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New CV:
Claire Walters	Comment by Claire Walters (1707602): This is a new CV that has been modified after what I have learnt from being on the Employability module, my hope is to enhance my enterprise skills which in turn will make my CV stand out whilst also making me more employable.
The competencies I have used whilst changing my CV and adapting the layout would be the adaptability, throughout the module I have gained new competencies by being willing to adapt my old CV to make it stand out to new employers. 
Cennen Barn, Trapp, Llandeilo, SA196RB 
Phone: 07971407708
claireb4ar@gmail.com
Professional summary
Friendly and enthusiastic childcare worker, with 1 year of specialisation in Residential care. Able to learn new tasks quickly and proficient in establishing good relationships. Represents the establishment with a friendly, professional demeanour at all times.
Highly trained with strong abilities and a successful career in both Residential care and School facilities. Proactive and organised, with a passionate commitment to first-rate care. 
Outgoing offering superb customer service proficiency and passion for exceeding sales goals. Results-oriented professional, specialising in all areas and with a unique ability to relate to diverse children and young people and close high-value sales.
Skills
	· Active listening
	· Time management

	· Hardworking 
	· Self-motivated 

	· Good team player 	Comment by Claire Walters (1707602): The STAR task completed on the module has helped me reform my ability to work as part of a team (Higgs, 2014).
	· Good communication skills

	· Trustworthy 
	


Experience
Residential childcare worker	 Feb 2018 ‐ Current 
Priority Childcare ‐ Skewen, Wale
· Assist in planning food budgets, using charts or sample menus.
· Administer welfare programmes.
· Maintain case-history records and prepare reports.
· Utilise consultation data and experience working with social workers to plan and coordinate childcare and rehabilitation, following through to ensure service efficacy.
· Collaborate with other professionals within the field to evaluate individual health and social needs.
· Plan and conduct programs to combat social problems, prevent substance abuse, or improve overall health.
· Developing knowledge of and implementing company policies.
School Cleaner 	 Jan 2012 ‐ Jul 2018 	Comment by Claire Walters (1707602): The module has made me aware of how to adapt my job experience to future job applications, for instance, although this job was cleaning I have stressed that I worked with children and demonstrated an ability to relate to children and my competency in communication.

Carmarthen county council 

· Service, clean or supply public toilets.
· Clean building floors by sweeping, mopping, scrubbing or vacuuming.
· Pick up rubbish and empty bins.
· Interaction with staff and children in an education environment.
· Follow procedures for the use of chemical cleaners and power equipment to prevent damage to floors and fixtures.

Aftersales 	 Feb 2002 ‐ Sep 2012 
Mendip Caravans ‐ Evesham 

· Direct or coordinate the supportive-services department of a business, agency or organisation.
· Prepare and review operational reports and schedules to ensure accuracy and efficiency.	Comment by Claire Walters (1707602): This demonstrates my ability to keep accurate records, time management, honesty and integrity, communication skills, reliability and organisational skills. These are all skills that I could transfer to any job application and use as examples of how I can meet job specifications.
· Hire and terminate clerical and administrative personnel.
· Set goals and deadlines for the department.
· Answer telephones, direct calls and take messages.
· Maintain and update filing, inventory, mailing and database systems, either manually or using a computer.
· Collect, count and disburse money, do basic bookkeeping and complete banking transactions.
· Communicate with customers, employees and other individuals to answer questions, disseminate or explain information, take orders and address complaints.
Education
Online courses 	 Jul 2019 
Care skill Academy ‐ Greater London, England 

· Autistic					Health and Safety 
· Infection control				Equality, Diversity and inclusion 
· Medication safety			Fire safety 	Comment by Claire Walters (1707602): The online courses show my commitment to further training whilst also pointing out the different competencies such as motivation. 
· Person centred care  			First Aid 
· Risk assessment 				Food Hygiene
· Infection control			Safeguarding children and young people  
· Medication safety			Infection control
· Person centred care  			Medication safety
· Medication safety			Person centred care  
· people Risk assessment 


