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[bookmark: _Toc119871622]Curriculum vitae (CV)
	Jemma Rees C.V.
2 Redwood Court
Rhymney
NP22 5DZ
Telephone (mobile) 07814 758036
E-mail: jemmarees@outlook.com
 			                                

[bookmark: _Toc119871623]Personal Profile
Enthusiastic and dedicated office and project manager. I have supported in varying capacities on numerous major and routine projects, striving for continuous improvement and optimising efficiencies in all aspects of the workplace. I am now seeking my next professional career challenge, where my comprehensive experience and training can be fully utilized for effective growth and success both personally and professionally. I hold professional memberships with CIOB, AXELOS, APM & ILM and I am cleared to a high government standard. 

[bookmark: _Toc119871624]Skills
· QUALIFIED - Prince2 and MSP Practitioner qualifications and a recent graduate in leadership and management (BA Hons).
· COMPUTER LITERATE - Microsoft Project, Visio, Microsoft Teams, PowerPoint, Excel, Word, Outlook.
· PROJECT MANAGEMENT - Adept in all facets of running projects in a quick-paced environment with a record of accomplishment of consistently delivering successful results to schedule and within budgetary constraints.
· ACCURACY & ATTENTION TO DETAIL – Excellent eye for detail ensuring precision and correctness of the information handled, especially when communicating with colleagues and clients.
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June 2021 – Current
Project Planner, Programme Management Office (PMO), Office for National Statistics, Newport
Utilising skills in Microsoft project to plan for each release of a multi-million-pound five-year major government programme. Responsible for capturing and managing programme and project-level dependencies and acceptance criteria; this involves chairing and leading meetings. Creating a weekly plan on a page (POAP), creating and maintaining reports presented to the Senior Responsible Owner (SRO) and stakeholders. The position includes line management responsibilities and deputising for senior colleagues as required. Other duties include minute-taking and communicating key information across the programme and directorate.

Jan 2021 – May 2021
Community Benefits Officer, Blaenau Gwent, County Borough Council, Ebbw Vale
Ensuring successful tender awards fulfilled targets against social responsibility, providing tangible benefits to the Blaenau Gwent residents. This was achieved by scoring tender bids and managing contractors which involved liaising with stakeholders across various demographics and industries. 

Aug 2020 – Jan 2021
Office and Project Manager, Cerrig Limited, Cardiff
Managing the day-to-day running of a busy construction company and their sister company PEGMIST (Plumbing, Electric, Gas and Fire Safety), ensuring that all projects are completed to schedule and within budget. I implemented several project and office processes and procedures to successfully manage the various projects running in tandem. The position included take off’s, invoicing, estimating, tender responses, and human resource functions. 

Nov 2015 – Aug 2020
Booking Clerk, Connells Survey and Valuation, Cardiff.
I was responsible for surveyors covering the whole of Wales, Brighton and Dover. The company provides services to the whole of the United Kingdom.
Logistical planning was a critical skill needed to ensure the surveyor’s diaries were adequately booked daily to maximise efficiency and value for money whilst adhering to service level agreements with each client. 
This also involved liaising with estate and letting agents, vendors, purchasers, and tenants to arrange suitable appointment dates and times. 

Jan 2011 - Aug 2015
Office Manager, Gas & Electric Safety Systems, Somerset.                                     
In my position as office manager, I was responsible for staff training and progress reviews using the company’s appraisal system and implemented new office procedures.
I was instrumental in developing, testing, and improving a new software system, to improve productivity efficiency. Responsible for the personal management of large client accounts, including their annual renewals.	

May 2008 - Jan 2011	
Office Administrator, Gas & Electric Safety Systems, Somerset.                                 
General office administration, including scheduling and confirming Engineer appointments, database management, invoicing and answering calls. Customer service, which included appointment bookings and answering enquiries. Notifying the relevant governing bodies when electrical/gas works were being carried out. I was also responsible for credit control using accountancy packages including SAGE.
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	BA (Hons) Leadership and Management

	First-Class Honours

	Prince2 Foundation and Practitioner

	PASS

	Prince2 Agile Foundation and Practitioner

	PASS

	Managing successful programmes (MSP) Foundation and Practitioner

	PASS

	Project, Planning and Controls (PPC) Foundation and Practitioner

	PASS

	Leadership and Management (CERTHE)

