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 Hawthorn Rise	Comment by tessa goddard: Change to top centre to make it look more professional
Stepaside
Narberth
SA67 8JN
Telephone number: M: 07825173958 H:01834 810036
Email address: dtgoddard@btinternet.com
Tessa Goddard
	Objective	Comment by tessa goddard: Wrong word used, therefore need to change it.
	
	
I am an experienced teaching assistant with a 12-year background in secondary education. I am accomplished in being able to quickly build a rapport with students, parents and school staff. I am passionate about helping children develop physical, social, emotional and intellectual skills.
I am knowledgeable about key child development theories and child learning theories.
I am dedicated and hardworking and have internal drive to deliver excellence. I am an excellent team player that is able= to encourage others reach their own potential.
During my time at university I have learnt to become a reflective practitioner. This has taught me to critically reflect back on my own work and has given me a work ethos of going to people with solution’s and not problems.
I am an extremely motivated person that has a lot of empathy for others. In any job that I may have in the future I will do it to the best of my ability.
Voluntary Work	Comment by tessa goddard: Put voluntary work on the next page and put education here.
Since July 2017, I have been doing voluntary work with The Citizens Advice Bureaux.
For this role I have been volunteering with Witness Support as both and outreach worker and in court support worker.
I have completed all the mandatory training that has been required of me.
This role is something that has interested me for many years, this is because when I have completed my degree I would
like to work with Dyfed Powys Police in the role of victim support or witness support.
In order for me to gain some experience in this field I decide to apply for the volunteering role.
This role is something that I have thoroughly enjoyed doing and I think it goes to show what empathetic personality I have.
I am hoping that by volunteering in this field it may assist me with gaining future employment due to the experience and training that I have received.

	Skills	Comment by tessa goddard: Limit the amount of skills and only put the relevant ones as advised by Careers Advisor Mark Thomas (Thomas, 2019).
	
	· Excellent Communication skills - I am clear, concise and focused
· Friendly and approachable - I have a warm personality, which I feel makes me approachable and I have respect for others
· Excellent team worker - I am able to build positive working relationships as well as being able to delegate to others, I am also able to take responsibility for my own actions
· Good at problem solving - I am able to take a logical approach to solving any problems that may arise and resolve them to the best of my ability
· Ability to work under pressure
· SHave an empathetic nature - I am able to put myself in someone else’s shoes and therefore have an understanding of how they may feel
· Organizational skills - I am able to prioritize work and manage my time effectively
· Motivation - Even when things are tough, I have the motivation to continue with what I have to do
· Resilience - I am able to be resilient to any problems, change and stress that may occur and will deal with situations accordingly
· IT Skills - I am confident in my IT skills, this is evident in my university work as I have had to produce PowerPoints, leaflets as well as having to do video recording and voice overs for assignments

	Work History	Comment by tessa goddard: 
	· 
	 Job 1: Teaching Assistant in a Secondary School. 2005 to 2017
I worked as a Teaching Assistant within a local secondary school for 11 years. I was fortunate enough to work across all key stages and during the latter years of my employment I worked predominately with key stage four. During this time, I supported various classroom teachers in implementing a developmentally appropriate curriculum for groups of students in order to assist with their GCSE's.
This included taking small groups of students and mentoring them as well as one to one session in whatever subject I was required to do so.
As part of my role I also liaised with the parents/carers of students to discuss any areas of concern I had or any positive attributes the student had, this was mainly when I was working as a one to one with a particular student
. Part of my role was also to assist students that maybe had any social, emotional and cognitive issues, I did this by being able to make any reasonable adjustments that were required within school. Also, if I happened to identify any warning signs of emotional distress, I would report it to the appropriate member of staff.
I was also able to work coherently as part of a team, this is an integral part of working within a secondary school as you have to collaborate not only with the class teacher, but heads of department, heads of year and the senior leadership. team. I also dealt with many outside agencies who often came into school to visit various students, some of these included:
Speech and language therapists
Educational Psychologist
School counsellor
School nurse
Occupational therapist
Behavior support team, to name but a few.
I was lucky enough to be able to attend in-service trainings, workshops and seminars, some of which included:
First aid training
Makaton sign language training
Safeguarding
To summarise, my time as a teaching assistant was one that I thoroughly enjoyed. I loved being able to make a difference in the lives of the students that I supported and being able to prepare them as best as I possibly could for when they took their GSE exams. In order to do the job to the best of my ability you have to have lots of patience and be as supportive as you can, not only to the students but also to the members of staff that you work with. I feel that I have shown that I possess all of the attributes above.

