEN YVONNE LEWIS
Penrheol Villa, Pontargothi, Carmarthen, SA32 7NG
07468893851		helenyvonnelewis@gmail.com	Comment by Helen Lewis (1708331): Modern layout as suggested by Bright, Earl and Winter (2011) giving clear contact details including email address.  You are marketing yourself, so make it look professional and do not use an unusual layout.


Career Objective
Final year Advocacy undergraduate at University of Wales Trinity St. David due to graduate with a projected high 2:1 class degree.  I am keen to increase my advocacy knowledge and experience gained whilst completing my degree and from my voluntary Trustee role with a children’s charity. I want the opportunity to use my skill base to develop a career empowering young people. To assist them to understand social diversity and difference in our inclusive society and encourage them to become involved with local communities and to increase their commercial awareness.	Comment by Helen Lewis (1708331): Don’t be put off by job descriptions that ask for extraordinary people.  Apply for the job as you may be the person they are looking for.  	Comment by Helen Lewis (1708331): Career objective should fit the advertised position.  This is a generic CV and will be changed accordingly for the appropriate job.	Comment by Helen Lewis (1708331): Bright, Earl and Winter (2011) advise you to think about what the employer would be looking for and put that in your CV. 

Education and Qualifications	Comment by Helen Lewis (1708331): Before applying for a job, research the company, annual reports, projects they are involved in and who their clients and competitors are. (Bright, Earl and Winter, 2011).
Oct. 2017 – June 2020:	BA Advocacy at University of Wales Trinity Saint David
Modules studied:  Understanding Additional Needs - Advocacy on Partnership: Multi Agency Working - Equality and Disability in Education - Contemporary Issues in Social Inclusion	Comment by Helen Lewis (1708331): Modules studied focus on the areas in which I aim to work in.
Sept. 1986 - July 1988:	Higher National Diploma at Brighton Polytechnic in Business and Finance	Comment by Helen Lewis (1708331): Maintain integrity and complete your best results.  Bright, Earl and Winter (2011) advise you to build a personal history highlighting achievements, as recruiters look for these rather than focusing on duties. 
Sept. 1984 - July 1986:	National Diploma at Carmarthenshire College of Technology and Art in Business and Finance
Sept.1978 – July 1984:	Secondary School Education at Maridunum Comprehensive School
GCSEs:	English Language (B), English Literature (B), History (B), Maths (C), Physics (C), Economics (C) 
CSEs:				French (1)
Employment History

2015 to Present:	Trustee and Committee Member for Local Children’s Charity	Comment by Helen Lewis (1708331): This position has been placed first because it involves children, volunteering and teamwork.  Trought (2017) states that teamwork involves cooperating, contributing to discussions, respecting others, negotiating, and an awareness of others and the interdependence involved. 
· Positions held include Committee member, Treasurer, Vice Chair and Trustee.
· Self-management when meetings/situations are challenging.
· Utilised relationship management skills to encourage the committee to challenge the way things are done
· Adopted social awareness to enable and assist in good decision-making
· All communication skills adopted to carry out committee work including face to face, telephone calls, written correspondence and social media. Ensuring integrity and confidence whilst in line with data handling procedures 
· The effective use of empathy and assertiveness when dealing with staff 
· Applying commercial awareness when organising events and fund-raising 

2015 to Present:	Part-time Catering Assistant (Four Seasons Restaurant, Nantgaredig)	Comment by Helen Lewis (1708331): Here competencies illustrated include the need to provide client satisfaction in order to maintain their loyalty.  Business and customer awareness is very important to the employer as your opinions can add value to a business by understanding their challenges, customers and the competition they face (Trought, 2017) 
· Developed excellent communication skills whilst dealing with guests and residents in a busy restaurant 
· Used initiative and teamwork with the kitchen to solve challenging queries regarding special dietary requirements
· An eye for detail when calculating bills, dealing with cash, ordering stock and dealing with suppliers
· Carried out catering and running the restaurant in the absence of the owner

2004 to Present:	Career Break	
· Budgeted, organised and maintained accurate records for all household needs
· Used life skills and resilience to bring up four children, three of which are natural triplets	Comment by Helen Lewis (1708331): Trought (2017) explains that resilience requires the ability to adapt in the face of extreme sources of stress.  The first twelve weeks of having triplets was the hardest thing I have ever done, because I had three hours of sleep daily but still had to maintain day to day activities for my children.  I set a goal to get the triplets to sleep through the night at twelve weeks, which I achieved.
The competency of emotional intelligence includes self and social awareness and self and relationship management.  
· Attended multi-disciplinary meetings developing teamwork and communication and organisation skills
· Problem solved daily, for example, living, transporting, entertaining, feeding triplets and a three-year-old.	Comment by Helen Lewis (1708331): Trought (2017) defines problem solving as analysing the situation and using creative thinking to find a solution.  Transporting the triplets involved problem solving daily.  Triple buggy or single and a double buggy.  I would have to consider where we were going, what barriers would we meet and what I needed to put in place to get there.  Higgins (2014) Star technique can aid problem solving.
· Arranged and delivered creative play and exercise activities daily to the children
· As project manager used problem solving techniques whilst renovating the family home 

