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[bookmark: _Toc208790184]Executive Summary 
Casa Cwtch Play is a proposed limited company that will be an indoor play and entertainment facility in the Swansea West area. The business is designed for children and young people aged 0 to 16, with a start-up cost of £200,000 and its unique selling point is structured evening sessions for older children and teenagers, a group which is lacking in local provision.
Three sessions will run throughout the day.  During school time, morning sessions (0–4 years) will focus on soft play, ball pits, and sensory areas, and afternoon sessions (0–10 years) will offer mixed-age zones with larger climbing frames and slides. Evening sessions will cater for 11–16 year olds, with discos, roller-skating, and indoor sports. This structure ensures safe, age-appropriate play while maximising attendance.  During school holidays this will be open to all ages from 0-10 during the daytime hours and early evenings  for 11 year old.  +. 
The business will operate from two industrial units, approximately 4,000 square feet, located near Junction 47 of the M4. The site offers strong transport links, parking, and proximity to new housing developments. Facilities will include fixed and non-fixed play equipment supplied locally, as well as a cafe serving hot and cold food and drinks.
Casa Cwtch Play will employ a team of five alongside the owner, with roles covering supervision, customer service, and cleaning. Staff will receive safeguarding and health and safety training. 
Income will come from entry fees, cafe sales, party packages, and entertainment machines. Market research highlights strong demand for facilities serving older children in Swansea and Llanelli. By addressing this gap, Casa Cwtch Play aims to become a safe, engaging, and sustainable family destination.
[bookmark: _Toc208790185]Introduction 
Casa Cwtch Play is an indoor play area which will be set up as a limited company.  

Ownership
The company will be managed by company owner with a small team of staff.  It will offer a high-quality, inclusive indoor play and entertainment facility for children and young people aged 0 to 16 years. With a projected start-up cost of £200,000, the centre will provide a warm, welcoming, and developmentally appropriate environment that promotes physical activity, social interaction, and imaginative play with an added Unique Selling Point (USP) of catering for older children.

Legal Status
The decision for was made to set up as a  limited company there are limited liabilities for company debts, personal assets are protected and directors can draw a salary, pension contributions and can use lower tax rates – structuring income efficiently.  The cons of setting up as a limited company, as opposed to a sole trader identify as being more expensive to run, possible higher accountancy fees, complex tax, national insurance requirements and more time consuming administration work.   Limited companies also must publish their accounts (Benwell, 2022). The owner has chosen limited mainly for the security of her family assets. 

Services / Products
Casa Cwtch Play’s unique offering lies in its age-segmented play sessions, ensuring that each child or young person has access to safe play, activities and an environment appropriate to their needs and interests including an onsite café tailored towards local families and visitors:


Proposed programme
· Morning sessions (0–4 years): Designed for toddlers and pre-schoolers with the offering of soft play, slides, ball pits, small climbing areas and sensory zones.
· Afternoon sessions (0–10 years): Mixed-age play with dedicated zones to encourage inclusive but safe interactions – older children will have access to the full play area with larger climbing frames, slides, soft play etc.
· Evening sessions (USP):
· 5:30–7:30 PM: Tailored for 11–12-year-olds
· 7:30–9:00 PM: Designed for 13–16-year-olds
All will include the larger play area with the addition of a disco, roller-skating area or indoor football/court games.
These later sessions will offer a more mature atmosphere, including suitable music, food, lighting, and activities, creating a safe, supervised space for older children who often lack such facilities.

The centre will maintain high standards of hygiene, safety, and equipment quality, and will also feature a café offering nutritious and appealing hot and cold meals, snacks, and beverages at competitive prices, appealing to both children and accompanying adults.

Overall, Casa Cwtch Play aims to be a vibrant, community-centred hub that supports children’s development, encourages social inclusion, and provides a much-needed space for fun, growth, and friendship.

Casa Cwtch Play aims to establish itself as the go-to destination for families seeking a safe, engaging, and enjoyable indoor play in Swansea and Llanelli. It’s strong community focus, age-appropriate sessions, and high-quality facilities will support long-term sustainability and business growth.

