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[bookmark: _Toc67619650]Introduction.
In this paper Liam Jackson has written a reflective piece of writing that details his experience of creating a cv and a cover letter for a job application. Also, in this paper there will be the cv and cover letter that Liam has written for the job application. 

[bookmark: _Toc67619651]Reflection.
Liam Jackson has written his reflection in the style of (Kolb’s) reflective writing style. 
[bookmark: _Toc67619652]Description 
Liam decided to apply for the role of a project manager within Swansea council. The title of the job was transformation manager. Liam decided to apply for this role because this role had many requirements to comply with also the role had many experience and education requirements to comply with to be considered as a suitable candidate for the job role. 
[bookmark: _Toc67619653]Feelings
Liam was feeling nervous about applying for the role because the role had many responsibilities and duties to comply with. According to (Fennell 2016) on of the best ways to get a cv to stand out is to tailor fit it to the job role that you are applying for. Liam felt egger to write a cv and create a cover letter to tailor around the job role description to try maximising his chances of being successful of getting an interview. According to (www.legalsecretaryjournal.com) a cv is the best way to make a good first impression with a company or employer. That is why it is important for your cv to stand out among the rest of candidates. By having a good cv that stands out and has been customised to fit around the job description you maximise your chances of receiving an interview.    
[bookmark: _Toc67619654]Evaluation
Liam thought he did well with the cv and cover letter that he created for the job application although there were many specific skills and experience requirement for the job role that Liam felt that he did not have enough space on the cv to fill each requirement out leaving him feel like he had not maximised his chances of receiving an interview. Liam managed to meet the some of the requirements but not all of them.  
[bookmark: _Toc67619655]Analysis 
Looking back on his cv and cover letter Liam wished that he gave himself more time to prepare his cv since there were many requirements that needed to be met with the job description and Liam felt that he did not give himself enough time to mould a create a cv that perfectly matched the job description. Liam also wished that he gave himself more time to plan out his cv according to (Bhasin 2019) planning is the best way to achieve the desired result that he was trying to accomplish. Something Liam did not do very well. 
[bookmark: _Toc67619656]Conclusion 
in conclusion Liam thought the whole process of creating a cv and cover letter was very thought provoking trying to visualise himself as the employer to try to understand what would make his cv stand out among the rest that the employer may receive. Although he thought he did well to tailor some skills to the job he did not give himself enough time to tailor all the skill requirements. 
[bookmark: _Toc67619657]Action plan 
In future he would give himself more time to tailor his cv and cover letter. Liam will give himself time out of the day to tailor as many job requirements as possible to his cv going forward.   

[bookmark: _Toc67619658]cv.
Curriculum vitae 
Liam Jackson 
58 ael y bryn road 
Swansea sa5 8jb
07414671102 
Summery 
I am a very hardworking and confident team leader. I have many years’ experience as a project manager leading my team and communicating with other teams and companies to achieve tasks and workloads. I have excellent people skills I can talk and to communicate to all skill levels of staff within my team. I am a very good team leader always trying to get the best out of my staff to achieve the best performance for my team. I am also a very good team worker able to cooperate well with other in my team to optimise team performance. 
Experience 
2019-2019 head project manager for Microsoft incorporated. Head of communications team.
2020-2020 head project manager for Cardiff city council. Head of traffic management. 
2020-date head of project management for apple incorporated. Head of marketing. 
Education
2007-2011 Dylan Thomas community school.
2011-2015 Gower college Swansea studying business.
2015-2019 Swansea university studying business management.
Qualifications
Gcse mathematics- a*  
Gcse English – a*
Gcse business studies – a*
Business studies a level – a*
Master’s degree in business management- first 

[bookmark: _Toc67619659]Cover letter.

Dear sir/madam 
I am writing to you to express my interest with your job application as a project manager withing Swansea council. 
I believe that I am a well-suited candidate for this position. I have many years’ experience of a head project manager role withing companies and local governments. I believe I have the experience that you are looking for I believe I can bring a fresh open mind to your team and provide incite to how big companies and other local governments operate.
Thank you for your consideration I hope to be hearing from you soon.
Yours sincerely Liam Jackson.  

[bookmark: _Toc67619660][image: ][image: ]Application. 
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[bookmark: _Toc67619662]Appendix 

Job application available at: https://www.swansea.gov.uk/article/62122/Project-Manager-closing-date-090421 
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Desirable

1. Professional health or social care qualification

Evidence

Valid certification and/or registration/CPD

Role Criteria No.3

Experience

Essential

1. Experience of working on large and complex change programmes

2. Experience of engaging / communicating with senior stakeholders. Proven
ability to communicate and work with staff at a levels

3. Experience of presenting at leadership, steering and project meetings

4. Proventrack record in abiity to manage and deliver projects of significant

, complexity and risk.