	DISTINCTION

	Institute of Leadership and Management (ILM)

	Levels 4, 5 & 6

	English GCSE

	B & C

	Mathematics GCSE

	D

	Higher Mathematics GCSE

	D

	IT Key Skills                  

	Levels 1, 2, 3

	Health & Social Care NVQ Level 1

	PASS

	Confidence Course               

	PASS

	Introduction to Counselling    

	PASS





[bookmark: _Toc119871627]Personal Development Plan (PDP)
Name:                                   	 Jemma Rees 	
Job Title: 	Project Planner and Dependency Lead 
	What do I need to know/Do?
	Short-Term or Long-Term Goal? 
	How will I achieve it?
	What is the benefit? 
	What resources will I need? 
	Time scale

	Complete the course - Managing conflict and resolution
	Short Term
	This is an in-house course facilitated by the learning and development team and will provide the opportunity to learn about real-life situations and how these were approached and resolved. 
I am currently unconfident in this area and will actively avoid situations where there is a potential for conflict.
	Being more confident in this area will provide assurance to my peers that I am capable of managing uncomfortable situations.
	Agreed time out of my current role to attend the course (1 x 3hrs)
	December 2022

	Advancement to a Senior Executive Officer (SEO) position 
 
	Short Term 
	I will achieve this by demonstrating my abilities in leadership and management. 
There are opportunities to shadow colleagues already in this position to understand additional requirements and challenges and opportunities to cover SEO colleagues who are absent from work or who have conflicting priorities. 
There is limited availability of SEO positions. I may consider pursuing an SEO role in a different business area. Alternatively, I could remain at my current grade until a preferred SEO role becomes available.
	Supporting my immediate colleagues and taking on more responsibility.
I will be eligible to provide interview support, alleviating some pressure from other colleagues who may not have the time to do this. 
	My line manager will be able to provide support and guidance when completing applications for SEO job roles.
	

April 2023



	MSc in Project Management (PM)
	Short Term
	1 year MSc Project Management 
Alternative master’s degree options include MSc in Management with Data Analytics; this is an option should the MSc PM become unviable. 
	Data Analytics would be very valuable in my current employment as we lack sufficient resources in this area.
	My employer will support me with the ability to work flexibly. 

	December 2023

	What do I need to know/Do?
	Short-Term or Long-Term Goal? 
	How will I achieve it?
	What is the benefit? 
	What resources will I need? 
	Time scale

	Apply and achieve Chartered Project Professional (ChPP) via Association of Project Management 
(APM, 2022a) Route 1
	Long Term 
	By obtaining an MSc in Project Management and following the guidance provided by APM as shown in Appendix 1.
	Gaining a Chartership is prestigious in PM, demonstrating to the business and stakeholders that best practice is adhered to and provides confidence in employee competence.
	My employer will support me with the ability to work flexibly. 

	January 2025

	Achieve the (APM) Praxis Framework Professional qualification (APM Group, 2021)

	Long Term
	Should I be unsuccessful in achieving an MSc in PM, I will undertake the APM Praxis Framework Professional Qualification, which will allow me to apply for the ChPP route 2. There is the opportunity to bypass the foundation study and exam if a recognised qualification (such as Prince2, MSP) has already been achieved. As I hold these qualifications, I would be eligible to complete the ‘bridging course’ (Appendix 2). This leads to the Praxis Framework Professional (Appendix 3) certification and finally the Chartered Project Professional (Appendix 4)

	Gaining a Chartership is prestigious in PM, demonstrating to the business and stakeholders that best practice is adhered to and provides confidence in employee competence.
	My employer will support me with the ability to work flexibly. 

	January 2025

	Apply and achieve Chartered Project Professional (ChPP) standard via the Association of Project Management 
(APM, 2022b) Route 2
	Long Term
	To apply for the ChPP (route 2), you must have completed the (APM) Praxis Framework Professional qualification.
I will follow the guidance provided by APM as shown in appendix 5.
	Gaining a Chartership is prestigious in PM, demonstrating to the business and stakeholders that best practice is adhered to and provides confidence in employee competence.
	My employer will support me with the ability to work flexibly. 