Job 2: Retail Shop Assistant Sainsburys Supermarket. 2004-2005
Whilst working in Sainsburys I worked with all the different aspects of retail some of these included:
Supported customers in resolving any issues that may have arose in order to deliver a fist class customer service.
Handled any customer enquiries and issues in a gracious manner and in accordance with the company’s policies.
Observed customers for suspicious behavior’s and signs of theft.
Worked overtime shifts during busy periods or times of unexpected high volume.
Added new merchandise to checkout lane shelves and kept displayed products neat and orderly.
Declined to sell alcoholic products to intoxicated individuals, notifying my supervisor when problems escalated.
Provided customers with payment information and processed credit card payments and cash transactions.
Maintained clean, tidy and organised checkout areas.
Tallied cash at end of each shift and handled discrepancies according to company policies.

Job 3: Barperson. 1997-2005
During my time working at The Cross Inn Broadmoor I assisted the manager and other staff members with all aspects of working within an extremely busy public house, these included:
Ensuring that the bar was fully stocked at all times
Ensuring that the restaurant was clean and tidy ready for customers at all times.
Having the responsibility to be a key holder and opening and closing the bar
Having to obtain float and cash up at the end of the evening
Maintaining knowledge of the menus items as well as any daily specials there may have been in order to give customer's the correct advice.
Upheld high standard of cleanliness in all work areas.
Oversaw bar inventory, restocked supplies and placed orders.
Maintained neat personal appearance.
Served each guest with a positive, pleasant and enthusiastic attitude.


Job 4: YTS Scheme in Hotel Management and Catering. 1998-1992
After leaving school, I decided to do a YTS scheme in hotel catering and management. I did this at the Imperial hotel in Tenby and once I had completed my course, I was lucky enough to have been offered full time employment by the company. During my time in the hotel I was able to gain experience in all the aspects that are involved with the hotel and catering industry. Some of these included:
Delivered an exceptional level of service to each customer by listening to concerns and answering questions.
Discussed alternative selections with chef for guests with food allergies or gluten-free requests.
Stocked and maintained silverware, linens and condiments.
Served guests promptly to ensure food remained at proper temperatures.
Performed additional tasks to keep dining room running smoothly.
Facilitated prompt and accurate seating and service of all guests.
Transported all dirty tableware from dining room to dishwashing area for proper cleaning.
Maintained knowledge of current menu items, garnishes, ingredients and preparation methods.
Prepared buffet and salad bar for dinner service.

	Education
	
	Greenhill School 1988:
Left school with 8 CSE’s grades A-C

Green hill School NVQ Level 3
During my time working as a teaching assistant, I was able to do the NVQ level 3 in teaching assistant. I managed to complete three quarters of the course, however the company that was providing the course went into liquidation and I was not able to complete the course. The school did not have the funding available to go with a different company. I still have all of my completed work in a folder and maybe one day I may get the chance to complete it.
University of Wales Trinity Saint David. 2017 to present day: Degree in BA Social Studies, Communities, Families and Individuals
I am currently in my final year at UWTSD doing a degree in Social Studies. I will qualify in July 2020.
By doing this degree, I have learned so much about theory, policy and practice, which is something that I knew nothing about previously.
I have also learnt about the minority groups and the exclusion from society and prejudice that some of them face. This makes me want to do something to make the world a better place for those individuals who have experienced any form of exclusion.