This business plan proposes the development of an indoor play centre for children and young people aged 0–16 years, in response to a gap identified in the Swansea West and Llanelli area. Market research, including online searches and population analysis, found only six indoor play areas between Swansea and Llanelli, most of which cater primarily to younger children. In Llanelli, one facility is focused on role play for under-7s, while another serves children up to around 10 years old. Of the four main play areas in Swansea, only one offers facilities for older children, and another—although new—is located in a busy shopping outlet, limiting accessibility. The remaining centres are small and primarily aimed at early childhood. This lack of provision for older children falls in line with Chwarae Cymru (2019), which highlights that play opportunities for those aged 12 and over are often overlooked. Their report shares the importance and the need for familiar, secure, and age-appropriate play environments beyond local parks or streets. Casa Cwtch Play aims to address this by offering inclusive, developmentally appropriate spaces, including evening sessions with tailored music, ambient lighting, and activities to engage older children in meaningful, age-appropriate play.

In addition, the business plan will include a review of start-up and operational costs, financial forecasts, and relevant legal requirements and legislation.

[bookmark: _Toc208790186]Operations 
[bookmark: _Toc208790187]Location and Premises
The facility will be located within an industrial unit just off Junction 47 of the M4, positioned between Swansea West and Llanelli (see appendix 2). The unit will be nearly 4000 square foot which is based on two units in a new construction on a growing industrial estate at the cost of £18,500 each per year = total of £37,000 per year. Negotiation will be a way forward to attempting to reduce the cost slightly for taking two units on.  These also have the benefit of solar panels, which will help with running costs, and there is ample parking and high ceilings, which will allow for higher floors to expand the size of the play area.
This location benefits from excellent transport links and proximity to rapidly developing residential areas, particularly in Penllergaer (Bellway, 2025 & Pentref Llewelyn, 2025) and Gorseinon, where several new family housing developments are currently under construction (see Appendix 2).

Population figures in the table below show the population of children in Swansea and Wales according to (2021 Census: Population Characteristics - Swansea, 2021).

Table 1
[image: ]
This suggests that even though this is from 2021 the population of children is great and that the children/young people in the age brackets that have the lack of provision in even 2021 is enough to warrant some community safe themed areas are needed.

[bookmark: _Toc208790188]People and Staffing
Casa Cwtch Play will be managed by the owner, who will assume the role of sole manager and oversee daily operations, staffing, and overall business development. To support the day-to-day running of the centre, a team of approximately five multi-skilled support staff will be recruited during the initial set-up phase.

[bookmark: _Toc208790189]Recruitment
Recruitment will be conducted locally, using a combination of job platforms (e.g., Indeed and local job boards) and community outreach, including partnerships with local colleges offering childcare or hospitality courses. Staff will be selected based on relevant experience, strong communication skills, and enthusiasm for working with children and families.
[bookmark: _Toc208790190]Training
All staff will be given induction training to ensure they are confident in the play centre’s policies, procedures, and safeguarding responsibilities. Training will cover:
· Play supervision and safeguarding
· Customer service and front-of-house responsibilities
· Café and waitressing duties
· Health and safety procedures, including hygiene protocols and emergency procedures
· Ongoing training will be provided on a regular basis to ensure staff remain up to date with relevant legislation, first aid certification, and food hygiene standards.

[bookmark: _Toc208790191]Staff Roles and Responsibilities
Staff will be trained to work flexibly across several areas to support efficient business operations, along with having an up to date DBS in place. Roles will include:

· Supervising play sessions and ensuring child safety
· Managing the front desk (admissions, bookings, queries)
· Serving in the café (taking orders, cleaning, restocking)
· Monitoring and maintaining health and safety standards
· Participating in a rotational cleaning schedule for equipment and communal areas
This approach encourages a multi-skilled workforce, enabling staff to adapt and support one another during busy periods.

[bookmark: _Toc208790192]Cleaning Provision
In addition to daily cleaning tasks undertaken by staff, a fortnightly deep clean will be carried out by a contracted cleaning company. This arrangement ensures that hygiene standards are maintained at a professional level. A review of the cost and effectiveness of outsourcing versus in-house deep cleaning will be conducted after the first six months of operation.