	October 2025

	What do I need to know/Do?
	Short-Term or Long-Term Goal? 
	How will I achieve it?
	What is the benefit? 
	What resources will I need? 
	Time scale

	Apply and achieve Chartered Project Professional (ChPP) standard via the Association of Project Management 
(APM, 2022c) Route 3  
	Long Term
	Should routes 1 and 2 not be possible, the final option is route 3. 
To apply for the ChPP (route 3), you are required to provide evidence for a minimum of 10 out of 15 competencies, and it is for applicants without a recognised assessment but who do meet the application criteria. The guidance for these is provided by APM (Appendix 6).
	Gaining a Chartership is prestigious in PM, demonstrating to the business and stakeholders that best practice is adhered to and provides confidence in employee competence.
	My employer will support me with the ability to work flexibly. 

	January 2025




(GCS, 2022)
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2 Redwood Court
Rhymni
Tredegar
NP22 5DZ


Dear Jemma from the past,
Today is my graduation day in 2024; I remember how I felt on the first day of level 5, arriving at the SA1 building for the first time and about to meet my lecturer and fellow students. I felt anxious, nervous and apprehensive. Despite this, the last two years have been worth it as today I graduated with a first-class honours degree, which initially felt very much beyond my grasp. 
I remember thinking on day one, "as long as I get 40%, that is a pass; I will have tried my best" if only I had known how hard I would work and that achieving above 70% was possible, I would not have been so hard on myself and would have tried harder to fight my imposter syndrome.
I have worked tirelessly over the last two years, maintaining a full-time job, a household and a full-time university course. There have been moments when I wanted to quit and told myself I was too stupid or undeserving of a place at university, let alone a degree. There have been great moments where I have formed personal and professional relationships, which will continue beyond this degree.
The modules I have learnt over the last two years have been exciting and thought-provoking; I researched and wrote about the customer experience at Lego for one of my favourite modules. These modules and assignments have aided me in my position at work; in April 2022, I was assigned an intern to teach, lead and guide through their first year of work, and this has proven to be incredibly challenging as the intern had no prior work experience and is from a complex and disadvantaged background. However, due to my kind, caring, and patient nature, I have been able to help this young person flourish, gain professional skills and qualifications and watch as his confidence has soared. He has now left my line management and successfully secured a permanent position within the company. 
I have also benefited in my personal relationships as I better understand potential motivators for behaviours, and I can recognise management theories in everyday social situations. I can recognise who is trying to be the 'leader' of a group and who are resistant to others' ideas and change. Now that I recognise and understand this, I can alter my behaviour to mirror theirs or to be more rigid or flexible as the situation dictates. I am more aware of situations and no longer feel so anxious when faced with a large group of people.
This demonstrates how what I have learnt at university can be applied to the workplace, and this experience has helped me grow and develop as a person, manager, and leader. 
I have also been successful in applying for a promotion and have now achieved the senior executive officer (SEO) grade, another goal I did not think I was intelligent enough for or deserved. However, this is a direct result of my tenacity, focus, dedication and hard work throughout the last two years and demonstrates how I have matured and grown in confidence; I have been able to take on more challenging tasks at work with the mindset that failing or doing something wrong does not mean I am stupid or undeserving but means that I am growing and learning. 
Thinking back to the very beginning and remembering the goal I set for myself was to achieve the minimum required grade to pass and achieve a degree by the time I was 40, felt unachievable. However, here I am; I have just walked across the stage in the Haliwell building and have shaken hands with the vice chancellor, who congratulated me on my achievement; I am smiling ear to ear, and I am proud of myself, and I deserve it.
Now that I have completed the BA Honours degree, I know how rewarding it is to work hard. I am more comfortable receiving recognition for this work. I will continue to learn and develop myself personally and academically, as I have enjoyed the journey I am encouraged to continue. Perhaps I will write another letter to myself upon completing a master's degree.
All the best,
Jemma
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Route 1 is for project professionals who have a recognised assessment for technical
knowledge.

In order to become a Chartered Project Professional (ChPP) you will need to meet the following criteria:

1. having a proven track record delivering projects, programmes, portfolios or a key control or enabling function and;
2. having up-to-date knowledge of current practices and methods and;
3. being actively involved in the project profession

As a holder of a recognised assessment against technical knowledge you will need to provide a written submission and interview against
professional practice.