2007-2009 	WRVS – Lunch Club Manager
· Organising four separate lunch clubs in Whitland, Trelech, Llansadwrn and Cynwyl Elfed for the elderly
· Ensuring premises fit for purpose, entertainment, food and transport ordered, volunteers organised for the day, and risk assessments completed for trips	Comment by Helen Lewis (1708331): Included having a food hygiene certificate. Efficiency was key to the service.  Organising the collecting, distribution and serving of the food in a precise time frame was required.	Comment by Helen Lewis (1708331): Overseeing up to six volunteer staff could prove challenging, as some did not like to be asked to do things in line with procedures because they felt they were not salaried and were there out of kindness, however it was my role to communicate the jobs requirements.  	Comment by Helen Lewis (1708331): Carrying out risk assessments, aware of Health and Safety policies and procedures.
· Maintaining the register, collecting subs and keeping confidential information and petty cash appropriately
· Being aware of changes in the elderly clients and reporting any concerns via the appropriate channels	Comment by Helen Lewis (1708331): Being aware of Safeguarding Policy and procedures.

1997 to 2004.		The Brighton Marina Company, The Brighton Marina Residential Management Company and The Brighton Marina Estate Management Company
· Provided sales ledger accounting services for three companies with a total turnover of approximately three million pounds	Comment by Helen Lewis (1708331): Accountancy practises include numeracy and data analysis .  Trought (2017) advises that these maths elements may be used in the selection process and employers look for excellent skills in this area. 
· Assisted the company accountant with month end and year ends, dealing with enquires whilst being adaptable and flexible to complete the work by the deadlines
· Worked with the company solicitor on the completion of five hundred leasehold properties maintaining accuracy and meeting stringent time frames
· Personnel Assistant to the Estate Director and his assistant providing administrative duties and flexible varied support from event planning to dealing with agitated customers to making tea	Comment by Helen Lewis (1708331): Face to face, social media, telephone and written communication should all be used effectively.  Trought (2017) advises that you need to consider the context and use the seven ‘Cs’.  You need to be clear, concise, concrete, correct, coherent, complete and courteous.   



Skills & other information
· Clean full driving licence
· IT skills include Microsoft Office SAGE, BACS
· PASS Mentor and Student Representative for Level 6	Comment by Helen Lewis (1708331): Illustrates enterprise skills, though understanding and interpreting processes, communicating ideas and assisting level fours to settle into academic life and practice.
Leadership involves being aware of your own strengths and weaknesses and knowing where to improve (Trought, 2017).
· Public Speaking and Presentation skills, improved on since at university and spoken for Bobath Children’s Therapy Wales and Surestart
· Safeguarding Officer For the Children’s charity

Interests
Cooking:	Enter local competitions and enjoying cooking for friends and family
Animals:	Enjoying caring for our pet dog and going for walks exploring the local area
Camping:	Escaping to Pembrokeshire to enjoy the surroundings

Referees
Mrs K. Cridland, Cerddfan, 21 Bronwydd Road, Carmarthen, SA31 2AJ. (07854938357)
Mr S. Bagshaw, Carmarthen Breakthro, Station Road, Carmarthen, SA32 7LQ (07772078634)



3.	PERSONAL DEVELOPMENT PLAN (PDP)
	What are my goals?
	Which goals need to happen first?
	When do I want to achieve this?
	What obstacles might get in my way?
	How can I improve my chances of meeting my goals?
	Where can I go for support?
	Review.  How I am doing?

	Pass my degree with a high 2:1
	1. Mind map learning outcomes for assessment.
2. Read and research for assessment
3. Organise teamwork meeting for Advocacy assessment
4. Complete assessment
5. Ensure the work is turned in on time.
	All assessment work has to be completed by the 4th May 2020
	1. Lack of motivation
2. Life
3. Procrastination
4. Time Management
5. Technology
6. Wellbeing
	1. Focus on goal
2. Allocate time for study.  Go into university library or book study rooms
3. I need to remind myself of my goal when procrastinating
4. Make a wall chart illustrating every deadline
5. Go to Student Services for IT sessions
6. Be aware that support is available at Student Services
	Lecture
Student Services
Library
Personal support lecturer
Family
	ECGE6001Q – Assessment 1 & 2 completed
ECAY6001 due 11th Dec & 6th Jan.
SJSS6005 – 1st May
SJSS6004 – 27th March & 11th May
ECSS6001- 4th May & 11th March


