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Name: __Joe Sanderson_____________    Student Number: 1500893
 
Using the stages of the STAR technique draft a response to the following question;
Could you give us an example of how you have contributed to a team or group activity?

	Situation

	At the beginning of a biology module, the class was split into groups of three. Each group had to pick an aspect of biology from a list. My group decided to pick meiosis and mitosis.


	Task

	The task was to research the chosen aspect and teach the rest of the class about it at the end of the lesson. We were to present our findings using a poster. We were able to use the internet and the textbooks available in the classroom for research.


	Activity

	I organised the group so that I and one other went about doing the research and writing down relevant information to use in the poster. The third member of our group designed the poster and wrote in the information we had reported.	Comment by Joseph Sanderson (1500893): I took the initiative to lead and organise the group.	Comment by Joseph Sanderson (1500893): Clear communication with the poster designer was essential.
	Comment by Joseph Sanderson (1500893): I recognised my organisational and communication skills. I organised the group and effectively delivered relevant information.

	Result

	We all took part in presenting. We delivered a presentation alongside our poster to the class.	Comment by Joseph Sanderson (1500893): Able to communicate information in a way the audience could understand.



 
 






Cover Letter for Outdoor Schools Co-ordinator Job Role.
Mr Joseph Sanderson
Carmarthen Campus
Carmarthen
SA31 3EP
Dear Mr Jones,
Application for role of Outdoor Schools Co-ordinator.
I was very interested to read about the job role online. I have the passion required to develop outdoor learning practice and can develop the skills required to excel in this field. I have attached my CV and would very much like to be considered for an interview.	Comment by Joseph Sanderson (1500893): If your background does not exactly match the criteria, let the employer know you are willing to develop skills to benefit the company needs (Tomaska and Nozek, 2018).	Comment by Joseph Sanderson (1500893): It is important to be clear about the purpose of the letter (Mortell, 2006).
I am currently a student, although I have previous experience in an outdoor education setting. I have developed a passion for the values and benefits of outdoor learning and would like the opportunity to transfer my skill set to a job role where I could share practice based on these values whilst investigating benefits of effective practice myself.	Comment by Joseph Sanderson (1500893): Explain how the position is attractive to fitting in with your career plan (Tomaska and Nozek, 2018).
I am confident in my leadership abilities from my experience of running a kitchen. I can motivate others to stay on task effectively through encouragement and leading by example. I understand the importance of being honest with the team I am leading as for people to listen and comply they need to be able to trust where the instructions are coming from.	Comment by Joseph Sanderson (1500893): Personalise the letter to promote aspects of skills depending on what the employer is looking for (Mortell, 2006).	Comment by Joseph Sanderson (1500893): Motivation and the delivery of positive reinforcement is a component of good leadership (Drennan and Richey, 2012).	Comment by Joseph Sanderson (1500893): The ability to lead is directly related to the trust people have in the leader. Losing that trust can compromise the ability to lead effectively (Priselac and Grayson, 2008).
Communication is essential to build up trust. I am confident in my communication, which is always essential when working with or leading a group. I have experience in and can effectively communicate information and adapt it for the relevant audience, whether it is young children or adults.	Comment by Joseph Sanderson (1500893): Communication must take place to build trust (Anderson and Narus 1990, cited by Fernández-Monroy et al, 2018).	Comment by Joseph Sanderson (1500893): Avoid unnecessary personal details, it sounds unprofessional (Uttaro, 2012).
 Self-discipline is a professional trait I have developed which allows me to be more organised. I am very experienced with keeping myself and my environment organised from my time working in a kitchen where managing time and keeping the environment clean and tidy is essential. Being organised has further helped my leadership abilities and developing one of these skills influences the effectiveness of the other.	Comment by Joseph Sanderson (1500893): A disciplined person is far more likely to be organised (Wicker, 2009).	Comment by Joseph Sanderson (1500893): Being organised is vital for effective management (Jackson, 1998, cited by Wicker, 2009).
I have had plenty of experience working independently and can be trusted to stay on task unsupervised. This is aided by my own organisation to manage how I pursue a task and my discipline and motivation to stay on task.
I am interested in a job role centred around what I am passionate about whilst offering me the chance to develop my professional skills further. I would very much be interested in attending an interview to discuss my skills and experiences further and how they can be used effectively for this job role.	Comment by Joseph Sanderson (1500893): Do not let the last paragraph meander weakly. End the letter decisively by expressing an interest in an interview (Tomaska and Nozek, 2018).
Yours sincerely,
Joseph Sanderson.
Joseph Sanderson	Comment by Joseph Sanderson (1500893): CV is easy to read with a simple font, clean and well-structured (Young, 2017).
Phone Number: 07964156741
Email Address: 1500983@student.uwtsd.ac.uk
Profile
A university student with a record in the workplace for being hard working, disciplined and punctual, which has been recognised by workplace superiors several times. Mostly worked in high pressure kitchen environments, often with a leadership role, which has developed effective communication, confidence, organisation and time management. Maintaining a leadership role has developed a range of abilities including being able to utilise colleagues to achieve the best outcome, to work effectively in a group, to manage and deal with conflicts, to motivate through leading by example and offering verbal encouragement, and to empathise. Interpersonal skills have been developed alongside these abilities, whether through speaking to colleagues, superiors or customers. Recognised in previous education as intelligent and capable with an interest in knowledge, which is reflected in academic results and achievements throughout school and college. 	Comment by Joseph Sanderson (1500893): Do not be overly modest: it is important to sell your achievements (Chartered Institute of Logistics and Transport, 2010).	Comment by Joseph Sanderson (1500893): It is good to stress skills or experience early on in the CV (Mortell, 2006).	Comment by Joseph Sanderson (1500893): The profile should only be five to ten lines long but should spark the readers' interest (Innes, 2009).	Comment by Joseph Sanderson (1500893): Important to allocate areas of responsibility in group projects (Martin, 2006).	Comment by Joseph Sanderson (1500893): The way a CV is presented can be more valuable than the information itself (Innes, 2009).	Comment by Joseph Sanderson (1500893): Motivation and the delivery of positive reinforcement is a component of good leadership (Drennan and Richey, 2012).

