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The skills for life module aims to develop a range of different behaviours, skills and attitudes which develop employability and allow for enterprising thinking. This aims to increase personal reflection in order to apply understanding to employment in the future. The initial thoughts of the module were that it would be very interesting to look at what skills are needed for specific roles and how that there would be ways of developing them. From undertaking this module, I expect to gain more insight into specific skills. I also expect to be able to reflect on the skills I have developed throughout the course and to transfer these skills to relevant career pathways thinking about my own personal development.

When looking at my previous skills, I felt very motivated to develop these further in order to understand how I can apply these to employment in the future. I also felt quite unsure about how I was going to develop these skills and how other skills would be developed. 

Through the module, there was reference to Gibbs (1988) reflective cycle in order to look at my development of skills and abilities throughout the module. It sets out a clear structure on how to reflect on the activity and evaluate your progress which then leads on to developing an action plan on how to develop these skills further.

With regard to the sessions and the engagement, I took part in many activities within lectures which have allowed me to think deeply about my skills and how to develop them. One activity that I engaged in was to do with employability. The class had a lecture about employability. I previously did not know anything about employability and the skills which were paired with it. When looking at my Curriculum Vitae the first copy was very basic and did not contain much information regarding enterprise skills. When attempting to update the CV to include other skills I found this difficult.  I took part in a task which uses a self-assessment task in order to assess my entrepreneurial  skills. As seen from the evidence on entrepreneurial skills, once the task was completed it clearly set out what skills I felt confident with and what I felt could be improved. 
 
Another activity that I took part in during lectures was to do with conflict resolution. The activity that I took part in involved looking at scenarios based upon conflicts in the workplace. The task was to decide on how to best deal with the scenario and if there were any options which would make it worse. On first completion I used ideas which would just solve the problem however when looking at the decision and discussing it with other people it was clear to see that there were other ways of approaching the situation. Along with this I took part in a negotiation task which was to actively bring on a dispute with a partner and discuss whose word was better. From calmly discussing the situation, it allowed me to view other opinions and come to an agreement. This helped me to complete a second conflict resolution activity with regard to the thinking of other people in a situation and how it would affect the business and the job as a whole.

Furthermore, other skills I have developed include organisation skills and creativity. I took part in activities including creating a Personal Development Plan. This allowed me to change the way I think and apply different ideas to a range of opportunities such as using my imagination to look at other ways of approaching a situation which additionally helped with conflict resolution. When developing my creative skills by creating the PDP I set out the skills which I needed to work on in order to enhance my employability mindset. My organisation skills were developed through this activity as I had to clearly set out how I would develop the skills set by clearly stating what I have to do, what I need the skills for and where I could get help. This has optimised my organisation as I have identified clear ways of achieving goals in a structured manner.

Throughout the completion this module there were a few challenges that I faced. One of these challenges was fully understanding what entrepreneurship was. Before taking part in activities I believed that an entrepreneur was someone who had their own business. But as I took part in activities, lecturers asked me to apply entrepreneurship to a job role of my choice. I struggled with this as I could not fully assess my entrepreneur skills due to a lack of understanding. After completing the worksheet and learning about how entrepreneurship relates to designing and launching new ideas. This allowed me to activate and develop my creative skills which I could apply this to future employment I felt more comfortable with the skill. Although the field of work I wish to go into does not really adopt an entrepreneurial role (firefighter), the understanding I now have of the skills needed of an entrepreneur could be applied when dealing with the public by creating new action plans and presentations to raise awareness.

[bookmark: _GoBack]Another aspect I found challenging was looking at professional behaviours. I understood what they were when completing tasks but found it difficult to find times which I have shown these behaviours. After looking in detail at different behaviours, when updating my CV, I was able to apply these behaviours to previous job roles and education which would be beneficial in the workplace. This allowed me to feel more comfortable when discussing my personal behaviour in a range of situations. 