	Get the job I want
	1. Arrange meeting with Mark Thomas Careers Advisor
2. Update CV
3. Update Personal Statement and PDP
-Sign up to job websites in the educational and third sector for jobs.
	Aim to have job interviews during Easter of 2020
	1. Lack of motivation
2. Life
3. Procrastination
4. Time Management
5. Technology
6. Wellbeing
7. Availability of Mark Thomas
	Look at  https://www.prospects.ac.uk/careers-advice/cvs-and-cover-letters/example-cvs on how to update my CV
Sign up with employment websites: https://www.indeed.co.uk/
Bookmark organisations that interest me.
Highlight local newspapers for specialised adverts in the area and for announcements on funding being awarded or new projects being launched regarding children
	Careers Advisor
Student Services
Library
https://volunteering-wales.net/vk/volunteers/index.htm
https://www.recruit3.org.uk/
https://en.infoengine.cymru/ 

	Met with Careers Officer on the 14/10/19.
Updated CV  10/19
Created Personal statement – 10/19
Created PDP 10/19.



Personal Development Plan Notes
I have not produced a personnel development plan before for my career.  However, as a result of this module, I have produced the above plan following the guidelines outlined by the Chartered Management Institute (CMI, 2013) who illustrate the ‘cyclical process’.  The CMI (20131) identify the PDP stages as ‘establishing the purpose, identify development need, look at development opportunities, formulate action plan, undertake development, record outcome and review and evaluate’.
Cottrell (2015, p.4) highlights that a PDP is ‘about you’ and thinking about the future so you can make the right choices now to give you the best choices and opportunities in the future.  A PDP requires you to examine what you know about yourself. Cottrell (2015) suggests you analyse everything you know about your  ambitions, likes and dislikes, goals and uncertainties, what you want to achieve in life, what job you would like and what it would involve, how you could achieve this and what information you will need to enable you to take the opportunity when it happens.  Trought (2017, p. 54) highlights that ‘PDP encourages reflection on strengths and weakness and develops self-awareness, which supports continual development and learning’.
To produce this P.D.it was helpful to use the STAR technique which Higgins (2014) explains stands for ‘Situation, Task, Activity and Result’.  Taking each stage and applying this technique helped me to expand my findings and get a more in-depth PDP.  Trought (2017, p. 203) advises ‘this framework encourages you to provide specific examples to demonstrate…competencies and…behavioural criteria.  The above Personal Development Plan enables me to see what I need to do to ensure I complete my future goals.
I have now completed some of the tasks, namely the two assignments for this module.  I have also had an appointment with the careers advisor Mark Thomas who advised that I have a wealth of experience in transferable skills which I have used as a mother but not connected the importance of these skills with employability.  The PDP is proving to be an invaluable tool as all the information is in one place allowing me to work towards my goals effectively.

4.	PERSONAL STATEMENT
Advocacy and Social Justice intrigues me, constantly challenging me to question why things happen, do they need to happen or is there potentially a different way of looking at things.  I have always been fascinated by people and situations and have been incredibly fortunate to have four children, three of which are natural triplets.  My interest in human interaction has been enhanced by watching the triplet’s behaviour and how society approaches them and interacts with them.  My quest for knowledge on socially related topics led me to start a degree in Advocacy.  In addition, I was invited to become a Trustee of a local charity for disabled children, and over the years this has enabled me to increase my awareness, knowledge and experience of working with children, also with the staff and professionals involved with the charity.  Whilst on my work placement, I took the opportunity to work in the playschemes provided by the charity to have first-hand experience of the service offered.  I benefitted hugely from the placement working directly with the children and the staff.  It also gave me the opportunity to be commercial aware and feedback to the committee any matters that could be approached differently.  This has increased my hunger to learn about how people interact within our society.  My key interests lie with those children who are disabled and different and how putting them in an inclusive society affects them and the people around them within an educational settings. 
UCAS (2019) stress that ‘your personal statement is one of the most important things you’ll do’ because it allows you to showcase your best traits enabling you to promote yourself as an asset to the university
Cottrell (2015, p.243) explains how the Personnel statement is an ‘important tool for making real use of on-going observation, reflection and evaluation’.
Schön’s (1983) states there is reflection in action and reflection on action. Whilst reflection-in-action is carried out during the event.  This is when we work out what we need to do, how do we do it and what is needed to resolve the matter.  After the event reflection-on-action occurs when one refers back to the original event and appraises what happened, how it was dealt with and learns from it.  Thompson and Thompson (2008, p.16.) claims this ‘sets up a cycle in which we integrate the two sets of reflection…. facilitating the integration of theory and practice’.