Previous CV :
07971407708
Claireb4ar@gmail.com

Cennen Barn 
Trapp
LLandeilo
Sa196RB
	

Profile	Comment by Claire Walters (1707602): Having reflected on the module it has made me realise I needed to set out my CV differently as it is very un-professional and needs to be more reflective on previous skills and experiences. 
Currently I am a 3nd year student study my degree in university, whilst also being an active student ambassador it has helped me to become more familiar with the staff and students around the campus being able to greet them with a smile and always being willing to help and support.
In addition to my experience and personal qualities I have great communication skills and I work well in a team, I am a good listener and help whenever I can, I am always willing to learn new skills and take on new courses to help me succeed within my role, I am extremely enthusiastic and willing to turn my had at anything, self-motivated, good time keeper, and passionate in all I do, with an eye for detail and good decision making skills, and welcome the opportunity to contribute my knowledge and skills to your company. 
.


Experience
	Comment by Claire Walters (1707602): Having worked on this module I have now learnt to understand the skills I’ve developed throughout work experience for instance, my team working skills and problem solving I now know how these can be adapted. 
	2017 – Date			  Priority childcare 
Residential care worker  

On change-over days, make sure that everything is clean and ready for the day to start and that all relevant paper work is done when doing hand overs, provide a warm supportive caring and welcoming environment for the child within my care whilst supporting the physical social and emotional needs, filling out daily observations on the young person and keeping up to date with care plans and daily records needed in supporting the wellbeing of the child.
	

2012 – 2018   Bro Dinefwr
School Cleaner 
 
Keeping the school clean to a high standard, dealing with staff and pupils, stock ordering and maintaining all areas of the school., interacting with staff and children.

				2011 – 2012  Saron School 
Level 2 Supporting Teaching  
          
My main duties were preparing the classroom for lessons, supporting the teacher to deliver lessons, work with children and support each child when needed, supervising creative activities, giving support to pupils (individually or groups) who need to finish a particular task, Helping children to learn through play, Helping children to progress through reading (to them or by them), Offering support and understanding to those who are upset, Supervising sports events or outings Setting up equipment for the teacher.

                      Cennen Tack
Shop Manager & Farm help

Responsibilities included opening and closing of the shop, liaison with customers staff and reps, attending trade shows and customers houses, meet and greet new and old customers in the shop.
stock control and ordering, meeting sales targets, online sales, data entry, cashing up, invoicing, telephone, provide cleaning and looking after duties to animals on the farm.
			
			2010 – 2011 Ennis caravans 
Shop/Aftersales Parts Manager	Comment by Claire Walters (1707602): Having reflected on the tasks from the module it is clear that throughout my past work history I have a range of competencies that I could draw upon to help promote my employability on to my new CV and help new employers be able to see what these may be, for instance teamwork, communication, reliability, time management as well as many more.

 Main responsibilities included general administrate tasks sales, liaison with customers and reps stock control Ordering, data entry, sales targets to meet, invoicing, telephone, managing staff and rotas, cashing up meeting targets, transferring calls to relevant departments.

		2002 – 2010 Mendip Caravans
Shop Manager

 Main responsibilities included general administrate tasks sales, liaison with customers and reps stock control Ordering, data entry, sales targets to meet, invoicing, telephone, managing staff and rotas, cashing up meeting targets, transferring calls to relevant departments.


		June 1997 - January 2002 
Farm and contract manager 

Responsibilities included visiting farmers, invoicing, booking in of contracting work, telephone, filing, dealing with supplier’s, stock control, banking, general office and manager duties.

	
Skills		Comment by Claire Walters (1707602): Within this section I would now highlight the competencies I have previously drawn up on to highlight them as key skills. 
 I enjoy being given different challenges and meeting new people, hardworking, friendly out going manner, work well alone or in a team I'm also willing to learn new tasks and courses to help me excel in my role, good communication and listening skills, get on well with other people, competent in dealing with accounts, wages, cash handling, good team member as well as being self-motivated and independent, computer literate able to use software packages, very professional and trust worthy.
	