[bookmark: _Toc208790193]Wages and Budgeting
Staff will be paid in line with the National Minimum Wage and National Living Wage guidelines. Based on an average hourly rate of £11 per hour for five staff members working approximately 25 hours per week, the estimated monthly wage cost is around £5,000, although this can vary due to the rates based on ages which range from £7.55 to £12.21 (UK Government, 2025). This includes employer contributions for National Insurance and pensions. The owner's salary will be a ball park figure of £1800 to cover the family home mortgage and costs but will be reviewed at the end of the first trading year based on business performance.

A wage and rent contingency reserve of £40,000 has been allocated to cover the first three months of operations and to mitigate risk during the early establishment phase.

[bookmark: _Toc208790194]Supplier Selection and Set-Up Costs

Casa Cwtch Play has identified a range of suppliers to meet the operational needs of the business. Where possible, local suppliers will be prioritised to support the regional economy and ensure ease of communication and service continuity. While competitive pricing and quality remain essential criteria, a local supplier has been selected for the supply and installation of play equipment due to their cost-effectiveness and accessibility. The chosen supplier, Soft Play Equipment Specialists (2025), is based in Swansea and will provide both fixed and non-fixed play equipment at a total estimated cost of £150,000.

In addition to the play equipment, a commercial kitchen suitable for café and takeaway-style service will be installed at an approximate cost of £20,000, based on industry estimates (Catering Design Services, 2025). Furniture costs, including 30 cafe tables with four chairs each and basic office furnishings, have been estimated at £2,500, based on research conducted using IKEA’s pricing (IKEA, 2025).

Further essential costs for initial outlay would include IT and security systems, estimated at £5,000, consumables such as food, cleaning supplies, and toiletries, budgeted at £3,500, and miscellaneous items (e.g., vacuum cleaners and floor cleaning equipment) projected at £1,000.

Revenue-generating vending and entertainment machines (e.g., claw grabbers and snack machines) will be leased at an estimated £500 per month. These machines are expected to partially offset their cost through commission-based income.

To ensure financial stability during the initial trading period, a contingency reserve of £40,000 has been allocated. This reserve is intended to cover essential costs such as rent, staff wages, and unforeseen expenses during the first three months of operation.

[bookmark: _Toc208790195]Health and Safety Compliance
Health and safety will maintain risk assessments undertaken in line with Health and Safety Executive (Health and Safety Executive, 2025) guidance. Measures will be implemented to safeguard children, staff, and visitors, reflecting best practice in play and leisure environments (Tranter & Malone, 2018).
[bookmark: _Toc208790196]Footfall Projections and Revenue Forecasting
The business anticipates an average of 550 children per day, generating projected weekly revenues of approximately £39,000 based on an average spend of £15 per customer. Accurate demand forecasting is essential to align capacity with service delivery (Heizer, Render, & Munson, 2020).
[bookmark: _Toc208790197]Legal and Regulatory Requirements
Casa Cwtch Play will ensure compliance with all statutory and regulatory obligations, including building and public liability insurance, staff insurance, and entertainment licences. Licensing requirements will be guided by local authority policy frameworks (GOV.UK, 2025; Harris, 2021).
[bookmark: _Toc208790198]Digital Infrastructure and IT Systems
The business will invest in a reliable internet provider, booking platforms, and secure payment systems. Compliance with GDPR will ensure data protection and customer trust.
[bookmark: _Toc208790199]Income 
Revenue will be generated through multiple channels, including admissions, cafe sales, retail, vending machines, and party packages.  These will reduce dependence on single income sources and strengthen long-term financial stability.
[bookmark: _Toc208790200]Marketing 
[bookmark: _Toc208790201]PEST Analysis – Casa Cwtch Play
A PEST analysis (see Table 2.) examines the external Political, Economic, Sociocultural, and Technological factors that may affect a business, helping identify opportunities and threats (Chartered Institute of Personnel and Development [CIPD], 2022).
Table 2. Pest Analysis
	Factor
	Opportunities
	Threats

	Political
	• Government regulations on childcare and health and safety, such as those outlined by the Royal Society for the Prevention of Accidents (ROSPA, 2025), can be used to reassure parents about the safety of the facility.
 • Adhering to high safety standards (ROSPA, 2025) may improve the brand’s reputation and attract more customers.
	• Non-compliance with regulations (ROSPA, 2025) could result in fines, closures, or reputational damage.
 • Planning permission and zoning laws may delay or limit expansion (CIPD, 2022).

