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	Cover Letter and CV has been worked on previous to this essay, with Mark Thomas from Student Support – Head of Careers. 

	Which aspects do you consider could have been improved in this piece of work?
	Implementing more information on the current and possible future developments within the chosen field of employment.

	What have you found most satisfying whilst undertaking this submission?
	Having the CL and CV pre made and making the adjustments to suit the job type, during a festive holiday it is difficult to find the time to complete this essay, with work and family commitments. 

	
ASSESSMENT CRITERIA
	Learning
Outcomes

1
1

	GRADE

	
	
	Poor
< 20%

	Weak
20-29%
	Unsatisfactory
30-39%
	Satisfactory
40 – 49%
	Good
50 – 59%
	Very Good
60 – 69%
	Excellent
70 – 84%
	Exceptional
85– 100%
	
  %

	Design and produce a curriculum vitae that relates your personal profile with the person specification and job description. 
	1
4
	
	
	
	
	
	
	
	
	15%

	Produce a concise letter of application that relates your personal experiences and aspirations with the person specification and job description that you have selected
	1
4
	
	
	
	
	
	
	
	
	15%

	Produce a critically reflective account of your application in relation to the job information; include a plan for CPD that would enhance your skills in relation to this role and your longer-term aspirations.
	2
3
	
	
	
	
	
	
	
	
	30%

	Critically assess your interview performance, highlighting strengths and weaknesses.  
	2
3
4

	
	
	
	
	
	
	
	
	20%

	Demonstrate critical awareness of current and possible future developments within the chosen field of employment
	2
3
4
	
	
	
	
	
	
	
	
	20%

	It is expected that students will present work that is proof read, correctly referenced and adheres to the Assessment Checklist. Therefore a range of 0 – 10 marks will be deducted for non-completion of any of the points on the checklist below.
	

	TUTOR COMMENTS:









	 Submission date: 
via Turnitin
	Return date:
(at least within 4 weeks)
	Tutor: 
Graham Harvey 
	Mark: 




Assignment Checklist

· Please complete the Personal Evaluation section of the Assessment Feedback sheet, add your name and details, and paste the whole of this assignment document into the front of your assignment

· Submission is a single word file, clearly labelled with your name and module code
· Font style - Times New Roman, size -12 for text and 14 for headings
· Ink colour – black only
· Line spacing – 1.5 line spacing and 2cm- 2.5cm page margins
· Quotations more than three lines to be indented 1 line spacing
· One line space between paragraphs, paragraphs must be left aligned
· Pagination (your assignment should have page numbers) 
· All tables and figures are internally referenced and have a title
· Word count checked and written at end of text (before references and any appendix)
· Assignment is within 10% of the word limit (excluding references and any appendices)
· All references in the text are included in the reference list
· Correct referencing following the Harvard style, as described in the Palgrave study skills book ‘Cite them Right’.
· Correct spelling using UK English
· Correct use of punctuation
· Grammar and syntax correct- double check anything that has a green line under it
· I have read my assignment out loud to myself and it makes sense and is easy to read
· Somebody else has read my work and it makes sense to him or her!
· I have checked and I have not plagiarised 
Failure to follow these guidelines will cost you marks!
Luke Reader
42 Parcmaen Street
Carmarthen
Carmarthenshire
SA31 3DR

The Outward Bound Trust
Loch Eli Centre
Archdalieu
Nr Fort William
PH33 7NN

Dear The Outward Bound Trust, 

RE: Application for Outdoor Instructor

I am writing this cover letter for the application of Outdoor Instructor. This job has piqued my interest after studying Outdoor Adventure Education for approximately 6 years. During my 6 years of studies, I have been able to visit locations such as North Wales, Pembrokeshire, Scotland’s Cairngorms and Glencoe, Norway Telemark and Lofoten and finally Tignes in France. 

I have been studying Outdoor Adventure Education from college to university, with 2 semesters to go until I finish my degree. I am highly motivated to gain experience, knowledge and competence to further my understanding and practise of the subject, whether that be through the university, the British Army or through my own trips and expeditions. 