This module has helped me develop a range of skills which I can now apply to future employment. I now understand how I have developed these skills and how to apply them to different job roles. I can now use evidence from this module to support how I have developed these skills and how I can use them in job applications for future employment to show that I would be the perfect candidate, how they will apply to a range of activities which I can complete to the best of my ability. 
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1) CV Old
Competencies – Employability, organisation, creativity

Curriculum Vitae
Kristen Hyett
18 Rosemary court
Morriston
Swansea
SA6 6HL
Tel: 01792 797704
Mobile: 07976602904
Email: kristenhyett@btinternet.com

Personal Statement
I am a hard-working reliable person who is enthusiastic. I can work independently and in teams. I can also do things without being asked. I would appreciate the opportunity to work for your company.

Education
September 2010 – 					Cefn Hengoed Community School
June 2015						Winchwen, Swansea

September 2015-					Gorseinon College, Belgrave Road,
June 2017						Gorseinon, Swansea

GCSE Qualifications

Maths							GCSE		B
English Language					GCSE		B
English Literature					GCSE		B
ICT							GCSE		B
History						GCSE		B
Religious Education					GCSE		B
Biology						GCSE		B
Chemistry						GCSE		B	
Physics						GCSE		B
Physical Education					GCSE		A
Child Development					GCSE		A

A Level Qualifications

Dance									B
Law									C
Psychology								C
Criminology								Merit

Employment (1)
I am currently employed at Treetops Country Club working in a variety of roles which include that of Waitress and Bar Person.

References
Available on Request


2) New

Curriculum Vitae
Kristen Hyett
18 Rosemary court
Morriston
Swansea
SA6 6HL
Tel: 01792 797704
Mobile: 07976602904
Email: kristenhyett@btinternet.com

Personal Statement
I am a hard-working reliable person who is enthusiastic and keen to learn and undertake training in order to gain new skills. I am currently studying at University of Wales Trinity St David (UWTSD) and have an excellent attendance and punctuality record. I believe these are essential attributes in all aspects of life. 	Comment by Kristen Hyett: Adding that I want to develop my skills shows commitment to the job role I will be taking on	Comment by Kristen Hyett: Showing that I am continuing with education indicated I am willing to continue development and to gain more knowledge to apply in the outer world.	Comment by Kristen Hyett: Shows that I am reliable and am committed
Whilst studying for my BA Hons in Counselling and Psychology, I am also working towards a Teaching Qualification in Dance and I also work on part time basis. 	Comment by Kristen Hyett: Taking on other responsibilities shows I can take control, am organised and can take on multiple tasks at once.
I am able to work independently and also in a team and I am not afraid to show initiative and I would appreciate the opportunity to work for your company.	Comment by Kristen Hyett: My teamwork skills have developed from the roles I have been taking part in but also that I can use my own initiative to complete tasks.

Education
September 2010 – 					Cefn Hengoed Community School
June 2015						Winchwen, Swansea

September 2015-					Gorseinon College, Belgrave Road,
June 2017						Gorseinon, Swansea

September 2017-					University of Wales Trinity St David	Comment by Kristen Hyett: I have added in my current education which shows my capability of developing my knowledge and my commitment to further studies to gain qualifications to help me in the future.
Ongoing

GCSE Qualifications

Maths							GCSE		B
English Language					GCSE		B
English Literature					GCSE		B
ICT							GCSE		B
History						GCSE		B
Religious Education					GCSE		B
Biology						GCSE		B
Chemistry						GCSE		B	
Physics						GCSE		B
Physical Education					GCSE		A
Child Development					GCSE		A

A Level Qualifications

Dance									B
Law									C
Psychology								C
Criminology								Merit

City and Guilds	Comment by Kristen Hyett (1700850): I have added in additional qualifications which I originally thought would not be applicable. These qualifications show that I have strong communication skills. Additionally, Showing that I have a qualification in improving my learning shows that I can reflect and evaluate my learning to change the issues in order to gain a better understanding and outcome.

Level 3 Essential Skills Wales in Communication
Level 3 Key Skills in Improving own Learning and Performance (2004)

Dance Qualifications	Comment by Kristen Hyett (1700850): I have added my dance qualifications in as this shows dedication and passion. It additionally shows that I am active and like to engage further with activities. Time management skills can also be identified as there must be organisation to commit to this and balance out other aspects such as a job and education.