	Economic
	• In periods of economic growth, families may have more disposable income to spend on leisure activities (CIPD, 2022).
 • The play centre can adjust pricing strategies to attract customers during stronger economic periods.
	• Rising cost of living could lead families to cut back on discretionary spending such as indoor play sessions (CIPD, 2022).
 • Inflation and increased energy costs may raise operational expenses and impact profitability.

	Sociocultural
	• Growing awareness of the developmental benefits of soft play (Snake and Ladders, 2025) can be used in marketing to highlight educational and social benefits.
 • Identified lack of provision for older children (Chwarae Cymru, 2019) presents a unique market niche.
 • Increasing parental focus on safe, structured play environments supports demand for such facilities (Snake and Ladders, 2025).
	• Changes in demographics, such as smaller family sizes or shifts in leisure preferences, could reduce demand (CIPD, 2022).
 • Competing leisure activities (cinemas, gaming centres, sports) may divert potential customers.

	Technological
	• Online booking systems and digital marketing can increase efficiency and reach a wider audience (CIPD, 2022).
 • Incorporating modern, interactive play equipment may appeal to tech-savvy children and enhance the customer experience.
	• High upfront costs for modern technology and play equipment.
 • Rapid technological changes may require frequent updates or replacements, increasing long-term costs (CIPD, 2022).


The PEST analysis shows that Casa Cwtch Play can make the most of safety rules, local demand, and new technology, while being ready to deal with money pressures and running costs




[bookmark: _Toc208790202]SWOT Analysis 
The following SWOT analysis shows Casa Cwtch Play’s strengths and weaknesses along with external opportunities and threats it could potentially face.

Table 3, SWOT Analysis of Casa Cwtch Play
	Strengths
	Weaknesses
	Opportunities
	Threats

	· Unique play concept:  One of a kind play zones/sessions, themed areas, and specialised activities attract families.
· Convenient location: Close to residential areas with ample parking for easy access.
· Experienced staff: Skilled, friendly staff enhance customer experience and safety.
	· High start-up costs: Large expenses for equipment, rent, and marketing (Play-in, 2025).
· High running costs: Ongoing expenses such as utilities, staffing, and maintenance.
Seasonal impact: Hot weather may reduce visitor numbers as families prefer outdoor activities (BBC News, 2025).
· High costs could make the business vulnerable compared to competitors with lower expenses.
Seasonality may threaten steady revenue if not managed, especially in hot months.
	· Innovations and new trends: Adopting health-focused play spaces to stay competitive (Caruana, 2023).
· Partnerships with schools and nurseries: Collaborations for trips, events, and parties to build steady income and community ties.
· Community events and parties: Hosting themed days and special events to attract a wider audience.
· Expansion of services: Adding cafés, retail shops, or other amenities to increase revenue streams.
· Opportunity to reduce high operating costs by negotiating better supplier deals or using efficient technology.
· Opportunity to address seasonal impacts with special promotions or indoor events during hot weather.
	· Competition from established play centres with strong customer loyalty.
· Rising costs: Increasing rent, utilities, and supplies may reduce profits.
· Health and safety risks: Illness outbreaks or accidents could harm reputation and deter visitors.



Casa Cwtch Play’s unique offerings, location, and experienced team will provide strong advantages. There will need to be knowledge of anticipated possible high costs which could be due to seasonal changes. By leveraging new trends, community partnerships, and service expansion, the business can grow while remaining vigilant about competition and rising expenses.  The USP will be bespoke parties, and over 12 year old activities / play sessions tailored to age groups,
In addition to general admission, Casa Cwtch Play will offer birthday party packages, including food and play activities at a cost per head (see appendix 1) , with a minimum of 10 children per booking and the birthday child attending free, plus one future free entry voucher.

[bookmark: _Toc208790203]Casa Cwtch Play: Application of the 7Ps Marketing Mix
	7Ps Element
	Application to Casa Cwtch

	Product
	Indoor play centre catering to all ages with soft play, sensory zones, café, party packages, and retail i.e. socks, grabber machines, arcade games, and merry go rounds. USP: exclusive evening sessions for older children (12+) with low lighting, custom music playlists, and tailored food/drink options.