Education	Comment by Claire Walters (1707602): The module has help me understand that when writing a CV it is not always important to add everything you have done but it is important to identify what competencies you have gained from each that can be used towards the job you are applying for. 

Llanelli College		2010 - 2011
NVQ 2 
Supporting Teaching 

Heartpury	  		2001- 2001
Cheltenham
IT, INTERNET, WORD
City &Guilds
& guilds certificate merit 

Ammanford	  		1997 - 1998
NVQ Child care
NVQ2

Tregyb School	  		1990 - 1995
Llandeilo
Grade C and above mostly B's
English, Maths, Science, History, Welsh, Childcare

	


	







Personal Development Plan 1

	Claire Walters 
	
	19-10-19
	



	CAREER PLANNING

	What are your interests, hobbies, and passions?
Reading, Walking, Horse riding 
With a passion to be in the fire service 
	What are your strengths (skills and talents)?
Good communication
Team work 
Motivation
Flexible 

	What are your career aspirations and long-term career goals?	Comment by Claire Walters (1707602): By learning the STAR techniques within lecture, it has now helped me to understand and complete a PDP and how to be able to apply these skills to being able to give a good interview when applying for jobs or a volunteering role (Higgins, 2014)

To become an education officer within the fire service 



	What position(s) are you targeting?
Education officer 



	Potential obstacles (competency deficits)?
Not having the experience and the correct qualifications 



	What do you want to learn?

All aspects of the job and what paths it could lead to 















Personal Development Plan 2




	AREA TO BE DEVELOPED
	ACTIONS I WILL TAKE
	SUPPORT REQUIRED
	SUCCESS CRITERIA
	TARGET DATE

	
To complete my 3rd year in uni and gain my degree 
	
Complete all assignments and focus on finishing the course, improve skills along the way 
	
Reflect on previous feedback to gain better understanding where to improve 
	
Complete all criteria and graduate 
	
2020

		Comment by Claire Walters (1707602): From the employability module I have learnt that by being a volunteer it is not just a great way to be able to gain experience it can also help you to stand out from the crow and lean practical skills which can in turn make you more desirable for prospective employers (Cheary, 2019).
Apply for a masters in the pathway I have chosen 
	
Complete my degree and be excepted on a masters
	
Complete all assignments, carry on volunteering within the fire service to gain experience 
	
Successfully complete masters 
	
2020

	
Get my dream job within the fire service as an education officer 
	
Continue to gain knowledge and skills to help me become the ideal candidate 
	
Seek advice from peers on the best directions to take to help me to achieve these goals
	
Get the position I’ve applied for 
	
2022


















Personal statement:
Currently I am a third-year student studying a degree in UWTSD. I am an active student ambassador which has helped me to become more familiar with the staff and students around the campus. As you can see below my experiences and skills within a children’s residential childcare setting that meets your criteria.
In addition to my experience and personal qualities I am always willing to learn new skills and take on new courses to help me succeed within my role. I am extremely enthusiastic and self-motivated and welcome the opportunity to contribute my knowledge and skills to your company.	Comment by Claire Walters (1707602): Having attended the employability module, it has made me appreciate how to apply transferable skills to any job application and to understand and be able to develop and build up on my skills and knowledge to be able to write a personal statement to be bel to put a cross my personality, achievements, experiences gained and my future ambitions. 
Throughout the module it has become clear the importance of writing a good personal statement as Cottrell (2015) states it is a tool for reflection and should cover all points of performance.

