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1. [bookmark: _Toc14673667]About the Author

The author considers themselves to be an introverted individual who likes detail, structure and a clear plan.
The screenshots found in Appendix A, are extracted from a Power Point presentation executed, and displays how the author presented information about themselves; their view on their personality, their considered strengths and weaknesses and their 5 year plan. 
Below listed are some key points learnt from both producing and delivering the Power Point presentation.
Producing:
· The importance of accessibility; considering the text font, size and theme colours. It was important to consider the appropriate use of these factors to ensure it was readable by all.
· Content; Ensured that the content covered what was required, without including too much written text-giving opportunity for the presenter to elaborate further and reducing the need to read from the screen. Careful selection of images and graphics was considered to ensure relevance and appeal.
·  Run Through; Preparation and practice were key to both gaining familiarisation with the slides and content whilst also ensuring timing was within required direction.
Presenting:
· The importance of effective communication; ensuring to speak clearly, at the right speed, tone and volume. 
· Utilising effective body language; Use of appropriate eye contact, stance and hand gestures were essential to engage the audience and ensure the correct message was relayed.
Reflecting on the presentation conducted, enhancements were identified that should be considered for future presentations:
· Sizing of images/illustrations: Consideration is required to the room size and display of the presentation. Images and illustrations need to be sized appropriately so all in the audience can view clearly.
· Appropriate use of animations and effects: The use of animations can be distracting. Timing of the animation needs to complement the content.
· Alternative software: There are many different presentation programs and software available. Using an alternative method may enhance audience engagement and provide a memorable presentation. 



2. [bookmark: _Toc14673668]Key Skills

[bookmark: _Toc14673669]2.1 Higher Education

In order to successfully learn in Higher Education there are various key skills required. 
Essay writing: The standard required for higher education essays is greater than those required for previous school studying. They will likely be longer and require specific standards and formats. [1]
Reading: Throughout higher education study there will be a large volume of reading material provided. Effective reading skills and techniques are required in order to make best use of the resources and reading materials provided in a timely manner in order to best achieve good results. [1]
Independent learning: The ability to study independently is an essential skills in higher education for successful learning. There is little guidance from staff and consequently there is the requirement for students to use their initiative to structure their time effectively and make the most of the resources provided. [1]
Conversational Skills: Students will meet a lot of new people from varying levels at university/higher education. Conversational skills include speaking, listening, writing and reading. Effective conversational skills are required for expressing own views whilst also understanding others. [2]
Time Management: Effective time management skills are essential in being able to manage the academic timetable and deadlines. Appropriate use of time management can help avoid stress and ensure successful learning. [1]

[bookmark: _Toc14673670]2.2 Employment

In addition to the key skills required to successfully learn in Higher Education, when trying to secure employment employers will be looking for additional skills beyond any academic qualifications obtained.
Commercial awareness: It is important for an individual to be able to demonstrate that they understand how a business/industry works. Employers seek to establish that candidates are familiar with the organisation’s aims and objectives and how it fits and competes in its marketplace. [3]
Team-working: Target Jobs [4] states that “Teamwork is one of the fundamental skills employers look for”. Effective team work includes encouraging and inspiring other colleagues to perform, having the ability to compromise and the utilising of effective communication skills to communicate with others. [4]
Organisational: Effective organisational skills supports the ability to prioritise, increase productivity and time management [3]. The ability to keep effective organisation allows employees to focus on different tasks without getting misplaced, in doing so increasing efficiency and productivity. [image: ]Maintaining strong organisational skills is also suggested to reduce procrastination and miscommunication [5].
The illustration to the right presents examples of the types of organisational skills sought by employers [5].
Problem Solving: Problem solving is described by Wikijob [6] as “having the ability to accurately assess a situation and arrive at a positive solution.” Effective problem solving skills can assist an individual in delivering positive outcomes. Effective problem solvers use their initiative to develop solutions to resolve difficulties without relying on others [6]. 
Ability to work under pressure: Having the ability to maintain control through effective evaluation and organisation can assist in managing stress and consequently improve effectiveness. An individual who is able to work well under pressure utilises various skills and methods including remaining in control, applies effective time management skills and executes set plans [7]

