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Zander Letter
38 Freemans Walk
Pembroke
Pembrokeshire
SA71 4AS
Mobile: 07733 264 189
Email: shelley.holmes@outlook.com


Shelley Holmes 
_____________________________________________________________________________________________


June 2025

Dear Mr. Zander,

I got my A grade (Distinction) in the Inclusive Education Foundation Degree with UWTSD because I worked hard and believed in myself.  

Understanding Maslow's (1943) Hierarchy of needs, I knew it was essential to create the right environment for learning.  I made time for study ensuring that I had a suitable, distraction-free, quiet environment in which to concentrate.  I developed my time management skills understanding early on that effective time management would be the key to success. To make the best use of the limited time I had available I enlisted the help of family and friends to support with child care and explored different time management strategies until I found the right approach.  I avoided procrastination and identified priorities for university and home ensuring I had a suitable work-life balance, managing distractions leaving plenty of time for checking over my work ensuring I never missed a deadline and often submitting my assignments before the due date.  

I took advantage of all the opportunities available and attended the lectures in person whenever possible, giving my full focus at all times checking and clarifying my understanding regularly.  Concentrating and engaging fully in lectures and participating in discussions reinforced my understanding and enabled me to develop my knowledge and skills.  I used effective communication to form relationships with other students to create a support network, motivating each other, using Vygotsky (1978) scaffolding theory to guide and encourage, clarifying understanding and supporting each other’s learning.  

Striving for continuous improvement and my quest for self-actualization (Rogers, 1980) I regularly sought feedback and clarification from lecturers and peers. Understanding that learning is an active process as Bruner’s Constructivist theory suggests (Bates, 2016) I explored all the subject areas to the best of my ability seeking opportunities to learn and improve.  I used my existing knowledge and experience to continue to study independently and remain motivated and on task. I made suitable notes, annotating and referencing, avoiding plagiarism and ensuring sources were cited correctly to Harvard standard.  I was able to critically analyse information and evaluate sources, using information effectively to construct my knowledge and complete my assignments.  I focused on solutions rather than problems, sought out new opportunities and challenges, actively looking to expand my knowledge and skill set. By taking on board feedback, learning from mistakes and having an open mind and a growth mindset (Dweck, 2017) I was able to overcome challenges, increase my motivation, seek out new opportunities, learn new skills and develop resilience. 

Using different reflection techniques such as Gibbs (1988) and Schön (1992) throughout my journey taught me some valuable life lessons.  I can do it! I can push myself out of my comfort zone and achieve things I never thought possible. I now see mistakes as learning opportunities and no longer compare myself to others, after years of self-doubt I believe I have the ability to achieve and keep achieving, so thank you.

Yours sincerely
Shelley Holmes
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38 Freemans Walk
Pembroke
Pembrokeshire
SA71 4AS
Mobile: 07733 264 189
Email: shelley.holmes@outlook.com
Shelley Holmes 
_____________________________________________________________________________________________

4 October 2024

Mrs Smith
Green Tree Primary School
High Street
Haverfordwest
Pembrokeshire
SA61 8HR