	References
	
	
Reference 1: Previous Employer
Mr Matthew Davies
Deputy Head Teacher
Greenhill School
Tenby
SA70 8BN
E- mail address: greenhill@hwbmail.net
Reference 2: Character Reference
Mrs Pauline Lloyd-Roberts
Citizens Advice Witness Support Team Leader - Outreach
Cynefin
18 Heol Isofel
Llanrhystud
Ceredigion
SY23 5BJ
E-mail address: Pauline.lloydroberts@citizens advice.org.uk
Reference 3: Educational Reference 
Mr Phillip Morgan
Lecturer in the School of Social Justice and Inclusion
University of Wales Trinity Saint David, Carmarthen Campus
Carmarthen
SA31 3EP
E- mail address: p.morgan@uwtsd.ac.uk
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Mrs Tessa Goddard	Comment by tessa goddard: I now have a bold, clear and concise heading with all the relevant information that is required.
Hawthorn Rise, Stepaside, Narberth SA67,8JN
Mobile Number:07825173958
E-mail:dtgoddard@btinternet.com
I am currently in my final year of a degree in Social Studies, Communities, Families and Individuals, and am due to graduate in July 2020. I am looking to gain employment within the Criminal Justice system.	Comment by tessa goddard: I have now changed font to Calibri on advice from careers advisor Mark Thomas, as the original Times New Roman was too academic (Thomas, 2019). I have also changed the colour to black instead of blue and I have also changed the font size from 14 to 12. This I feel gives the overall appearance a more professional feel about it.
I am an experienced Teaching Assistant with a 12-year background covering all subjects within the national curriculum. I am accomplished in being able to quickly build a rapport with students, parents and staff, and am passionate about helping children develop physical, social, emotional and intellectual skills. 
I am dedicated and hardworking and have internal drive to deliver excellence. I am also an excellent team player that can encourage others to reach their own full potential.
I am a true believer in Equality & Diversity that has a lot of empathy for others. In any job that I may have in the future, I will do it to the best of my ability. 
Education and Qualifications	Comment by tessa goddard: I have scaled this area down and have only included what I feel is relevant.
September 2017 to present day: BA (Hons) Social Studies at University of Wales Trinity Saint David.
Modules studied includes: 2017/18 included: Mental Health and Well-being, Key Concepts in Social Policy and The Caring Society. 2018/19 modules included: The Reflective Practitioner, Contemporary Issues in Social Inclusion and Contemporary issues in Social Studies.
September 2017: Child Protection and Safeguarding.
April 2016: Supporting Learning of Secondary Aged Pupils.
April 2015: ASD Aware Test.
March 2013: An Introduction to Teaching Social Skills in Mainstream Secondary School.
September 1983-July 1988: Secondary School Education at Greenhill School, Tenby.
CSE’s: English Language (A), English Literature (B), Mathematics (c), Biology (B), Chemistry (C), Child Care, (A), Catering (A).
Work Experience 	Comment by tessa goddard: I have scaled this down rather a lot and have just bullet pointed what I felt was relevant.
September 2005 to July 2017: Full Time Teaching Assistant.
· Predominately worked with KS4 at GCSE level
· Included taking small groups of students and mentoring them in whatever subject I was required to do so.
· Implemented a developmentally appropriate curriculum to assist with their GCSE’s
· Assist any students that may have had any social, emotional or cognitive issues



· July 2004 to August 2005: Retail Shop Assistant, Sainsbury’s Supermarket
· Supported customers in resolving any issues that may have arose and dealt with them in a superb manner
· Learned and developed an excellent level of communication skills
· Handled any customer enquiries and issues in a gracious manner and in line with the company’s policies

· January 1997 to July 2005: Barperson
· Ensured bar was fully stocked at all times
· Ensured the restaurant was clean and tidy ready for customers at all times
· Having the responsibility to be a key holder and opening and closing up the bar.