I have previously worked as a High Ropes Instructors, to where my cliental ranged from seven years of age to 70. Working with a variety of age groups gave me a chance to use multiple instructing styles, ensuring each individual outcome was achieved in the session. The session would start by introducing myself and receiving information from the clients of their name, experience and what are they most looking forward to doing, followed by instructing them on the use of kit and how to navigate the high ropes course highlighting any safety points and lines of communication from themselves to me. 

Another summer in Pembrokeshire, I worked as an Outdoor Activity Instructor, where I would be assigned a group for the week, including duties such as welcoming, meals, on-call at night for first aid duties as well as being an instructor, lead or assist, for several different activities such as; kayaking, coasteering, mountain biking, climbing, abseiling, high ropes, archery and surfing. This was a highly rewarding job, as when a group was assigned to yourself, you were able to cater the experience to their needs and each group would leave the trip with a different experience; either educational, challenging or full of fun and games. 

Away from work, I am highly enthusiastic to gain my own experience involving outdoor adventure. Having completed two winter seasons in Scotland where safety aspects such as ice axe arrests, winter belays, gully climbing, ice climbing, fitting and moving with crampons, navigation and avalanche awareness. Climbing either single pitch or multi-pitch in varying locations of Wales with the addition of many mountain days in North Wales. These personal experiences have allowed me to gain a high level of focus on safety personal and group based, as well as being able to invite others and share my passion for the outdoors.

I have recently returned from a 10-day trip with the British Army where I have passed the Army qualification of Ski Foundation 1, which is the beginning entry level of skiing. Focusing just on the skills of alpine skiing, taking me from a beginner skier to skiing off-piste blacks in 5 days. As well as having visited France, I have been to Norway as part of my studies and also for a recreational trip multi-pitch climbing in Henningsvaer Norway. For my studies, our practicals would commonly consist of a week or longer expedition of canoeing along the Tinnsja River, hiking in Lifjell, sailing on the coast of Lyngør and a mix of hiking and canoeing from Blefjell, Tinnsja back to Bø. As well as the academic practical’s, I participated in the night hike up Gaustatoppen with a crowd of 7000 people, rock climbing in Bohüslan, Sweden and went ice climbing in Rjukan.  

Being a university student and a keen outdoor enthusiast, I have gained the basic skills for a computer being able to write essays, navigate website, upload pictures and also use photo editing software alongside my hobby of photography. 

As you will be able to see from my CV, I have relevant customer service experience from working in retail and instructor/assistant in activities such as kayaking and climbing. 

As a university student in my final year I can commit to working full time from June/July onwards. More precise dates can be confirmed closer towards Easter. 

Thank you in advance for taking the time to read my cover letter and CV and I would look forward to hearing from you, 

Yours Sincerely,
Luke Reader























Luke Reader
42 Parcmaen Street, Carmarthen, Carmarthenshire, SA31 3DP
lread1@hotmail.co.uk           (+44)7790789717

Third-year university student, studying Outdoor Adventure Education, with a passion for the mountains and climbing. British Army reservist, Infantry soldier in 8 Rifles. With an ambition to join the regular Army and to later become an Outdoor Education Lecturer.  

Education and qualifications 
University of Wales Trinity Saint David, Carmarthen (2016 – 2020)
BA(Hons) Outdoor Adventure Education
Modules include; Risk Assessing, Personal Development, Physical Literacy, The Great Outdoors, Research, Curriculum Adventure, Landscape & Recreation, Coaching Pedagogy and Perspectives on Outdoor Ed. 
Høgakolen I Sørøst-Norge/University College of Southeast Norway (August 2017 – December 2017)
Outdoor Life, Culture and Ecophilosophy
Modules & Grade include; Outdoor life, Mountains/Forests, Coastline and Waterways - A, Norwegian Perspectives on Outdoor Education - C, Ecophilosophy - B
Shrewsbury College of Arts & Technology
BTEC Extended Diploma Outdoor Adventure Education
Modules include: Environmental Education, Leading Land & Water, Risk Assessment, Sports Coaching, Organising Sports Events and Outdoor Adventure Expeditions
Final Grade: DDD* (Distinction star)