Dear Mrs. Smith,
I would like to express my keen interest in applying for the role of Children and Families Coordinator at Green Tree Primary School.  I am a highly suitable candidate for this role and I will use the job description to show how my skills and qualifications align with the job requirements. 
1) My experience makes me suited for this role because I am a hardworking and committed individual with a strong proven family learning and engagement background. In my current role as a Springboard advisor with Pembrokeshire County Council, I have over thirteen years of experience working with children and families in both primary and secondary school settings.  During this time I have successfully coordinated, implemented and managed a varied program of ever-changing curriculum-based activities and courses based on participants' needs, school priorities and current funding requirements.   In the last year academic year alone in the two schools I have been working with over a 3-day week I have been responsible for the organisation, recruitment and management of:
· 107 different courses and activities.
· A total number of 553 adult enrolments.
· A total number of 347 child enrolments.
· Engagement of 192 different adults.
· Engagement of 177 different children.
· 73 adult accreditations achieved. 
I have a practical knowledge of the diverse needs and issues affecting children and families and I am aware of the barriers many of these families face and the negative associations some have with the school environment.  
2)  I am currently a third-year student studying for a foundation degree in Inclusive Education with the University of Wales Trinity Saint David where I am predicted to graduate with a distinction.  I have a current DBS, Safeguarding and Emergency First Aid at Work certificate as well as an NVQ Level 4 in Advice and Guidance.  This degree has allowed me to understand the theory to support my practice.  It has deepened my understanding of methods and processes to increase family involvement in education, learning and community engagement and how to support families in some of the most deprived areas in Pembrokeshire to develop their skills. 
3) My organisation skills are excellent, I have a high level of attention to detail and the ability to adapt to an ever-changing environment, a must in my current role.  Creative promotion, marketing and communication are key components to the success of any family engagement program and I have a wealth of experience developing high-quality learner recruitment strategies to engage families and support learners.  I have a high level of computer literacy, can work to tight deadlines and work well under pressure, responding well to challenges. 
4) I am empathetic and resilient and understand the complexity of working with children and families.  I have a person-centred approach, encouraging learners to take responsibility for their learning, promoting a growth mindset and empowering adults and children to make positive changes.  I am focused on working towards the goals of the Well-being of Future Generations (Wales) Act 2015, whilst following the principles of the UNCRC and Welsh government policies and procedures such as the Additional Learning Needs Code for Wales (2021), Disability Discrimination Act 1995 and the Equality Act 2010.  
5) I successfully collaborate in multi-agency environments, building relationships with key stakeholders to support the needs of those involved.  Using effective communication skills to empathise and build strong relationships I have supported some of the most disadvantaged, hard-to-reach families in the county.  Over time and with the right support, encouragement, advice and guidance I have been able to break down barriers and bridge the gap between school and other agencies.  I have provided one-to-one support to adults relating to family dynamics, job searching, education and training opportunities and over the last academic year I have supported over 50 adults to gain Agored certificates and progress to further educational courses and qualifications.  
I am a creative thinker with excellent problem-solving skills and a positive can-do attitude.  I believe that strong interpersonal skills and the ability to communicate well with a wide variety of people and develop effective relationships is key to success.  I also have a love for lifelong learning and I am happy to undertake any training or professional development.  I believe that engaging families in learning can raise attainment and forge a love of learning together which benefits not only families and schools but also health, wellbeing, community and the economy.  As you can see from my enclosed CV I have the necessary skills, experience and commitment you are looking for and I feel I would be an asset to your school. I would be thrilled to have the opportunity to work with you and I look forward to hearing from you.

Yours sincerely
Shelley Holmes
Enc

Shelley Holmes	ECIE5007 Skills for employability for the 21st century
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Shelley Holmes 
_____________________________________________________________________________________________

Profile	Final year student attending UWTSD studying a Foundation degree in Inclusive Education, predicted grade distinction. With 13 years’ experience working with adults, children and families within educational settings I provide community and family workshops and curriculum based educational activities.  Qualified in advice and guidance I am a confident coach, mentor and curriculum planner with an empathic approach. An effective communicator with proven ability to collaborate with educational establishments, multi-agency teams and community organisations to support the diverse needs of all learners.  
Strong IT, marketing and data management skills, proficient in the use of technology to enhance service delivery, maintain effective records and analyse data.   
Experienced award winning team leader and manager nominated for and won the ITV Digital / 7C 1% club award for team professionalism and dedication.  
Now seeking a role using my managerial, communication and IT skills along with my coaching and supportive approach to help learners to overcome barriers and flourish.   

Education	2022 – Present Foundation Degree in Inclusive Education at UWTSD 
	predicted to graduate with a Distinction. 

	2022 NVQ Level 4 in Advice and Guidance (Work-based Pembrokeshire C. Council)

	2011 NVQ Level 4 in Management (Work-based Chevron)

	2005 ILM Level 2 Certificate in Team Leading (Work-based Pembrokeshire C. Council)

	2003 CLAIT & CLAIT PLUS (ICDL Equivalent) Simtra Education Centre, Narberth			
	1994 – 1996 RSA Word Processing stage 2 & 3 Simtra Education Centre, Narberth
	
	1994 BTEC National Diploma Business & Finance Pembrokeshire College
	&
	1992 NVQ Level 2 Business Administration & Finance/RSA Word Processing Stage 1 

	1990/1991 11 GCSE’s including C grades in English Language, Business Studies & Information Studies.  Pembrokeshire College/Greenhill School. 
	