Career History	Comment by Joseph Sanderson (1500893): Headings used to break up CV into logical and easy to read sections (Mortell, 2006).
October 2015 – Present                                                    Pizza Hut – Kitchen Team Member
Key Responsibilities
· Delivering food according to company standards regarding presentation, amount of produce used and timing.	Comment by Joseph Sanderson (1500893): Bullet points to highlight key information while keeping CV looking tidy (Young, 2017).
· Keeping the kitchen clean to company standards and actively managing time effectively to keep on top of cleanliness throughout shifts.
· Managing different areas of the kitchen to ensure they are functioning effectively.
· Responding to the needs and queries of customers to ensure their satisfaction.
· Ensuring that staff within the kitchen are being utilised effectively according to their skills and preferences, as well as keeping them motivated throughout the shift.
· Ensuring the fair treatment of customers with regards to the order of which their food is delivered.
· Reacting to information from front of house staff and managers appropriately and effectively.
· Being able to prioritise several different tasks throughout shifts.
Key Achievements
· Frequent recognition of hard work and skills development throughout the time there.
· Earned rewards for recognition of hard work frequently throughout time there.
· Recognition for being able to hit targets set.
· Consideration for a management role as a competent and suitable contender.

June 2015 – August 2015                                        Unipart – Warehouse Picker
Key Responsibilities
· Picking items for shipments in a quick but safe manner in order to hit the target for the day.
· Considering own safety, as well as safety of colleagues.
· Ensuring all PPE and other equipment used was adequate whenever needed.
· Ensuring all items were present for an order and that they were in good condition and packaged in a way that prevents them from being damaged.
· Ensuring that any issues needed to be known by workers in other roles within the warehouse were communicated to them effectively.
· Carrying out other duties when asked to by workplace superiors.
Key Achievements
· Recognition for hitting targets where appropriate.
· Recognition for performing in a labour environment with little experience alongside older and more experienced colleagues.	Comment by Joseph Sanderson (1500893): Writing in the third person softens the message and sounds less big headed (Chartered Institute of Logistics and Transport, 2010). Writing in first person seems personal, making it hard to not seem arrogant and unprofessional (Innes, 2009).
September 2014 – May 2015                                 McDonald’s - Kitchen Team Member
Key Responsibilities
· Delivering food to the company standard in regard to quality and timing.
· Keeping the station assigned to clean and ensuring it was operating effectively.
· Learning how to operate different stations and being able to operate more than one at a time.
· Communicating with colleagues to ensure the right levels of produce are being maintained, the environment is kept clean and that labour is distributed in accordance to which stations are the busiest.
Key Achievements
· Learned to effectively operate every kitchen station competently and reliably over a short period of time.
· Recognised as the best new starter by the management team.