	Price
	Competitive entry fees (tiered by age), party packages, café pricing aligned with family budgets. Special pricing for evening teen sessions, group discounts, and loyalty schemes.

	Place
	Centrally located on the outskirts of Swansea / Llanelli on the M4 corridor to West Wales for accessibility. On-site café and retail area; online booking and payment system for convenience. Local suppliers support regional economy.

	Promotion
	Social media campaigns targeting families and teens; partnerships with schools and community groups; launch events; possible loyalty cards; family discounts (i.e. more than one child). Teen sessions promoted with tailored content on platforms like Facebook, Instagram and TikTok.

	People
	Trained and skilled staff preferably with childcare backgrounds, customer service, and safety compliance training. Teen-friendly staff for evening sessions. Staff training in safeguarding and inclusivity.

	Process
	Streamlined booking (online and walk-in), efficient check-in system, clear safety protocols. Smooth party booking process with pre-order food options. Feedback collected digitally to improve service.

	Physical Evidence
	Safe, modern play equipment, themed décor, branded uniforms, clear signage. Café menu boards, printed materials, and online presence reinforce professional image. For teens: atmospheric lighting, music systems, and themed lounge areas create a distinct environment.



[bookmark: _Toc208790204]Competitor Analysis 
	Competitor
	Strengths
	Weaknesses

	Funky Fun Factory Swansea
	New business, new equipment
Shopping Centre setting with 3 hours free parking
SEN play sessions
Membership offers
Cafe
Online booking option
	Expensive entry fees
Limited seating area
Busy Car Park – risks of busy traffic
Small to medium play area which caters mainly for tots to 9 years
Crowded at peak times
Play area up steep stairs/escalator - which can be a problem with lots of foot fare with prams or mobility problems even though there is a lift which can be queues for at peak times.
No sessions for older children
Crowded at peak times

	Brodies Funhouse
Swansea
	Party packages
Cafe
Sensory Room
Role Play Area
Private car park
Online booking option
	Less suitable for older children 
Limited opening times
Expensive admission costs
Small to medium play area which is top heavy with seating area

	Sgiliau Soft Play
Llanelli
	Party package range is appealing but expensive 
	Very small play area
No activities or play options for older children
Very expensive in comparison to other play centres especially for size
No booking online option 



Casa Cwtch Play aims to differentiate itself by offering tailored evening sessions for older children, a multi-age play environment, and enhanced café and leisure facilities, addressing gaps in the above businesses.


[bookmark: _Toc208790205]Financial Information 
[bookmark: _Toc208790206]Casa Cwtch Cashflow Projection 
The following table on the next page (in full) shows an overview of the projected finance income/outcome based on a 12 month period.
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[bookmark: _Toc208790207]Breakdown summary 
The start-up costs for Casa Cwtch Play include significant investment in play equipment (£150,000), kitchen installation (£15,000), furniture (£2,500), and IT/security systems (£5,000), alongside consumables and décor.
[bookmark: _Toc208790208]Turnover and Cashflow
Projected monthly income begins at £20,000 in Month 1, rising steadily to £35,600 by Month 12, resulting in a year-end turnover of approximately £356,000. Cashflow remains positive.
[bookmark: _Toc208790209]Profit and Loss
The business model is built on cash sales as the main revenue stream, supplemented by cafe sales and party bookings. Profit will be generated through anticipated and consistent growth in sales, while outgoings include staffing, rent, consumables, and equipment maintenance. Careful monitoring of monthly income versus outgoings will ensure profitability is achieved from early trading months.
[bookmark: _Toc208790210]Breaking Even Analysis
Based on projected turnover, Casa Cwtch Play is expected to reach break-even within the first year of operation. Using start-up costs of approximately £200,000 and average monthly revenues of £25,000–£30,000, the business requires a customer base of around 350 - 550 daily visits to achieve sustainability. At full capacity, profitability increases significantly, particularly through diversified income streams such as evening teen sessions, café sales, and party packages.
Revenue is anticipated to rise as brand awareness develops and visitor numbers grow, particularly during the autumn and winter months, when demand for indoor activities typically increases.