Employment	February 2011 - Current Pembrokeshire County Council Springboard Advisor
	Organisation, promotion, recruitment and management of adult and family courses and activities in various schools within Pembrokeshire.  Actively engaging families, encouraging, mentoring and supporting adults and children on their learning journeys.  Working with school staff and internal and external organisations to identify and overcome barriers.  The use of various IT packages to record, monitor and evaluate data to provide to internal and external organisations. Acting Springboard Coordinator managing a team of 5 Springboard advisors (to cover maternity leave).
	
	Also May 2004 – Nov 2005 Contact Centre Team Leader/Contact Centre Assistant
	First point of contact for customers contacting Pembrokeshire CC via telephone and email, dealing with varied enquiries for the authority.  Responsible for a team of 7 people ensuring excellent customer service is delivered at all times.  Compilation of departmental statistics.  

	December 2005 – February 2011   Valero / Chevron /Texaco Oil Refinery 
	Lead Maintenance Scheduler/Maintenance Scheduler
	Creation & development of maintenance schedules using Microsoft Project - Coordination of a variety of services to ensure maintenance work was carried out in an appropriate and timely manner to strict deadlines and priorities. Responsible for up to 6 maintenance schedulers.  Development of processes and procedures, statistics analysis, and reports production. Use of internal & Microsoft computer systems.  
	
			  Also Mar 1995 – Mar 1999    Chevron Texaco Oil Refinery     CAD Operator
	Production of computer drawings on AutoCAD and general administration duties.

	Sept 2003 – April 2004 Dept of Work & Pensions   First Contact Officer
	Providing excellent customer service and acting as initial contact for customers wishing to make a claim to benefit using departmental systems and procedures.   

	April 2000 – May 2003 Various Call Centre Positions (7C, ITV Digital, NTL / Cyber Travel) 
Responsible for the set up and management of a Sales and Telemarketing operation including the creation of departmental processes and procedures, staff planning, statistics and reports.  Dealing with all aspects of recruitment, staff management, attendance and absence management, quality control, coaching and performance.  

Employment Unpaid	2012 - 2015       St Issells Plumbing & Heating Ltd      Administrator / Book Keeper 
	An unpaid position within a family business.  Responsible for PAYE, banking, bookkeeping and accounts for a Ltd company.  Quotations and invoicing using Microsoft programmes and any other administrative duties.

Skills: 	Experienced coaching and advisory skills – 13 years working with families, children and adults facing multiple barriers to learning has developed my abilities to adapt my client-centered approach providing appropriate coaching, mentoring and support.
	
	Cooperative Team worker – I work in a team of 7 advisors where cooperation and communication is vital to provide the programme of activities often provided by a set of shared tutors and resources jointly scheduled between the team.  

	Adaptable Problem solving – Ability to think and act proactively to resolve unforeseen challenges ranging from last-minute timetable and room clashes, meeting undisclosed learner needs and equipment failures.  
	
	Communication skills – Confident persuasive communicator responsible for training a team of telemarketers in the business sector.  Proven ability in dealing with customers within public service as part of my first contact office roles.  Now also proficient written skills developed to degree level. 
	
	Management and Leadership skills – Dedicated experience manager proud to be nominated for the ITV Digital 1% club and the Springboard Unsung Hero Award. 

Other Training	2024 - Understanding Autism, Data Protection 
	2023 - Safeguarding Children, Young People and Adults, Emergency First Aid at Work, 
	Food Safety, Violence against Women, Domestic Abuse and Sexual Violence
	2021 - Children’s Rights, Agored Level 2 Award in Personal and Social Education
	2019 - John Muir Discovery Award
	2014 - Agored Level 1– Contributing to discussions, Agored Level 2– Sage Accounting
	2012 - Basic Skills awareness training
	Various in-house online training modules

Awards Received	2022 Inspire awards - Hywel Francis Award for Community Impact Springboard Team award.  Pembrokeshire County Council Springboard Team Unsung Hero award.
	2002 7C/ITV digital 1 % club nominated for team professionalism and dedication. 

Shelley Holmes	ECIE5007 Skills for employability for the 21st century
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