RAD Ballet						Primary-Grade 8 (Merit/Distinction)
RAD Intermediate Foundation/Intermediate/Advanced 1 (Merit/Pass/Distinction)
ISTD Tap						Primary- Advanced 1 – (Merit/Distinction)

I am currently working to my ISTD Advanced 2 Certificate and DDE ISTD (Teaching) Certificate.	Comment by Kristen Hyett (1700850): showing what I am working on currently and that I am dedicated to meeting goals. 	Comment by Kristen Hyett (1700850): The fact I have added that I am currently working on gaining a teaching qualification this show that I have good organisation, leadership skills
I hold a full valid Chaperone Licence issued by City and County of Swansea.	Comment by Kristen Hyett (1700850): From holding thos licence this shows that I can take on roles regarding……….

Further Education	Comment by Kristen Hyett (1700850): By adding in m further education, it shows the education route I have taken and the level of study I am capable of.
I am currently in my third year, studying for a BA (Hons) in Counselling and Psychology.

Employment (1)	Comment by Kristen Hyett (1700850): From adding in my additional jobs it shows the different skills that I have and that I can apply these in different situations.
2017 - present
I am employed by Mellin Theatre Arts as an ISTD Tap Dance Teacher, whilst working towards my DDE Qualification.
I am responsible for teaching a varied age range, from 6 – 12 years, and also assist in teaching other classes and age groups as and when I am required.
I also hold a full Chaperone Licence.

Employment (2)
2019 - present
I am employed at the Swansea Masonic Hall Co Ltd working in the area of hospitality.
Whilst my main roles are Waitress and Bartender, I often take on other responsibilities to ensure the smooth running of functions and group meetings.
These additional responsibilities can include configuring table plans based on customer requirements and ensuring that the venue is equipped for the customer’s needs.

Former Employment (1)
2015 - 2019
I was previously employed at Treetops Country Club and worked in a variety of roles which included that of Waitress and Bartender.
However, one of my main roles involved preparing the venue for the various functions, including Weddings, Engagements, Christenings and Baby Showers and ensuring that the requirements of the customer had been met. 	Comment by Kristen Hyett (1700850): I have added more information about the roles I participated in to clearly set out the skills I have which could be applied to different roles
I also assisted in the kitchen when required, preparing desserts, washing dishes and ensuring the facilities were left clean and tidy.	Comment by Kristen Hyett (1700850): This is showing that I can adapt my skills to apply them to different parts of the workplace. 
Due to the closure of this venue, I had to seek alternative employment.



Interests	Comment by Kristen Hyett (1700850): I have added my interests to: Demonstrate my relevant skills for the role, Allows me to show voluntary and community-focused projects
Dancing
Listening to Music
Watching Films
Socializing
Helping Others
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PDP
Competencies – Organisation, creativity

	Goals
	Date set
	Skills needed
	What do I have to do?
	Deadline/ time schedule
	Where can I get support?

	Dance teacher training
	2017 – ongoing
	· Communication
· Planning
· Leadership
· Creativity
· Time management
· Confidence
	· Apply for a course	Comment by Kristen Hyett (1700850): Got onto the course, started training,
· Complete exams
· Get materials	Comment by Kristen Hyett (1700850): applied for a bursary to help with the costs
	2021
	· My dance teacher
· My course tutors
· Course website

	Fire Fighter
	2019
	· Teamwork
· Communication
· Problem solving
· Pro active
· Decision making
· Creativity
· Confidence
	· Go on open days	Comment by Kristen Hyett (1700850): Took part in an open day to gain experience
· Train
· Apply for job	Comment by Kristen Hyett (1700850): currently in the process of applying to become a fire fighter.
	2020/21
	· Open days
· Talking to personnel
· Reading about it on the website



	Skills to develop
	Why do I need them/ Where in a job role
	What can I do to develop them?
	Where can I get support