My ambition is to work as a support worker to enable me to transfer my skills and knowledge gained from previous jobs and life experiences. To assist vulnerable individuals who have a range of different needs, such as mental health issues, learning disabilities, medical conditions or physical disabilities, I am able to make a genuine difference to an individual's quality of life.
Having worked within a health and social care setting it has helped me to be able to gain a good understanding of principles of rehabilitation and care, assessing the practical and emotional needs of all and working from a care plan.
 Providing emotional support by talking and listening to their problems and concerns showing understanding of individuals needs and expectations as well as meeting children and young people’s physical and psychological needs through the delivery of the fundamentals of care. 
In providing a high standard of care, I am aware of how important it is to maintain confidentiality as this is a vital part of my job when working with important documents and also when I work with children, information must not be shared with anyone other than those directly involved.
I have a caring attitude to children and their families, I have gained knowledge of how to deal with children and adults with dignity, respect, I am able to support someone take control of personal care and wellbeing, whilst also being able to develop relationships built on respect and trust.
I am well motivated and have a positive attitude to work which is key as caring can become challenging but then also rewarding.
My attention to detail and excellent time management skills mean that every task I do is completed efficiently and to the highest standard, being calm helps me to be able to work under pressure. In my previous role I was also responsible for administrative support where I had to record all information on daily observation sheets, daily logs, check lists, therefore to succeed in this role I had to be exceptionally organised with strong communication skills both verbally and written. 

  My experience within the childcare setting has allowed me to assist other professionals in the delivery of the care, listening to what they would like or need, work within a team, taking on some of the more routine tasks such as daily living and preparing food, clothing, explaining weekly events or meetings, giving medication and updating children’s records and logging all data this maybe to different systems or files.
Whilst working within different environments I realise the ability to communicate effectively is down to making sure you listen, as listening can help so much with you being able to understand both what is being said and that helps you to be able to communicate and helps to avoid any misunderstandings. I have a passion for the Welsh language and am able to use basic Welsh, I am currently looking to build on my Welsh skills to expand on my ability both orally and written. I have a keen eye for detail for example, when a supervisor explained a task they wanted me to do and instead of just rushing off to do the task in hand I read back to him what he wanted me to do in case any changes needed to be made and to be sure it was correct. 	Comment by Claire Walters (1707602): I am now also aware of how my life skills and experience in being able to manage a busy family and work balance whilst also studying can be described as organisational skills. 
It has also been key to remember everyone has their own rights and opinions and it is always important to recognise these. I always demonstrate this by respecting others views and rights and treat people as I would like to be treated.
  Throughout both my academic and professional career I have been able to develop my skills as a team player, whilst also being able to work alone, being an ambassador has helped with multidisciplinary team working, I have learnt how to communicate and make positive contributions to team efforts, being willing to turn my hand at anything has also helped with this.	Comment by Claire Walters (1707602): The module has shown me the importance of transferring skills to help demonstrate team working skills. 
   Being an active volunteer, I am able to manage time effectively, I am also a self-motivator, able to meet deadlines and work well under pressure, as in university it makes you become very self-motivated as it is down to you to be responsible for your own diary. I am always willing to develop within a role and increase my expertise, knowledge and key skills to help me excel within the role I am in I would also like to think I would be a good role model for those I work alongside.	Comment by Claire Walters (1707602): Throughout the module it has helped me to realise the different competencies I have gained for insistence, motivated, time management, not only from time in university but from my time as a volunteer, which is an important part of a personal statement as this can show new employers you are committed.
STAR TECHNIQUE:

	Situation	Comment by Claire Walters (1707602): The employability module has helped me to use Gibbs (1988) reflective model to reflect on a past experience and be able to identify employability skills and how I may be able to transfer them to a job application.  


	Within my time at university I was working as part of a team as a student ambassador, at an open day representing the university at the careers fair, everyone was ready and set to go, until we had a phone call from two ambassadors dropping out due to being ill which then left us in a situation. 

	Task	Comment by Claire Walters (1707602): Here I have reflected on being able to work as part of a team by being confident and being able to use my transferable skills confidently.

	As a team we became under serious pressure as there was not enough people to cover all departments and some did not know all the courses to be able to explain to new students, but we were required to work as a team and meet the expectations of the new students regardless and explain as much as we could to the best of our ability. 

	Activity	Comment by Claire Walters (1707602): By reflecting on this activity, I feel I have also demonstrated and developed some leadership skills through working as part of a team. 

	Firstly, I did a lot of self-research in to the courses available so I was up to speed if I was asked a question about a course I was unfamiliar with, I was able to draw up on my knowledge as an ambassador and knowing most of the lectures course at university and I used my leadership/ teamwork skills to be able to help direct people to the relevant staff to be able to help.
This helped to enable the team to be more effective and be able to use my knowledge to pass on to others. 