Employment
Infantry Reservist for British Army (January 2019 – Current)
· Dynamic development of skills while performing under pressure
· Meeting high standards to the approval of high-ranking officers
· Pride and discipline to put out a high performance in fitness, drill and combat 
Customer Services at Shrewsbury Town Football Club (January 2019 – Current)
· Working with a small but effective team to deliver an A grade customer service.
· Providing tickets for Home & Away games as well as Season Tickets and other offers
· Great communication skills, gathering and providing information
Customer Services for Next Retail Store (December 2018 – January 2019)
· High pace environment during Christmas Sales.
· Organising, restocking and rearranging stands and rails of items for sale.
· Greeting and assisting a wide variety of customers to enhance store experience.
Outdoor Activity Instructor for Sealyham Outdoor Activity Centre (January 2018 – October 2018)
· Instructor for; rock climbing, high ropes, surfing, kayaking, archery, coasteering and mountain biking.
· Assigned instructor to school groups for a week period: on call in the evenings and at night, arrange meals times and activity plans.
· Risk assessments, completing paperwork and maintaining, servicing and cleaning equipment, facilities and infrastructure. 
High Ropes Instructor for Heatherton World of Activities (May 2017 – August 2017)
· Led 2-3-hour sessions for children and adults through the high ropes course, setting up and running the zip-wire tower, assisting other instructors on either high ropes or zip wire
· Equipment checks, servicing and maintenance
· Working on other child friendly activities, such as driving school, zorb balls, 4x4 driving track, pistol shooting
Kitchen Assistant for Myrddin Restaurant, UWTSD Carmarthen Campus (October 2016 – March 2017)
· Preparing the kitchen for the chefs between allocated mealtimes, washing pots and pans, all plates, cutlery and utensils
· Taking in stock, dating and organising the stock to be put away in correct locations
· Helping the chefs with preparing food
· Worked front of house when not required in the kitchen
Kayaking Guide Assistant for Kayaking-King (August 2016 – March 2017)
· Kitting the customers and teaching the basic skills through a warm up to ensure all customers have the necessary skills to navigate on the water
· Providing coastal and environmental knowledge to customers, as the tour takes them to caves, marine wildlife and plants 
· Ensuring groups safety and comfortability within the coastal environment
Team Member for Rea Valley Food Specialist Ltd (June 2014 – August 2014/July 2015 – August 2016/October 2018 – December 2018)
· Working to a tight deadline with various jobs to produce and pack the production required for large supermarkets
· Learning to adapt and change as and when needed to do so. 
· Labour intense job, moving large tanks of food and distributing it, cooking, washing & cleaning, packing and vacuuming
· Running a production line, by myself with a tight deadline, working at a high intensity
Retail Sales Assistant for Go Outdoors – Outdoor Retail Shop (February 2015 – October 2015)
· Providing customer service and knowledge to customers of items which are stocked and sold instore and online
· Specialising in the Rock Climbing department, head of sales for the selected department
· Assisting with sales and stocking shelves in other departments such as footwear, clothing, cycling, backpacks and tents
Infantry Reservist for British Army – Reservist (March 2015 – March 2016)
· Combat role involving infantry training and fitness
· Pride and discipline in presentation of uniform and yourself, for events such as parade or public events (Remembrance Day)
Team Member for McDonald’s Restaurant (September 2013 – February 2014)
· Working to a deadline to cook and prepare food, fitting the correct requirements to the order of the customer
· Ensuring best service possible at all times
· Keeping the kitchen and workplace tidy and to the HSE standard at all times

Volunteering
Security at Kroa i Bø (Student bar while in Norway)
· Volunteer as security to help out with the volunteering staff there to ensure everyone enjoys the event
Kayaking guide with Kayak-King
· Volunteering to assist with Kayak-king to help them deal with large customer groups and for myself to gain experience
Indoor Rock Climbing Instructor
· Volunteering with the UOS to further prepare myself for Single Pitch Award (April 2018) 