	Time Management	Comment by Kristen Hyett (1700850): Worked on a time-table which incorporated all aspects of day to day life, allowing me to complete tasks in an organised manner.
	· To allow for clear organisation in order to complete tasks in a sufficient manner.
· Balancing out university with other commitments
· Setting out time in a job to research and complete tasks

	· Have a diary to break down what aspects of a task need to be completed - prioritize
· A diary to keep you informed of the due date of tasks
· Set aside time each day 

	· Personal tutor

	Problem solving	Comment by Kristen Hyett (1700850): I have completed online tasks which have developed my thinking and applied this to everyday situations.  I have also changed my ways of acting in certain situations be learning from previous decisions. Lecturers have additionally supported this development as they have challenged the way of thinking and attitudes towards certain areas
	· In order to find solutions to difficult or complex problems.
· Trying to find different ways of solving the same issue to find which works the most efficient (Firefighter)
	· Ensure that I get enough sleep, in order to fully focus on the task
· Practise puzzles

	· Internet
· Courses
· Teachers/Lecturers

	Communication	Comment by Kristen Hyett (1700850): From reading different articles in university this has allowed my vocabulary to be broadened. I have also from teaching learnt how to communicate with younger people in order to help them understand and presenting through university presentations how to communicate professionally.
Also, with university, communication skills have developed through specific modules where learning to be calm and relax in times of distress in order to communicate with others effectively.
	· To express ideas clearly within a group
· Breaking things down so different abilities of people can understand (dance teacher)
· Being able to communicate well through writing (Reports/exams)
	· Read articles/books to develop language 
· Practice speaking to individuals or groups
	· Internet
· Social groups
· Tutors

	Confidence	Comment by Kristen Hyett (1700850): Through dancing this has given me the courage to stand in front of people. When applying this to teaching dance, watching my teacher conduct her class has influenced me on how to approach my classes and have the confidence to apply my knowledge in front of people.
From being at university taking part in group presentations in my first year gave me the courage to talk from the help of my peers getting encouraged. This has helped me gain the confidence to present on my own.
	· Being able to stand up in front of people and present ideas (Uni)
· Confidence within myself as not to doubt and actions or ideas
	· Practice presenting to one person and gradually build up audience
· Accepting feedback to reassure myself
	· Social groups
· Tutors

	Initiative	Comment by Kristen Hyett (1700850): I have developed more initiative from starting a new job. Being in a new environment and not knowing what to do made me observe others behaviour in order to complete tasks to the best of my ability.
	· Being able to carry out tasks with no doubts. (Job)
	· Watch what others around me do and take note for next time
	· Social groups

	Conflict resolution	Comment by Kristen Hyett (1700850): I have developed the ability to resolve conflicts in a desirable manner as by participating in small conflicts as activities has allowed me to consider other points of view. This has allowed me to apply this skill into issues in the workplace.
	· Being able to come to a civilised agreement 
	· Practice having disputes with friends and discuss how to get to the best outcome
· Look at scenarios and decide what I would do to solve the issue
	· Managers
· Tutors


	Leadership	Comment by Kristen Hyett (1700850): This skill has been developed by taking on roles which allows me to take control of a group. From undertaking group tasks in university this has helped develop my leadership skills as I had to take on a role which told people what needed to be completed and to organise the group. 
From previously developing my communication skills this has helped strengthen my leadership skills to apply to other roles such as taking on a leading role in work to make sure all tasks are completed by everyone in a organised manner when the manager is not around.
	· Being able to lead a group of people with confidence

	· Watch leaders around me and how they deal with controlling groups of people
· Take control of small groups to practice
	· Managers
· Dance teacher

	Adaptability	Comment by Kristen Hyett (1700850): I have learnt to adapt to different environments and apply my skills to different scenarios. I have also been able to change the way of solving problems and changing my approach to tackle objectives if one way can not be used
	· Adapting to different situations in order to get the job done
· Adapting thinking skills to overcome problems
· Changing locations
	· Use creative skills to change thinking patterns
	· Team building










Conflict resolution 
Competencies – Conflict resolution, negotiation, 
First 

	Scenarios 
	-Consider a possible solution to the problem 
- are there any factors that may make the scenario worse?