	Result

	From my support and being an effective team player, it brought the team together and the open days was a success, we were congratulated on good team work and being so well organized, I was later called upon more often to do open days. 









Reflective Account:
The Skills for life: employability and future pathways module, is based on employability and being able to gain skills to improve the chances of employment, by developing our own existing employability and enterprise skills further. This was achieved through class lectures as well as different tasks for students to complete to help with building knowledge to identify the skills we have or have gained throughout life and the module.  

 At the start of the employability module myself and others did not really understand, being unsure how this short module was going to help with getting that a suitable job, it seemed pointless at this stage of university, asking was it really relevant, with only having a few lectures on this the outcomes were difficult to achieve as well as finding it hard to understand what was being asked of us when it came to the assignments. 

However, as the lectures progressed and having used Gibbs (1988) reflective cycle within the lectures my thinking of the module and the assignment became less muddled and it was easier for me to be able to progress with what was being asked.
After doing some research on Employability it became clear that this was also the case for other students that have studied this module at different universities, with some suggesting these are skills we already know, and have so there is no need to teach them (Holmes, 2013).

 The university of Melbourne (2014) however, feel that teaching employability modules to students helps them to gain a range of attributes that can then be associated with employability. In order to complete the assignment, I chose to update my CV, write a Personal Development Plan and finally write a personal statement, to achieve this I used the tasks from the module to help me be able to plan and analyse my new up to date documents.

Having reflected on my CV it became clear that after studying this module it would be more beneficial for me to make some changes or even rewrite a new CV to be able to improve my employability, whilst highlighting my enterprise skills and abilities further for potential employers to see why I would be the best candidate, whilst doing this I have drawn on a wide range of competencies, such as adaptability and 
planning and organisation as you can see from the evidence within the portfolio from the range of evidence and the changes made.

Whilst also reflecting on my CV and having realised a lot of changes needed to be made, I have now modified and improved my CV to help me become more successful when applying for new jobs and to give me a better chance of employment from the positive changes that have be made by undertaking the tasks set within the lecture, it has also brought my attention towards my personal statement, which before studying this module I thought would need to go on to your CV, however from the module it became clear this was not the case as it would normally be asked for on a job application form and does not need to be added to a CV. However, when applying for jobs that ask for a CV you would also send a letter of application which would be similar to a personal statement.

From working on my CV and thinking about my future career plans I decided to develop a Professional Development Plan so I could have a clearer idea what steps I need to take to make these improvements and be able to move forward in the career path I intend to follow. The module exercises helped me focus more clearly on my strengths and areas I needed to improve. whilst in lectures we were asked to carry out a task which is based on the STAR technique, mine was based on team work and a time that I had worked as part of a team. Having used Gibbs (1988) reflective model it has enabled me to use self-help techniques and strategies to improve my academic skills. For instance, I can now appreciate the importance of reflecting as a way of thinking about what went well or how I could improve on something in the future, Cottrell (2015) also suggests that to understand or reflect will help to improve personal performance.

I also chose to write an up to date personal statement that is more suited to the ever-changing job market, this was very challenging as I had never written a person statement before, I was also worried that it might not appear attractive to future employers due to my lack of variety within my jobs. However, the module has helped me see how to present myself in a more positive way and how to be able to adapt skills from other jobs to be able to inter link with new skills and competencies Yorkes (2004) defines these elements as 

a set of achievements – skills, understandings and personal
attributes – that makes graduates more likely to gain employment
and be successful in their chosen occupations, which benefits
themselves, the workforce, the community and the economy.


Overall, this exercise has helped me to appreciate the value of reflection as a way of improving not just my academic skills but also as a tool for self-improvement in the workplace. It has also helped me be able to think more positively about past situations and how to be able to adapt my thinking differently, by being more reflective and applying different techniques to analysis when perhaps things did not go as planned, likewise also to reflect on why something may have gone well. In addition, I now appreciate how important it is to tailor your personal statement with the person specification of the post you are applying for.
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