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Assignment 1 Part A - Personal Development Plan
Upon aiming to achieve a job in the education sector, several transferable skills are desirable. Using a personal development plan, I intend on discovering the skills required and discussing what I will do to achieve and develop these skills, so I am prepared to approach any education-based job following the completion of my degree.
What do I want/need to learn?
Skills that are largely approved of in the education sector can consist of:
· Communication Skills
· I.T. Skills
· Research and Analytical Skills
· Team-working Skills
· Problem-solving Skills
· Organisational Skills
· Self-Management Skills 
(Prospects, 2020).
Though some of these skills are well-developed, I understand that many need to be more advanced to help me with an education-based career. More specifically, I aim to improve my I.T. skills and my research and analytical skills. I.T. skills can be helpful in education jobs as technological advancements have made great changes to school-life with interactive whiteboards as one example. Not only this, but the increased use of distance learning which has been used more often through all stages of the education process, including in higher education (UCAS, n.d.). Research and analytical skills are also used often in the education process. Educational research is a large sector which is constantly aiming to improve the education experience, and it is highly encouraged for teachers to partake in (Austin, 2019). It allows for improved solutions to problems, encourages broadening of professional knowledge from further sources, and can also give clarification on aspects of education such as curriculum information (Austin, 2019).
What will I do to achieve this?
To achieve improved I.T. skills, I aim to firstly identify more specifically what aspects of I.T I intend on improving. Though I can effectively use software such as Microsoft Word, and communicating through technology like Microsoft teams, I am less confident in my ability to create spreadsheets using Microsoft Excel. Following the identification of what I would like to improve, I intend on researching content that may give me further information on these topic areas. This could vary from videos and articles, to taking part in online courses for I.T skills.
Similarly, I will do the same with developing research skills. Upon looking at my skills in closer detail, I specifically would like to use a wider range of sources when researching through visiting a library or using more online library facilities.
What resources or support will I need?
To improve my I.T. skills I have decided to use Microsoft Office guides found on the Microsoft website. I will focus on the Excel section of the guide (Microsoft, 2021) as I have previously identified this as the area I would like to develop. I will also contact library services about Microsoft Office guidebooks, for example ‘Microsoft 365 in easy steps’ by Michael Price. This guidebook covers all basics to every Microsoft Office software, which can be beneficial as it would not only educate me on the aspect I do not know about, but also may educate me on new aspects of the software that I already use (Price, 2021).
In improving my research skills, I will take a similar approach. I will need to use the online library services which can help me discover quality sources to use in research, and I will also contact library staff who may be able to help with finding reliable sources. Upon looking for resources to help me with researching skills, I will use the book ‘Doing your research project: a guide for first-time researchers’ by Waters & Bell (Waters & Bell, 2018). 
What will my success criteria be?
The success criteria I will carry out for both skill areas I would like to develop would be through ensuring my assignment work and information I am required to produce for my work is thoroughly researched with good quality research sources and is also created to the highest standard using the necessary features of Microsoft office. I will also consider this plan a success if I receive positive feedback on future tasks, stating I have used both skill areas.
Target dates for review and completion
I aim to develop these skills by September 2022, which gives me enough time to assess my skills and develop them adequately in time to carry out my independent project in the next academic year.



Assignment 1 Part B – Zander Letter
Dear Leonie from the past,
I am writing to you from March 2027 to let you know that everything is going in my favour. After discussing with many career advisors what my options were regarding career paths with an education studies degree in the second year of university, I am extremely grateful for always keeping my options open and taking every opportunity to get experience in the world of education. Due to this, I am now able to work with students in secondary school in a pastoral role, making education a better experience for pupils. 
Towards my third year in university, I managed to secure a place in a teaching agency, which allowed me to improve a wide array of my skills. In university, I felt that, to reach where I wanted to be in my career, I firstly had to work on improving my organisation skills. As this job requires spending a lot of time one-to-one with many people in a day, I learned how to plan out my day effectively and made sure I was always well-organised. Organisation skills allow me to give students the best one-to-one experience and feedback and this also allows me to use my time efficiently throughout the day (Indeed, 2021). 
Provided I wanted to go into a pastoral role in a school, I also improved my counselling skills. Counselling skills can vary between being attentive and caring, and giving feedback and observing (McLeod & McLeod, 2011) so as a pastoral worker I began to maintain and improve these qualities. My job role also requires me to be patient and non-judgemental, therefore this was what I worked on. Upon further research, I found I could become more patient and non-judgemental through improving my problem-solving skills. I eventually improved my problem-solving skills by taking part in relevant courses such as ‘Critical Thinking and Problem Solving’ by Linkedin Learning. This course taught me how to use both simple and complex problem-solving methods and showed me how to implement them in my practice (Zackrison & Madecraft, 2021) therefore I found it extremely helpful in improving my skill level.
As previously mentioned, my aim was to find experience in all stages of education. I decided during my time in university to leave my part-time retail job and join a teaching agency. From this decision, I received multiple opportunities to work in primary and secondary schools, as well as gaining some experience in the exam invigilating field. Not only did this show me what aspects I enjoyed and did not enjoy, but it also boosted my levels of experience and confidence in the school environment. Joining an agency gave me the confidence to see each new school environment as a challenge, and I am now able to trust my ability to tackle any issues I am faced with.
I have become able to tackle a wide range of problems brought to me by my students, along with being able to provide them with sound advice. I break down barriers to learning, as well as supporting and guiding students through education. If students are struggling through their time in education, I am there to help them, whether it is through work, social issues and even attendance; I have found this to become my passion. I have found myself to be successful through improving my skills, gaining a range of experience and networking with a multitude of people.
From Leonie Mills, 2027.