	The general manager has left you in charge, but the staff refuses to follow your direction
	· Tell the staff they have to listen to you as you have been left in charge and if they don’t like it go and speak to the manager about his decisions.

· Shouting and making a scene would make it worse

	A person you work with has worn a strong fragrance, even though you have asked him/her not to because it gives you headaches.  You have to work in close contact with this 

	· Wear a strong perfume too and see how they feel
· Tell them that you will have to go on sick leave because they are causing the headaches

· Make a scene on shift about the whole situation in front of the customers


	Your boss accuses you of leaving a huge mess in one area because you have a history of not picking up after yourself.	
  	
  	
  
	· Tell them it wasn’t you and blame someone else who you think left the mess

· Tell them that they are wrong and to get their facts right

	You get stuck in traffic and this makes you late for work.  When you arrive at work, your boss is annoyed with your tardiness. 
	· Ask them if they were listening to the radio which said about the traffic

· Tell them it wasn’t your fault; you don’t control the traffic

	Your boss has noticed that you are slower than others in completing tasks.  You believe that you work just as hard as everybody else does. 
	· Tell them that you are not slower than the others
· Tell them you are the hardest worker and you are putting all your effort into this

· Tell them that you will stop doing what you’re doing and let someone else do it quicker

	Any further thoughts:







What I would do

What I would do












Second – Improved




	Scenarios 
	-Consider a possible solution to the problem 
- are there any factors that may make the scenario worse?

	The general manager has left you in charge, but the staff refuses to follow your direction
	· Explain that you have been left in charge, so until this changes to just carry on with it to make the shift easier and more positive	Comment by Kristen Hyett (1700850): Talking to the person is a more effective way of solving an issue as both parties are calm and can understand what is going on – I developed this skill by working on my negotiation skills
· Shouting and making a scene would make the situation worse.	Comment by Kristen Hyett (1700850): This could impact the staff but also the customers who may feel awkward and not come back for business.


	A person you work with has worn a strong fragrance, even though you have asked him/her not to because it gives you headaches.  You have to work in close contact with this 

	· Explain to them that you are not comfortable with this and if it continues you may have to have a meeting with the manager as it is causing me issues to complete work	Comment by Kristen Hyett (1700850): Talk to them first as it is them you have the issue with and se if you can solve it first in a civil way	Comment by Kristen Hyett (1700850): Offering to take it out of your hands if you cannot come to an agreement to ensure them that there is no conflict but you just want the issue resolved. 
· Making a fuss on shift would make it worse
· Going off sick 	Comment by Kristen Hyett (1700850): This would impact your life as managers would take this leave into account and it would look bad. This shows that you do not have the skills to negotiate with people

	Your boss accuses you of leaving a huge mess in one area because you have a history of not picking up after yourself.	
  	
  	
  
	· Explain that it wasn’t you that made the mess but will tidy it up to allow for safer and more productive work	Comment by Kristen Hyett (1700850): This shows dedication and thoughtfulness that it is effecting other people and to clear it up will help out.
· Ask if there could possibly be a staff meeting on cleanliness to make people aware	Comment by Kristen Hyett (1700850): Showing creativeness in order to solve the issue for the future by letting everyone know the issues rather than blaming someone.
· Don’t blame someone else

	You get stuck in traffic and this makes you late for work.  When you arrive at work, your boss is annoyed with your tardiness. 
	· Say that you are sorry about being late and will ensure that all missed work will be completed	Comment by Kristen Hyett (1700850): Showing commitment and dedication to complete all roles.
· Refuse responsibility	Comment by Kristen Hyett (1700850): This can look…………………………..
· Don’t ask if they have heard it on the radio

	Your boss has noticed that you are slower than others in completing tasks.  You believe that you work just as hard as everybody else does. 
	· Explain you are trying your best but that you will try and work with colleagues to improve the issues but completing further training or shadowing the staff.	Comment by Kristen Hyett (1700850): Showing that ou are willing to learn and showing initiative to try and solve the issue so you can become better at completing jobs
· Tell them they are wrong

	Any further thoughts:















What would make it worse

What I would do
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