Skills and Any Other Information	Comment by tessa goddard: I have added in information regarding my voluntary work as I feel it is relevant to the job that I wish to pursue in the future. I have also added in about the prejudice my son has felt when I have been out with him. This experience I feel is also relevant to the job that I wish to pursue in the future.
· Since July 2017, I have been doing voluntary work with the Citizens Advice Bureaux. For this role, I have been volunteering with witness support as and outreach worker and a court-based support worker. This role is something that I have thoroughly enjoyed doing and would like to further pursue this career on completion of my degree.
· I am currently in my final year at University of Wales Trinity Saint David, I will graduate in July 2020. Through doing this degree, I have learned so much about Theory, Policy and Practice, which is something that I knew little about previously. I have also learnt about the minority groups and their exclusion from society along with the prejudice that some people face. Being the parent of a son who has a learning disability and Autism I have first-hand experience of the prejudice that individuals face. This makes me want to do something to make the world a better place for those individuals who have experienced any form of exclusion.
· I am an excellent team worker – I am able to build and develop positive working relationships. I am also able to take responsibility for my own actions.
· Friendly and approachable – I have a warm personality; this therefore makes me approachable.
· I have an empathetic nature - I am able to put myself in someone else’s shoes and generate and understanding on how they may be feeling.
References:	Comment by tessa goddard: I have included two credible references, one as my employer for 12 years and the team leader from Citizens Advice who is willing to be my character reference.
Previous Employer                    Character Reference                  
Mr Matthew Davies                           Mrs Pauline Lloyd-Roberts
Deputy Head Teacher                        Citizens Advice Witness Support
Greenhill School                                 18 Heol Isofel
Tenby                                                    Llanrhystud      
SA70 8BN                                             Ceredigion 
E-mail: greenhill@hwbmail.net      SY23 5BJ
                                                                 E-mail:Pauline.lloydroberts@citizensadvice.org.uk





	

	
	
	
	
	

	
	
	TESSA GODDARD
PERSONAL DEVELOPMENT PLAN

	
	

	
	
	
	
	

	

	


Main Objectives
	· GOAL 1
To complete my Social Studies degree by May 2020 to the best of my ability.
· GOAL 2
I would like to embark in a new career within the Criminal Justice System.
· GOAL 3
To learn the Welsh Language which consequently will help me with my chosen career.

	



Strategies I can put into place to help me achieve my goals.

	Goal 1:
My aim in order to achieve goal 1, is to work to the best of my ability in order to achieve the best classification I can in my Social Studies degree. How I will achieve this will be to:
· Attend all lectures so as I can make myself as knowledgeable as I possibly can in the subject field that I am being taught in. This will then equip me with the best possible information I can complete my assignments to the best of my ability.
· Inevitably, life can and does get in the way sometimes, however, I shall try to prioritise my studies as best as I possibly can. I will aim to achieve this by:
· Setting up a filing system at my house so I can be as organised as I can be. By knowing where everything is regarding my studies it will enable me to not be having to remember and look in different areas for my equipment.
· Making sure I timetable in suitable times during the day when I will not be disturbed so I am able to concentrate fully on my assignments.
· Ensure that I have the right diet so I can ensure my body has the correct nutrition in order to for me to concentrate in the best possible way.
· Try to get at least eight hours sleep a night so I do not feel tired and therefore able to concentrate better.
Goal 2:
In order for me to gain experience and knowledge in the career I would like to embark on within the criminal justice system, there are certain things I can continue to develop in order to equip myself as best as I possibly can. Some of these include:
· To continue with the volunteering role, I currently have with Citizens Advice in the role of Witness Support Advisor.
· To continue with any further training courses and professional development, I receive through Citizens Advice.
· To equip myself as much I can with any relevant information to do with the criminal justice system.
Goal 3:
Due to an experience I had recently when applying for a job as a Witness Support Advisor, in which I did not achieve, the feedback that was received was that I did not have the required Welsh language skills that was required for the job role. As a direct result of this feedback, I looked online to try and source a course that was within my vicinity. I managed to find a beginner’s welsh course in my local library and consequently signed up. I started the course at the end of September. I am also trying to use the Welsh language wherever I go in order to practice what I have learnt.

	



	

	




Skills
	Skills I Possess
· Teamwork: I can build and develop positive working relationships. I can also communicate well with others, in a clear, concise way.
· Friendly and approachable: I have a warm personality. This I feel makes me an approachable person who can show respect to others.
· I am an empathetic person who is able to put themselves in someone else’s shoes and therefore be able to have an understanding of how they may feel.
· Organisational skills: I am able to proritise my workload and consequently be able to manage my time effectively.
· Motivation: I am extremely motivated to do my job to the best of my ability, even when things can be tough.
· Resilience: I can show resilience to any problems, change and stress that may occur and be able to deal with the situation accordingly.
· Problem Solving:  I like a challenge and am able to take a logical approach in any problems that may arise. I will aim to solve any issue that may arise to the best of my ability.