Qualifications
Ski Foundation 1 (Military Qualification – December 2019)
Rock Climbing Instructor (April 2018)
Foundation Safety and Rescue
BCU 2 Star Award Certificate
Working at Height (in house university qualification)
Water Safety (in house university qualification)
Level 2 First Aid Award (valid from 09/12/2016)

Activities and Achievements
· The “Ethan Chant Award”/Student of the Year Award – In college 2014
· 1st Year Student of the Year Award – In college 2014
· 2nd Overall Place in the Rifles Cup Competition 2014 – Military Skills National Competition (MSNC)
· 1st Regional Place in the Rifles Cup Competition 2013 – MSNC
· 2nd Overall Place in the Rifles Cup Competition 2013 – MSNC
· Falling Plates Winners of the Brigade SAAM 2014 – Shooting competition with the Army Cadet Force (SC)
· 143 West Midlands Brigade SAAM Winners 2014 – SC
· Achieved the rank of Colour Sergeant – Army Cadet Force 
· Completing the Welsh 3000’s Challenge
· Completing Infantry training as a British Army Reservist. 

References

Sue Pritchard
HR & Financial Manager
Shrewsbury Town Football Club
Otley Road
Shrewsbury
Shropshire
SY2 6ST
01743 289177
Sue.Pritchard@shrewwsbury.co.uk

Thomas Moore
Outdoor Instructor & Lecturer
University of Wales Trinity Saint David
Carmarthen
Carmarthenshire
SA31 3EP
t.moore@uwtsd.ac.uk
Cpt.Kaye, 
Officer in Command
E Company 8 Rifles, Army Reserve Centre Bligny House, Copthorne Rd, Shrewsbury, Shropshire, 
SY3 8LZ
Gkay001@aol.com


Utilising Gibb’s (1988) ‘Reflective Cycle’ to assist in critically assessing the interview process, as it provides a framework for examining experiences, allowing users to learn and plan, identify strengths and weaknesses and to apply the findings for the next experience. 

[image: ]
Figure 1.0 – Gibbs (1988) ‘Reflective Cycle’ 
Description – An assessed interview took place, replicating the same environment to which a company who were hiring for an ‘Outdoor Instructor’ position would conduct. Tailored question which focus on what the company ‘The Outward-Bound Trust’ would ask relating to their own company but also questions which focus on drawing out the graduate level and understanding from the interviewee. To recreate the interview environment, it was a one-on-one interview with a formal dress code and strictly no notes or prompts, as if a real interview, also it was recorded by both parties for the purpose of reflection. 

Feeling – Having previously attended a mock interview and being in a situation where I am preparing myself for the Army Officer Selection Board, I felt prepared for the assessed interview, however nervous without having notes to prompt my response to the questions. Most commonly with the interviews I have attended in the past for jobs such as; outdoor instructor, outdoor retail and many other roles, there had never been a way of knowing the questions previous to attendance. For this assessed interview, eleven question were provided beforehand prompting research into the company and aiding into personal reflection. 

Evaluation – what was good and worked well in the interview was my ability to not need any notes or prompts to assist me in answering the questions, as well as the quality of my answers which were portrayed in a way to the interviewer that I was of a graduate level through my vocabulary which shows plenty of experience in the field. Unfortunately, I had neglected some time spent on a more in depth look at the company which would have helped me link more of the answers to the company during the interview. 