[bookmark: _Toc208790211]Appendix 1 – 
[bookmark: _Toc208790212]Price List -Flyer & Menu Sample
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[bookmark: _Toc208790214]Proposed Venue 
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[bookmark: _Toc208790216]Penllergaer Development 1 – (Bellway, 2025) 		
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2021 Census Topic Summaries: Table TS007

Age by single year

Persons

Numbers Percentage Numbers Percentage Numbers Percentage

Total: All usual residents 238,500 100 3,107,492 100 59,597,546 100

Aged 4 years and under 11,428 4.8 155,086 5.0 3,232,036 5.4

Aged under 1 year 2,012 0.8 28,336 0.9 607,324 1.0

Aged 1 year 2,235 0.9 29,828 1.0 635,763 1.1

Aged 2 years 2,355 1.0 31,158 1.0 650,192 1.1

Aged 3 years 2,401 1.0 32,407 1.0 658,769 1.1

Aged 4 years 2,425 1.0 33,357 1.1 679,988 1.1

Aged 5 to 9 years 13,017 5.5 175,925 5.7 3,524,627 5.9

Aged 5 years 2,582 1.1 34,446 1.1 693,135 1.2

Aged 6 years 2,563 1.1 34,085 1.1 684,648 1.1

Aged 7 years 2,429 1.0 34,380 1.1 693,242 1.2

Aged 8 years 2,666 1.1 36,201 1.2 722,331 1.2

Aged 9 years 2,777 1.2 36,813 1.2 731,271 1.2

Aged 10 to 15 years 16,191 6.8 217,067 7.0 4,274,508 7.2

Aged 10 years 2,696 1.1 37,048 1.2 731,567 1.2

Aged 11 years 2,797 1.2 36,774 1.2 724,494 1.2

Aged 12 years 2,800 1.2 36,785 1.2 722,043 1.2

Aged 13 years 2,801 1.2 36,778 1.2 719,401 1.2

Aged 14 years 2,592 1.1 35,317 1.1 698,524 1.2

Aged 15 years 2,505 1.1 34,365 1.1 678,479 1.1

Aged 16 years 2,595 1.1 35,251 1.1 684,712 1.1
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Casa Cwich Play - 2025
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Unit 1-2, GRRgRARy Industrial Estate, Swansea West, A4 98w

|Session. Prices

Morning Sessions (0-4 years)
Soft play, slides, ball pits, climbing & sensory areas
£3.50 per child
En(', * juice * snack — £5.50
Afternoon Sessions (0-10 years)
Mised-age play with dedicated toddler & older child arcas
£5.95 per child

Evening Sessions (11-16 5e¢rs)
5:30-7:30 PM (Rges 11-12)
7:30-9:00 PM (Ages 13-16)
Disco, roller-skating, indoor football & games
£6.95 /7.95 per child

Group booking (10+ children): £65

|\ Allergen Information: Food prepared in a kitchen where allergens may be present

Please inform staff of any allergies before ordering

sacutc tlook com
Website Casacwichplay-swansea.co.uk
Matile oTs0s93TsET

Company Number: 304-690-25
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& Milkshakes

& vt Dogs

o Classic Hot Dog — £495

« Loaded Hot Dog (cheese, onions & sance] — £5.95
o Vegan Hot Dog —£5.50

@ Nachos
« Cheesy Nachos — £450

« Loaded Nachos (salsa, sour cream, guacamole, jalapefios) — £6.95
« Kids Nachos — £3.50

@ Light Bites

Toasted Sandwiches — from £4.95

Paninis — from £5.50

Wraps — from £5.50

ties — £2.50

Suweet Potato Fries — £350

Jacket Potatoes - Various Fillings - from £4.95

{3 Kids’ Picks (with fries & juice)

« Y Nuggets Meal — £4.95

« @ Mini Hot Dog Meal — £4.95
« [ Mini Pizza Meal — £5.25

o @ Veggie/Vegan Meal — £4.95

« Chocolate — £395
Strawberry — £3.95
Vanilla — £3.95
Cookies & Cream — £4:50
Biscoff— £450

& Coffees & Teas

Latte —£205
Cappuccino — £2.95

Flat White — £2.95
Americano — £2.50

Ieed Coffee — £3.50
Selection of Teas — £250

& Specils & Treats
« Soup of the Day — £4.50

o Seasonal Milkshake — £4.50

o Cake Slice — £3.50

o Askabout today's special treat!