	








Weaknesses


















Short Term Goals










Medium Term Goals









Long Term Goals
	Work/life balance:
Sometimes, it can be difficult to maintain the work/life balance. In order to try and alleviate any pressure that I sometimes feel, it is vital that I put a structure in place to avoid these situations. These may include to:
· See what is a priority and if it is not urgent, set it aside for another day and come back to it when you are able to.
· Concentrate on one thing at a time. It can sometimes be extremely difficult to put as much effort in to a task when you are doing multiple things at a time. Therefore, I will try to devote my full attention to the task I am doing in order to get the desired outcome.
· Make sure I schedule time out from my work and home life for myself to do something that I enjoy, in order that I can have some rest and relaxation time. This would not only benefit my mental health and well-being, but it will also enhance my work and home life.
· Don’t be scared to ask for support. Sometimes we all need some extra support due to any struggles we may be having. If I do at any point feel that I require any extra support, then I will not feel that I cannot approach anyone about it. If I feel the need, I will ensure that I either approach my boss, my family or my work colleagues and friends.


6 Months’ Time:
· To have completed my Social Studies Degree, in order to have the skills I require to be able to work in the field of my choice.






12 Months’ Time:
· To have obtained the skills that I require in order   to find employment within an area of the Criminal Justice System.
· To gain any help and advice I can from the Careers advisor at UWTSD, who can better equip me for any interviews that I may have.
· To put my updated CV on job websites in order that potential employers may see it.
· To apply for as many jobs as I possibly can.





2 years’ Time:
· To have been in paid employment in a job that I thoroughly enjoy.
· To have attended any training courses I possibly could in order to develop my skills further.
· To have gained the support of my employer as well as work colleagues.







References
reed.co.uk. (2019). Personal development planning: What you need to know | reed.co.uk. [online] Available at: https://www.reed.co.uk/career-advice/personal-development-planning-what-you-need-to-know/ [Accessed 17 Oct. 2019].
Skills for Success. (2003). Hampshire: Palgrave Macmillan.




Tessa Goddard Personal Statement
[bookmark: _GoBack]This is my personal statement in relation to the attached job description.
During the last two years, I have been undertaking a BA (Hons) degree in Social Studies, Communities, Families and Individuals at UWTSD in Carmarthen, in which I will graduate in July 2020.
By studying this subject, it has taught me so much regarding the society we live in and the prejudices that some individuals have to face on a daily basis. By doing this degree, I have been able to learn more about society through using Theory, Police and Practice. It has taught me that there are many different factors such as socio-economic, geographical and someone’s upbringing that can have a huge impact on an individual. As a direct result of this, my views regarding individuals who may be living in a ‘minority group’ have been awakened. I now realise that everyone in society regardless of who they are or where they have come from have a right  to be treated in the same manner and consequently, they should feel a sense that they belong and should not feel that they are segregated from society. 
My life outside of academia, I am a wife and a mother of two boys who are now aged 27 and 23. My youngest son has a learning disability and Autism, which he has had since birth. By myself being my sons full time carer, it has enabled me to know how difficult it is to be a carer and the daily struggles and sacrifices that a lot of carers have to face. By being a carer, I feel it has equipped me with many good qualities some of which include being able to show empathy as well as being very patient, this quality is imperative when you live with someone who has a learning disability. I also have a very happy disposition and most of the time I have a smile on my face. I also have a willingness to go the extra mile in whatever job I have. This was evident from my last job role in which I was a teaching assistant in a secondary school. I often went above and beyond the job description in order to take the pressure of the teacher. I am also very reliable and am able to adapt to whatever situation I may be placed in. 
Another area where I feel I have made a difference, is in the volunteering role that I currently do with Citizens Advice. I have been volunteering with them since July 2018 in the role of Victim Support Advisor. For this role I do outreach work and court-based work with victims of crime. We provide support by putting into place any special measures that may be required and will stay with them through the whole process, including putting them in touch with any relevant support organisations that we feel they may benefit from if required after the court case. This is a role that I have thoroughly enjoyed working in and as a direct consequence, when I have completed my degree and have graduated, this is what I would like my future employment to be in.
I hope by you reading my personal statement it has shown what a caring, happy and helpful individual I am. I hope it shows that I have tried to improve my chances of gaining employment within this field by taking what necessary steps I can, so as I can better equip myself with the knowledge regarding supporting witnesses. As part of my continuous development I am willing to undertake any further training that is required. As part of this development, I have taken it upon myself to enrol onto a Welsh course. This is because I know that being able to speak welsh will only enhance my chances of a job within this job role as some of the clients that I could be dealing with use welsh as their first language.
Please see attached Job Description attached below.
References.
Dppwebrecruiting. (2019). Victim Care Officer Job Family – Support. [online] Available at: https://www.dppwebrecruiting.co.uk/tlive_webrecruitment/webrecruit/jobdescs/Victim%20Care%20Officer%20-%20welsh%20level%201.pdf [Accessed 20 Oct. 2019].