5.	REFLECTIVE ACCOUNT

1.  Description
The following reflective account uses Gibb’s reflective cycle.  It will critically reflect and discuss how key employability skills have been developed during the Skills for Life: Employability and Future Pathways module and how these skills will assist me in gaining future employment and help me to meet my personal development needs.
2.  Feelings
The autumn semester started with level six engaging in their first block course on employability over three weeks.  Having been out of the job market as a stay at home parent for fifteen years I quickly became very anxious.  As I feared, the module highlighted how out of date my personal paperwork was, resulting in my expectations of gaining a good job being reduced considerably.
The fear I experienced is outlined by Reiss’ (1991) expectancy model which outlines ‘three fundamental fears’ with the last one being ‘the fear of negative evaluation’ and defined by Bassott (2016) as the Almond Effect, when the brain stimulates emotional responses especially fight or flight.  Cottrell (2015) expands on this, by identifying these as setbacks, which can lead to disappointment, however, setbacks can also have their benefits which may not be apparent straight away.
3.  Evaluation
As a result of the module, I considered the competencies that are required and the key skills that are highly prized by employers.  The London School of Economics and Political Science (2019) state the top ten employability skills as being 
‘self-management, teamwork, business and customer awareness, problem solving, communication and literacy, application and numeracy, application and information technology, entrepreneurship and above all positive attitude’.   
The importance of teaching these skills is highlighted by Scott et al. (2019) who confirms it is ‘highly useful’ and resulted ‘in significant increases in student’s confidence across key areas of employability skills’. 
Taking part in this module has encouraged me to address some aspects of my skill base and personality that could be improved upon.  I would like to be more confident on computers, able to be more patient when listening and improve my time management skills.  In order to address the individual areas, I used the Higgins (2014) Star technique.  An example how the Star technique works would be as follows.  The situation is that my computer skills are still wanting, so the task is to improve my computer skills.  I have therefore taken the action to look up training available in Student Services and will attend some sessions.  The result will be to improve my practice and employment chances.
Higgins (2014) STAR technique has also assisted me to complete a Personal Development Plan. Having my plans clearly set out in a table enabled me to take prompt action, resulting in seeing the university careers advisor to gain advice on what websites to use for locating various jobs.  Consequently, it led me to finding information on a charity that I would be interested in working for.  Mitchell and Levin and Krumboltz (2011) advise that to engage in activities will increase the likelihood of finding unexpected career opportunities and is referred to as Planned Happenstance.
This module has enabled me to update my personal records.  I have not had to do a PDP or Personnel statement before, so I have produced generic records which allows me to adapt them for each job that interests me, putting me in a position to apply for a job as soon as it is advertised.
Concerns I have, are highlighted by Trought (2017) who discusses the career life cycle which charts the progress of your career and highlights that once you reach the mature stage important career decisions have to be made for your career to progress.  Bright and Earl and Winter (2011, p. 228) advise ‘that employers do not look favourably on breaks in employment, unless for full time academic study.’  Both statements apply to me, however the module has highlighted the importance for up to date personal records and good employability skills in order to have the best opportunities.

4. Analysis
From my own perspective, I now realise how many transferable skills I have as a parent.  These include emotional intelligence involving self-awareness, self-management, social awareness and relationship awareness which illustrate the ability to be effective in a team or when confronted with challenges in the workplace.  As a mother of four children under three, I was often exhausted, but life had to carry on.  This has resulted in resilience or positive adaption under difficult circumstances discussed by Hill et al (2007) for the Joseph Rowntree Foundation.  The resilience framework and Feminist theory discussed by Kulkami, Kennedy and Lewis (2018) researches ‘the feminist practice perspective as an organising conceptual framework and empowerment tool for adolescent mothers’ whilst outlining key resilience factors due to the ‘potential cumulative trauma’ a young parent may experience.  This framework was used to support me when I had the triplets, due to the challenges of being a multiple birth parent.
This module has given me strategies to use but more importantly has made me reflect whilst working as discussed by Schön (1983).  Helyer (2015) confirms that looking back at what happened and learning from it can prevent making the same mistakes in the future.
5.	Conclusion
Starting this module, I feared I lacked employability skills.  Surprisingly I have found the opposite is true, highlighted at the Employability Day when I contributed to our Carmarthen team task and went on to win the watermelon.
In retrospect, I would not be fearful of the process if repeated because employability skills have enabled me to refresh old skills and learn new ones that I will adopt into everyday life.
If there was one thing I could change, it would be completing this exercise with academic skills in level four to focus my attention on my goals.
6.	Action Plan
I will continue to complete and review the personal development plan tasks, and will keep my records updated ready to apply for jobs.
Maintain contact with Mark Thomas, the careers advisor, in connection with completing applications and providing supporting evidence required when applying for jobs.
I aim to volunteer with an organisation involving children to broaden my experience for my CV.
I would recommend this course to all students to be more prepared for employment.
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