Vegetavian and Vegan options available - just ask @
/A Allergen Information: Our food i prepared in a kitchen where

nuts, gluten and other allergens may be present. Please inform a
staff member of any allergies before ordering.

@ Thank you for visiting Casa Café @

&*’0.
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Curriculum Vitae

Alexandra

49 beol Gell
Betkagass

Swansea

Alexswi L
Mobile Number: 07505937587

Professional Profile
1am an experienced administrator and manager with over 20 years in the health, education. and
hospitaity sector. | have a proven track record in team leadership, staff management, finance.
compliance. and operational planning. | have experience and have learnt skils in implement
supervising staff, and producing reports for senior leadership and regulatory bodias for ex:
Welsh Government, Health Board and Local Authority. | am currently expanding m;
higher education in Leadership and Management course, intending to apply these skills to the successful
operation of a :hanre"ﬁ'gn s indoor play and party Geas catering from 0 - {8.ysacolds.

Education & Qualifications
University of Wales Trinity St Davids, 2024-2025
Leadership and Management HE Certificate (in progress)

Swansea College 1992 - 2004

« AT Certficate in Accountancy

- NVQ Level 3 in Business Administration

+ NVQ Level 2 in Business Administration

« Shorthand & Typing Qualffications - Distinctions

- ECOL (European Computer Driving Licence)

« Proficient in Microsot Office Suite (Word, Excel. PowerPoint, Paint) - OCR - Distnctions

Professional Experience

School Administration Office Manager

2022 - Present

« Manage daily school administration, including finance, invoicing, ordering, and bank reconciliations.
« Prepare and submit regular reports to the Local Authority on staff absences, pupil admissions, and
attendance.

- Oversee compliance with policies, including safeguarding, data protection, and health and safety.
 Provide frontine support to staff, parents, and pupils, ensuring smooth daily operations.

Accident and Emergency Department Clerical Officer

2022 - Present

- Act as first point of contact for patients and families armiving with emergencies, sensitive issues, or
distress.

- Provide calm, professional service to members of the public and medical staffin a high-pressure
environment.

[ﬁ

- Liaise with doctors, consultants, nurses, and ambulance servioes to manage patient flow and bookings.
- Handle confidentl information accurately while ensuring compiance with data protection and hospial
policy.

Paediatric Occupational Therapy Secretary to Department Manager
2001 - 2022 NS Wales

- Supervised administration staff across three areas, including recruitment, appraisals (PDRs), and
sickness monitoring.

 Held regular meetings with senior management and multidiscipinary teams (MDTs) to coordinate
service deiivery.

- Worked with IT teams to set up and maintain a trust-wide patient database system, improving efficiency
and reporting accuracy.

 Produced waiting time data and detailed reports for intemal managers and the Welsh Government.

- Ensured compliance with HR policies, data protection. and health and safety standards.

Tesco Customer Service Assistant

2003 - 2007

+ Worked in a busy supermarket and petrol station environment, handing tls, refunds. and customer
enquires.

~ Replenished stock and maintained excellent customer service during peak hours.

- Developed mulitasking skills and experience working as part of a large team.

Hospitality - Pub & Restaurant Key Holder
1998 - 2023 | Swansea

- Responsible for opening/closing the premises and handiing cash securely.

+ Worked independently, providing excellent customer service and managing busy periods.
- Developed strong communication skills and confidence working with the public.

Key Skills

+ Leadership & Team Management - Supervising staff, conducting appraisals, handling HR processes.
« Financial Administration ~ Budgeting. invoicing, reconciliations, and Local Authority reporting.

+ Systems & Process Implementation ~ Setting up and managing databases and improving workfiow
efiiciency.

« Compliance & Reporting - Skilled in data protection, safeguarding, health and safety, and government
reporting.

« Customer Service — Strong interpersonal skills developed through hospitality and education settings.

« IT Proficiency - Advanced Microsoft Office skills and database management experience.

Additional Training
« Mandatory annual training in fre safety, health and safety, safeguarding, and child protection.
* Ongoing professional development through leadership and management studies in UWTSD.

Career Objective

To apply my extensive administration. financial management. and leadership experience to the
development and management of a chidren's indoor play and party venue, deiivering a safe, engaging.
and profitable community facilty for families in and around the Swansea area.

&

&
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