Victim Care Officer 
Job Family – Support 
	Grade: C   	 
	
	Department: Strategic Criminal Justice  

	Location: Headquarters   
	
	Security Vetting: RV 

	Role Specific Requirements/ Restrictions: 
	Shift Working, Weekend Working 

	Role Specific Hazards: 	 
	Mental Health,  Display Screen Equipment,  Headsets 

	System Access Requirements: 
	Information Assets, Tasking (DMS),  Case Preparation, Working Time 
Recording, Storm,  External email, Intelligence, Custody, Crime, CMS 


 
 
	Role Purpose 
To be responsible for conducting detailed needs assessments with victims in order to create bespoke victim recovery plans designed to provide the support necessary to help a victim cope and recover from any impact the crime has had on them. Role Specific  
1. To manage caseloads through the use of daily risk assessments. 
2. To conduct detailed needs assessments of victims in order to identify and manage their needs and provide a tailored response. 
3. To maintain communication with victims using agreed processes to check that the service has been delivered appropriately or if there are any new service needs. 
4. To record all contact with victims securely and in accordance with procedures. 
5. To liaise with Police Officers, Police Staff and partner agencies. 
6. To ensure that victims are signposted or commissioned to other services, including referrals to Complex Case Workers for emotional support. 
7. To deal with victims in accordance with the Victims Code of Practice and other legislation. 
Role Generic  
8. To undertake as directed the transactional activities and administrative tasks required. 
9. To provide an effective and efficient service to both internal and external customers ensuring confidentiality is maintained at all times. 
10. To deal effectively with internal and external communication from staff and members of the public. 
11. To ensure force systems are maintained and updated effectively in line with business processes. 
12. To develop, maintain and ensure effective business processes. 
13. To comply and act in accordance with relevant legislation, Dyfed-Powys Police Policies and protocols, including Code of Ethics, Development Assessment Profile (DAP), Equal Opportunities, Health & Safety, Management of Police Information, Data Protection and Information Security.  
To view descriptors of the level of responsibility required of this role please click here. 

	Note: This job description is provided to give post holders a broad outline of the job activities of this post. Dyfed-Powys Police may require other duties to be undertaken which are not necessarily specified on the job description but which are commensurate with the scale of the post. The job description may be amended from time to time within the scope and level of responsibility relevant to this post. 


 











Created 03/09/2019 







Created 03/09/2019
	1 
 
	Skills / Attainments [to be evidenced on application] 
	Application 
	Interview 

	Role Specific
 

	1. Must have the ability to carry out an effective risk assessment (E) 
	X 
	X 

	
	2. Must have proven experience of dealing with challenging and emotional situations. 
(E) 
	X 
	X 

	
	3. Must have an understanding of the Victims Code of Practice (E) 
	X 
	X 

	
	4. Should have an understanding of safeguarding issues and related legislation (D) 
	X 
	X 

	
	5. Should have familiarity with the criminal justice system (D) 
	X 
	X 

	Role Generic
 

	6. Must possess G.C.S.E’s Grades A - C, in Mathematics and English Language, or have proven relevant experience to a comparable level in numeracy and literacy (E) 
	X 
	 

	
	7. Must demonstrate proficiency at working to a high degree of accuracy and show attention to detail (E)  
	X 
	X 

	
	8. Must demonstrate a practical approach to problem solving (E) 
	X 
	X 

	
	9. Must be proficient in the use of Microsoft Word for word processing and Excel for data manipulation and reporting (E) 
	X 
	X 