Analyse – the reason for the positive approach to the interview, comes from the beginning preparation for the mock interview, to which I created a mind map with two main branches. The first being focus on the job advert, where I took interest in the main information provided by the job advert such as the company, location, job description, hours and pay, along with the requirements the company asks for and whether I could tick those boxes or not, for example; A requirement was the Summer Mountain Leader qualification which I am trained but not assessed on, so for this I could not tick the box positively, however for the Rock Climbing Instructors qualification which I have been assessed and passed I can tick that box. Doing this gave me an idea whether I was suitable for the job from the start and also highlights where I may fall down on, due to the lack of boxes I could tick. The second main branch listed all eleven questions with anything from one to three key words branching off from the question. These key words would act as prompts when skimming over my notes, but in each key word was a written answer which could be used during the interview. 
[image: ]
Figure 2.0 – Mind Map Created Prior to Mock Interview

Doing this set me up well for the mock and the assessed interview, as it covered the work with the chance to make minor adjustments to the work which is already there. Advancing on this work for the assessed interview where notes and prompts were not allowed, I narrowed the questions down into key words which I practised to memorise. Having done the research and preparation for the questions gave me the right vocabulary to use during the interview and the correct use of the terms when talking about subjects such as risk and resilience. It was also able to bring out the best of my own actions and experience such as the ‘most memorable moment’ question which prompted a theme of passion and enjoyment for the outdoors, as well as showing that I regularly read books about the outdoors to which I am able to come up with my own evaluation of them rather than the face value. An additional note to mention about the interview is showing signs of humour, relaxes yourself and the interviewer as well. I found this a good note to bring into the interview to benefit myself in an already stressful situation. However, besides the preparation I conducted prior to the interviews, what I could have done to improve my performance and my grade was read more about the company as it would have benefitted me by linking my answers more to what the Outward Bound are actively doing already. This would have shown to an employer that I have done my research and that I am interested in the company, especially that I agree with the company’s actions that they are taking towards their customers. 

Conclusion – I have learnt that I am at a capable level to put myself into an interview situation to answer questions and that prior to the interview conducting research into the company will only enhance my performance and chance of being successful. My vocabulary and understanding of the terminology for the outdoor theories portrays that I am of a graduate level, with the addition of my experience which backs up my covering letter and CV. What I need to improve and develop on is the qualifications which I can achieve. Having a good base foundation when approaching a job similar to this with a company who caters more towards an introduction to the outdoors increases the employability of the candidate, as it is less work for the centre when investing in the candidate. Going out and gaining these qualifications such as bush craft, archery, orienteering and other basic recognised qualifications sets a good foundation to deliver introductory sessions to first time customers. Gaining these qualifications would increase my employability and also allow me to eventually begin focusing on my career towards an aspect of the outdoors which I would like to pursue, currently that would be climbing and mountaineering. 

Future developments in the political climate of Brexit and the economy can always affect the future job security and prosperity in the field of the outdoor job sector. However, a recent movement for ecotourism, which promotes a sustainable and green approach towards tourism, is a more sensitive approach with the current climate crisis to which Wright (1993, cited in Page and Dowling, 2002, pp.21) agrees that sustainability in tourism is becoming more common for the tourism industry, justified by Hawkins (1994, citied in Page and Dowling, 2002, pp.21) that the reason for this is to conserve the finite resources for the future generations through nature-based experiences (Page and Dowling, 2002). 

With the situation of Brexit, Cousins (no date) for the Mountain Training Association with the help of Burnside (2019) of BMC, have concluded that a ‘Brexit with no deal’ would cause issues for those in the outdoor sector abroad as the EHIC may not be a feature would could be used and also a green card would be required to drive in Europe, also additional checks would be conducted on British passports. It is still unknown how the transfer of qualifications would work into Europe and the only positive of a no deal Brexit would be the possible attraction of more tourists due to the weak pound. However, a ‘Brexit with a deal’ could see improvement on taxation, minimising tax on goods, maintain our world leading standards and maximising our global influence as a country in general. Burnside (2019) for the BMC claim that a disruption of Brexit will predominately have an effect on the EHIC as it would cease to work and that any issues with travel would be down to the companies who own them such as airliners wouldn’t leave you stranded but would seek alternative travel for you. Travel insurance would still operate as smoothly as possible, but there may be some hiccups in the first few months of transition. Passports would be in date of issue with 6 months past the Brexit date to swap them over to what can only be presumed as a ‘British exclusive’ passport. These articles written by the Mountain Training Association and the BMC are subject to change as it is dependent on the deal or no deal made between politicians. 
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