Education and Qualifications
GCSES
11 GCSE’s graded A* - C, with a B in Science and Maths, A in English Language and A* in English Literature.
BTEC
D*D*D grade in Health and Social Care.
Undergraduate Degree
Currently studying BA Education Studies: Primary with University of Wales Trinity Saint David, Carmarthen.
Hobbies and Interests
Reading – a mixture of fiction and academic books and literature to support interests, including education, outdoor education and psychology.	Comment by Joseph Sanderson (1500893): Relevant interests that can be explored to show development of skills and knowledge.
Outdoor activities – going outdoors for walks, hikes and roller blading, with others or solo.
Computers – exploring what tasks can be done or made easier with the use of technology, using technology for university assignments and to learn more about current issues and interests.
























Reflection of Competencies
Gibbs (1988) believes development occurs through having experiences and reflecting on them. In this reflective account I shall be using Gibbs’ reflective cycle to reflect on how I have developed three competencies. My initial thought of this module was that although it was different to my other modules, it was still relevant and important, and I was happy with the opportunity to further develop my professional skills. If I want to improve and develop throughout my working life, university is a good place to begin to look at my own professional development as I shall be working after I have completed my education. 
  Leadership is my first developed competency. Using the STAR task allowed me to reflect on a time I developed my leadership ability, where I organised a group to develop a poster to teach meiosis and mitosis to my college class. At the time I was thinking about how I could use my own and the others’ strengths to have an effective result for the task. I tasked the neatest writer and designer with designing the poster, myself with researching mitosis and the third member with researching meiosis. Everyone felt comfortable with these roles within the group. It was a good, organised system as it meant we did not have more than one person working on the poster sheet, allowing the designer to keep it neat and structured and the researchers both clearly knew what we were researching. The presenting was split between us so everyone could speak to the class, however our poster designer did not like speaking in front of the class. At the time we agreed it was fair that we all took turns speaking so we had all fairly contributed throughout the task. Looking back, it may have been better for myself and the other researcher to do all the speaking as we were comfortable with it and had just freshly researched the information. Through this reflection, I concluded that it is better to utilise team members according to their strengths for them to perform as effectively as they can and achieve a better result. When leading teams in the future, it will be important to give individual members authority in the areas they are working in, though I would be overall responsible for making sure plans are carried out (Martin, 2006). Due to this, I would look to give people responsibilities where their own strengths and skills would benefit them most.
  Communication is another competency developed throughout this module. MTD Training (2010) defined communication skills as the tools used to rid barriers of communication. I have developed communication skills through working on my cover letter for this portfolio. Through research I have been able to use a cover letter to communicate my skills in a suitable and professional manner. I was unsure of how to write a suitable cover letter but was satisfied when learning about what is relevant to include and what is not, making the communication involved more effective. Through research I learned to be clear with the message of the letter (Mortell, 2006), to avoid using irrelevant personal information (Uttaro, 2012), and to emphasise what is not fully covered in my CV (Tomaska and Nozek, 2018). These points and others annotated on my cover letter have guided my communication development. Had I not researched, my cover letter might have looked unprofessional, unorganised and filled with irrelevant information. Irrelevant information would be a barrier to the information I need to communicate regarding my skills and interest in the role. However, I followed the guidance and developed a cover letter that clearly outlines the skills I have which are suitable for the job role it targets. I will use the information I have learned whilst writing this cover letter to format my future cover letters, allowing me to effectively communicate the relevant information about what the employer wants to hear regarding my interest, skills and how they can be effective to the job role.
  The third competency to reflect on is organisation. In this module, I have researched for and developed a CV. I felt productive getting it done as I understand the importance of a CV when applying for jobs. However, I had not written a CV for over five years and was not sure how to structure it. I learned about the importance of organising the information, as good presentation in a CV can instantly give a recruiter a positive feeling and the way a CV is presented can be more value in getting to the next stage of the application process than the information it contains (Innes, 2009). As my cover letter shows I have been developing organisation in the workplace. Through writing my CV I was improving my organisation and structuring of my writing, using bullet points to highlight key information (Young, 2017), using headings to break it up into easily read sections (Mortell, 2006) and leaving out personal information that does not relate to my skills and employability (Chartered Institute of Logistics and Transport, 2010). Looking back, I feel I should shorten it as it is just over two pages long, although it should ideally be less (Mortell, 2006). Making it shorter whilst retaining the key information would further develop my organisation of information, making the CV clearer and easier to read. I have annotated areas of my CV that I have learned how to organise. In the future I can now keep it organised as I update it throughout my career and development. I have also now planned to shorten it whilst keeping the essential information for when I need a CV next.
  In conclusion, I feel that the research required and the completing of activities and components set throughout this module has helped me to recognise the professional skills I possess. Further reflecting on the components through Gibb’s reflective cycle (Gibbs, 1988) has helped me to develop those skills further and given me direction on how I can keep developing them in the future.
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