	
	10. Must have effective keyboard inputting skills enabling effective inputting and retrieval of data (E) 
	X 
	X 

	
	11. Must have effective written and oral communication skills (E) 
	X 
	X 

	
	12. Must have previous experience of delivering high standards of service to internal and external customers (E) 
	X 
	X 

	
	13. Must be prepared to successfully complete all training and assessment required of the role (E) 
	X 
	 

	
	14. Must have the ability to communicate through the medium of Welsh to level 1 (E)  
[Click here for the DPP Welsh Language requirements] 
	X 
	X 


 
KEY: (E) – Essential / (D) – Desirable  
























ECGE6001 Reflective Practice
For this reflective practice piece of work, I shall be using Gibbs’ reflective cycle (Gibbs, 1988).
Description.
The module that I am going to be reflecting on is Skills for life: Employability and Future Pathways. When I was first introduced to this module my initial thoughts were why are we doing this? Do I really need to do this? Is this really relevant? This is because I am a mature student who has been working all my life and did not feel that I would benefit from learning about writing a CV or writing a personal statement. 
Feelings.
Initially, I felt trepidation about what we had to do. This was because we had to produce five pieces of academic work in such a small amount of time.  However, as the lectures went on, I started to engage more and consequently started to realise how important developing my existing employability skills for future employment would be and would therefore add to my continuous development.
Evaluation.
What went well about this module is that it made me reflect on what I need to do in order to make myself be more employable over others when applying for jobs. I learnt that I need to update my CV every three months and also update it whenever I learn a new skill or do something new. It also meant that after attending the Employability day at the Swansea Campus, I got to meet the Careers Advisor Mark Thomas. Because of what he had to say on the day about making yourself more employable and what you can do to achieve this, I made an appointment to see him. By going to see a careers advisor, he gave me some good advice on how to produce a good CV (Thomas, 2019). My original CV was nearly six pages long. The careers advisor Mark advised me on how to scale this down and to only include what was relevant and to remove anything that was not relevant to the job I was applying for. For example, I removed a section I had on my CV regarding a YTS scheme I did when I left school. As this was not relevant to a job with witness support, I deleted it from my CV. Moreover, what I felt went well was the presentation that I had to do. I felt confident presenting this as it was on a subject that I am passionate about as it was about the job I would like to do when I complete my degree.


Analysis.
What I felt did not work about the module, was the pressure of having to attend the extra sessions in University for the extra two days a week. Having to attend lectures for four days a week meant that there was not much time left during the day to do my university work. This is due to family life getting in the way. I have a disabled son and I am his full-time carer, so consequently a lot of my time when I am at home in the evenings is spent looking after and attending to his needs. This meant that I ended up having to work on this module quite late into the evening when he was settled. Subsequently, I found that the timings for this module was a bit rushed. Secondly, another factor I struggled with was finding a template for the Personal Development Plan. There was one on Moodle that was supplied by the lecturer, but you needed to have started to develop this when you first started university. Consequently, I felt that this template was not relevant to me as I am now in my final academic year. I also looked on the internet for templates, but they were not quite right for me. Therefore, I decided to make my own template, which I felt suited my needs better.
Conclusion.
From completing this module, I have learnt that I am resilient and that I am able to balance my university life with my home life. It has been hard and at times tiring but, I have managed to complete all modules on time to the best of my ability. This has taught me that when I eventually gain full time employment, I am able to work this around my home life in order to fit everything in. In hindsight, when I was given the assignments, I thought to myself that I would never be able to do them all on time. I should not have panicked and worried so much that I would not be able to complete them. Torkildsen (2005), suggests that I should have taken the time to digest all the information and set out a timetable as to when I could make time to sit down and work on my assignments (Torkilsden, 2005). 
Action Plan.
Through completing this module and with help and support from the Careers Advisor at UWTSD, I now have a relevant and concise CV. Secondly, I have an up to date Personal Development Plan as well as a Personal Statement. Before doing this module I had no idea that I was required to do all of the above, and now that I have completed all of the relevant tasks required, I am feeling a lot more confident about my future when I graduate from university. I know now through doing this module that I am well equipped with the tools that I need in preparation for applying for jobs in the future.
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