References
Austin, R., 2019. What are the benefits of educational research for teachers?. [Online] 
Available at: https://uk.sagepub.com/en-gb/eur/what-are-the-benefits-of-educational-research-for-teachers
[Accessed 15 March 2022].
Indeed, 2021. 8 Organizational Skills for Teachers (And Why They're Important). [Online] 
Available at: https://www.indeed.com/career-advice/resumes-cover-letters/organizational-skills-for-teachers
[Accessed 22 March 2022].
McLeod, J. & McLeod, J., 2011. Counselling skills: a practical guide for counsellors and helping professionals. 2nd ed. Maidenhead: Open University Press.
Microsoft, 2021. Create a Workbook in Excel. [Online] 
Available at: https://support.microsoft.com/en-us/office/create-a-workbook-in-excel-94b00f50-5896-479c-b0c5-ff74603b35a3?ui=en-us&rs=en-us&ad=us
[Accessed 16 March 2022].
Price, M., 2021. Microsoft 365 in easy steps: Covers Microsoft Office Essentials. 1st ed. s.l.:In Easy Steps Limited.
Prospects, 2020. What Can I Do with My Degree: Education. [Online] 
Available at: https://www.prospects.ac.uk/careers-advice/what-can-i-do-with-my-degree/education
[Accessed 14 March 2022].
UCAS, n.d. What is Distance Learning?. [Online] 
Available at: https://www.ucas.com/undergraduate/what-and-where-study/distance-learning/what-distance-learning
[Accessed 14 March 2022].
Waters, S. & Bell, J., 2018. Doing your research project: a guide for first-time researchers. 7th ed. London: Open University Press.
Zackrison, E. & Madecraft, 2021. Critical Thinking and Problem Solving, Carpenteria, CA: Linkedin.com.


image1.png




image2.png




image3.png
Leonie Mills

4 Orpheus Road, Ynysforgan
Swansea, SA6 6RJ

07972502003
leonie.Im24@outlook.com

-

ABOUT ME

At present, | am a General Sales Assistant in Matalan,
alongside my studies of Education Studies in University
of Wales Trinity Saint David.

I am a loyal and passionate individual with an ability to
solve problems and work alongside others. | am always
seeking a challenge and | am able to manage my time to
get tasks done. | take a great interest in the wellbeing of
others and in connection with this, | take great pride in
my listening skills. | am able to work well both within a
team, improving team spirit and motivation, and alone,
where | can work independently. | am always eager to
develop my range of skills and experience. In addition to
this, | am able to learn quickly and am adaptable to any
changes in the workplace.

SKILLS & PROFICIENCIES

Through my work in customer service, and through many
volunteering and work opportunities, | have been able to develop

my communication skills through talking to a multitude of people

from all backgrounds. In connection with this, the opportunity to
communicate to many people allowed me to achieve strong
negotiation skills and active listening skills. I have also learned
here how to work with others in a team.

During my time in university, | have been offered the chance to
improve and gain vital skills such as organisational skills,
computer skills and research skills. Due to this, | am also able to
deliver clear and informative presentations.

From both education and work aspects of my life, | have learned
to be better with time management, allowing me to be
dependable and punctual. As well as my current skills, | am also
prepared to leave and develop more skills through my work
experience.

CERTIFICATION & VOLUNTEER WORK

Volunteer at Macmillan

Macmillan Cancer Support

2013 t0 2015

Helping with fundraising, assisting with the
organisation of fundraising events, attending
various charity events, boosting charitable profit
through sales

Dog Walking

Many Tears Animal Rescue, Cross Hands

2017 to 2018

Walking rescue dogs, spending time caring for and
playing with animals, assisting during meal times,
cleaning up after animals

Nursery Assistant

Lullaby's Nursery, Pontardawe

2019

Spent time reading to children, assisting with
cooking and preparing meals, assisting with indoor
and outdoor play and providing comfort and
reassurance to children where needed.

KEY SKILLS

e Communication « Organisational Skills
« Presentations « Computer Skills
« Active Listening « Research Skills

¢ Time Management .
e Teamworking Skills
« Negotiation Skills

WORK HISTORY

Work Experience in Primary School

St. Joseph's Catholic Primary School, Clydach

July 2017

Working alongside teachers of a year 1 class, assisting with
admin work, assisting with indoor and outdoor play, organising
classrooms and class displays, attending school trips, carrying
out health and safety checks, preparing food at break times.
General Sales Assistant

Matalan, Morriston

August 2018 to present

Working alongside other sales assistants and managers.
Experience with Point of Sale (POS) systems, visual
merchandising and online order fulfillment systems, completing
stock deliveries, time management and being punctual.

Exam Invigilator

Morriston Comprehensive School

March 2019 to June 2019

Ensuring exam guidelines are being followed, working with
others to distribute papers, collecting papers, following a strict
time schedule, supervising and leading large groups of people.

INTERESTS AND HOBBIES

Mentoring and Helping
Others

| have taken part in the Bronze Duke of Edinburgh
Award, which allowed me to work on my
volunteering and physical skills.

| am interested in the wellbeing of myself and
others, as well as giving advice where | can.

| also enjoy mentoring others and working with
others to solve a problem.

| also have an interest in public speaking and
presentations, taking time to gather and share the
information to a good standard.

My hobbies consist of: Reading, Writing, Going to
the gym, and cooking.

EDUCATIONAL BACKGROUND

Cwmtawe Community School

Neath Port Talbot, UK

2013 t0 2018

11 GCSE's, including English, Mathematics and Double
Science

First Aid Course

2017 to 2018

First Aid Qualification

Gower College Swansea

Swansea, UK

2018 to 2020

A-Levels

Criminology, Sociology and English Language.
University of Wales Trinity Saint David
Swansea, UK

2020 to 2023

Bachelor's Degree in Education Studies