5. Experience of training, coaching or Project/Programme Management.

6._Experience of working in Local Government or similar organisation

Desirable

1. A proven track record of working in a partnership setting.
2. Experience of working within a Health and Social care environment

Evidence

Atinterview, then in post

Role Criteria No.4

Competencies & Abilties

Essential

1. Ability to plan, manage and deliver projects using appropriate project
management approaches and tools.

2. Excellent innovator, self-motivated and able to engage easily and
effectively with a wide range of colleagues including Members, Heads of
Service and principal officers.

3. Ability to be flexible in your approach and adapt your oral, written and
communication methods to meet the needs of the project and
stakeholders

terpersonal skills and the ability to relate toa

e range of

5. Excellent presentation skills.

6. Excellent IT skilsincluding excel and project

7. The abilty to work well with others in a team and offer

/direction confidentially

8 An ability to respond to a project brief, to identiy risks, highiight
deviations from the expected outcomes and to meet strict deadiines.

9. The ability to respond postively to changes in the working environment
‘and to deal effectively with work pressures when they arle.

10. The abilty to own and solve work problerns logically, and make appropriate
decisions.

11, A high degree of flexibility.

12. Abilty to understand and interpret financial information

Desirable

Evidence

Atinterview, then in post

Role Criteria No.5.

Commitment to Equal Opportunities

Essential

Candidates will demonstrate that all activities are undertaken in accordance
with the Equalities Act 2010.
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Job Description
DIVISION/SECTION/UNIT: West Glamorgan Regional Partnership
UNIT MANAGER: West Glamorgan Programme Director
POST TITLE: West Glamorgan Project Manager
PAY SCALE: Grade 9 - £33,782 to £37,890
Summary of Role
Reporting to: West Glamorgan Transformation Manager
Purpose of the Post: 1. Reporting to the West Glamorgan Transformation Manager, the

Project Manager will work collaboratively with key stakeholders and
will take the lead role in the development and implementation of
systems and processes to support work streams across the West
Glamorgan programme.

2. The post holder will work with staff at all levels including Executive
Directors, Service Directors, Heads of Service, West Glamorgan
Sponsors, Programme and Project Leads, and other key stakeholders
from across the partner organisations of , Neath Port Talbot County
Borough Council, Swansea Council and Swansea Bay University Health
Board.

3. Ensure the management and delivery of the various work streams and
projects in the West Glamorgan Programme.

4. Co-ordinate the work programme and milestone planning. Draft,
prepare and coordinate reports and responses to consultations and
policy documents.

5. Manage the grants and budgets relating to the projects.

6. Develop, manage and monitor a performance management
framework for a number of projects under West Glamorgan.

0240
A S ®E 7z 1) ENG -3

O Type here to search © Bl 26/03/2021





image4.png
B | ™ Couse:acac x | I, HowtoMake X | Iy smelingsaits x | I indeed-Bing X

4§ ProjecManz: X | § Swansea-Pro x | B sse7as-pr x

C @ File | CyUsers/Liama/Downloads/S5.68749_-_Project_ Manager%20(1).pdf

6 ofts Q

@ O Typeheretosearch

o

=i

-+ A

A Read aloud

D Poge view

Person Specification |

it Glmorgan Regiona Patnesy

o wanaGER: st Gamorgan Programme Direcior

postTms: et Gamorgan roect Manager

pavses: Gaders 6537830 697850

ol G o Edcation,Quaifications & Traiing

oo T Soun coctors ok o degre el o eqnent

Desravie 2 PANGER aing, Wanagng Sccesflpogrammes (MSP] o szuvaent
5 Experience of working i s cae o heth enionment

Eadence A cetfcates o e provoed s nteriew for vldaton

RoleCrtia oz Swits Techical  rfessions Competence

= Condidaes st nave » g v f techacal competence m e sreos

spectedinth ob Descrtion.

1 ity 1o g g revene and catal gart splictonsand provide
Sudtabe nformaton 1 et o thi xpendte

2. Knowledge o ppropitegovemance arangements o loca government
cotanorations

Substantl exerience o progamme/prject mansgement

Substantal experence of working crossorganisationl boundares 308

it cample and senstve nformaton.

5. Good communicationsnd negoiation sl

Knowledge snd exprience of the techniques fo paning, monoring

nd contoling proects

Good teperson s wihthe ity o et o 3 el of tf.

Excllnt eport wriing sl

The ity o respond posiey to changes i the working emironment

S 10 de ¢ Hectely i work presunes when they arie

10, Theaiiy towork s par ot tean.

1. e abity o enale team peformances.

12.An ndersanding 30 apprection o the roles of members and the
offcefmember werking relaionsh.

P

. Semothated with th sy o s it

15.The aily o prioitse, lan and organse workiads and © manage
epectatins.

15 Excelent anatcal sl 3 eidenced by the sbfy o e roblems
Iagcly and cnidently mabe sppeopriste decions

o

=

o0

eEa B 0 &

V' Draw

'S Highlight

Q Frase

B sse74s-pr x | 7 ProjectMana x | +

=]

Al

NG

- 8 x

Notsgndng §)

(7 4

ozt
w030 W)