In order for you to do this you will need to provide evidence for this. There are three steps to this:

1. Decide which competences you are going to provide evidence for - you will need to complete a total of 12 competences (ten are mandatory and
two are elective from a list of 15).

2. Provide overviews of up to four projects, programmes or portfolios that you will use to llustrate them (maximum 500 words per project
overview).

3. Write up to 250 words for each competence, referring back to the relevant project overview.

You will also be asked to declare that you have kept up to date through CPD (Continuing Professional Development) and give your
proposers’ details. Your application will be assessed at this stage, and if successful you will be invited to an up to one hour interview

covering:

« Professional practice: validating your written submission
« Ethics

(RECOGNISED ASSESSMENT PROVIDERS)
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Bridging Course

For those certified in other frameworks this is another route to becoming a Practitioner

Project Management, Programme Management

Endorsed by the Australian Institute of Project Management (AIPM)
Why the Bridging Course?

"What is required?

At least one of the following:

« PRINCE2® Foundation or Practitioner Certificate

« MSP® Foundation, Practitioner or Advanced Practitioner Certificate
= APM Project Fundamentals Gualification (PFQ) Certificate

= APM Project Management Qualification (PMQ) Certificate

« PRINCE2 Agile® Practitioner Certificate

« PM4SD™ Foundation or Practitioner Certificate.

. MR

« PgMP®
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Praxis Framework Professional

Demonstrate your project management experience in order to become a Chartered
Professional

Project Management, Programme Management

What is required?

« The Praxis Framework Practitioner Certificate.

« Atleast 5 years experience, with a proven track record of delivering projects, programmes
or portfolios in a management, control or enabling role. Some of the projects, programmes

or portfolios you have worked on must exhibit characteristics of complexity.
= Abreadth of experience in 20 Praxis Framework Professional competencies.

« An advanced technical knowledge that enables you to confidently evaluate and analyse

current practices and methods.

Who is Praxis Framework Professional for?

Assessment Format
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Chartered Project Professional

Become globally recognised for professional excellence. This level is administered by APM.

Project Management, Enhanced Professional

What is required?

« The Praxis Framework Professional Certificate.

* 35 hours of Continual Professional Development (CPD) within the last 12 months.

Who is the Chartered Project Professional standard for?

Assessment Format
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Route 2 is for project professionals who have a recognised assessment for technical
knowledge and professional practice.

In order to become a Chartered Project Professional (ChPP) you will need to meet the following criteria:

1. having a proven track record delivering projects, programmes, portfolios or a key control or enabling function and;
2. having up-to-date knowledge of current practices and methods and;
3. being actively involved in the project profession

Your assessment of technical knowledge and professional practice is via the recognised assessment that you hold, therefore you do not
need to complete a written submission. You will be asked to upload your CPD (Continuing Professional Development) covering 35 hours
and give your proposers’ details.

You will then be invited to an interview which will last up to 30 minutes and will cover:

* CPD
« Ethics
« Currency of mandatory competences
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Route 3 is an experiential route for project professionals who do not have a recognised assessment but do
meet the eligibility criteria.

In order to become a Chartered Project Professional (ChPP) you will need to meet the following criteria:

1. having a proven track record delivering projects, programmes, portfolios or a key control or enabling function and;
2. having up-to-date knowledge of current practices and methods and;
3. being actively involved in the project profession

Your assessment of technical knowledge will be completed via an interview.
Your assessment of professional practice will be completed via a written submission and interview.
In order for you to do this you will need to provide evidence for this. There are three steps to this:

1. Decide which competences you are going to provide evidence for - you will need to complete a total of 12 competences (ten are mandatory and
two are elective from a list of 15).
2. Provide overviews of up to four projects, programmes or portfolios that you will use to llustrate them (maximum 500 words per project

overview).
3. Write up to 250 words for each competence, referring back to the relevant project overview.

You will also be asked to declare that you have kept up to date through CPD (Continuing Professional Development) and give your
proposers’ details.

Your application will be assessed at this stage, and if successful you will be invited to an up to two hour interview covering:

« Professional practice: validating your written submission.
« Technical knowledge: technical questioning to assess your breadth of knowledge.
« Ethics.