[bookmark: _Toc14673671]2.3 Self Evaluation

A self-evaluation exercise was completed by the author to discover their own strengths, weaknesses and personality type.
An interactive version of the Open Extended Junigan Type Scales 1.2 [8] was completed in order to determine personality type. The depiction below breaks down the results by preference [8].
[image: ]
[bookmark: _GoBack] The results revealed an overall personality type of ISTJ.  Openpsychometrics [8] describes this personality type to be “Faithful, logical, organised, sensible and earnest traditionalists who enjoy keeping their lives and environments well-regulated….can experience difficulty in understanding and responding to the emotional needs of others.” Reflecting on the author’s PowerPoint slide describing their personality they describe themselves as being introverted and conscientious liking detail and structure. The results from the personality type test support these views, with an ISTJ being described as “Detail-orientated … therefore, their ideal learning environment is task-orientated, has a clear schedule, and has a clear and precise assignment” [8].
The Big Five Personality Test [9] was also completed, and results illustrated in the image below.
[image: ]
Strengths and Weaknesses were described in the author’s PowerPoint as below.
Strengths: Organised, Good Communication Skills, Focused, Approachable, Reliable, Leadership
Weaknesses: Conflict Management, Delegation, Overthinking, lack of competitiveness.
The very low score to the openness to experience confirms the author’s own evaluation of being practical and being a technical problem solver [9]. The very high result in the Conscientiousness factor describes the individual as being conscientious, well organised and liking precise detail which also confirms the author’s original self-judgement. It is however interesting to note the low score in the Agreeableness factor. 123test [9] describes someone with a low score in this area as being competitive and preferring competition over co-operation, which is a contrast to the author’s consideration of conflict and competition being an area of weakness.
To self-assess areas of strength and weakness in relation to leadership skills a 360 leadership report was completed. This evaluation required the author to complete a self-assessment questionnaire, on various areas within leadership, and similarly request the same questions to be completed by employees, colleagues and line manager.  
The illustration below shows the results from the evaluation tool.
[image: ]
The results confirm the earlier identified strengths of communication and leadership. In addition to identifying and confirming areas of strength, the results above also recognise some areas for improvement; Business development, financial management and managing customer relationships. Consideration for these areas of weakness must be considered as development areas and should be taken into account in professional development plans. 
Similar to the 360 self-assessment tool the Johari Window tool is an effective tool in gaining an insight into behaviours, strengths and weaknesses from different perspectives [10].
The Johari Window created and completed by the author below shows that colleagues confirm approachability and reliability as strengths. It is interesting to note however the contrast in the Façade and Blind Spot sectors – colleagues felt the author presented confident however the author felt themselves to be reserved and refrain from confrontation and situations where they are exposed to challenge and conflict.
[image: ]
The results from the Johari Window emphasises the importance of feedback and consideration to how others perceive. Without feedback possible ‘blind spots’ would not be identified. It also highlights the need to be open and share the ‘façade’ element to utilise these skills. Absence of reflecting on these attributes could overlook on areas for improvement. 
Through completing self-evaluation exercises it confirms the author’s self-awareness and understanding, whilst also providing an opportunity to become aware of overlooked areas through including colleagues and team members in evaluation and feedback. Self-evaluation provides the opportunity to identify areas for self-development and improvement which should form part of personal and professional development plans.
3. [bookmark: _Toc14673672]Action Plan

The table below describes the author’s main short, medium and long term goals. (A copy of the full Personal Development Plan, listing all goals and subsequent actions can be found in Appendix B).
	What do I want/need to learn and why?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be? how have I implemented my learning and what impact has this had (at work/outside of work)?
	Target dates for review and completion
	Short / Medium / Long


	Complete first assignments/  reports for Degree
	Ensure time is set aside to complete required work to required standard.
	Support from employer and family to secure the required time to complete.
	Completion and submission in a timely manner.
	Complete by w/c 22/07/19
	
Short

	
Effective and appropriate leadership Skills – To ensure that I am a confident leader and motivate my team to achieve their potential and also department and organisation goals and objectives.
	Fulfil and commit to the ILM qualification – putting what I learn into practice


	Support from tutor and line management
	Completion of the ILM qualification; Increase in my leadership confidence and engagement from colleagues.
	Review monthly with tutor – aim to complete Summer 2019
	
Medium

	
Become effective in my role as an analyst – To feel confident that I am able to achieve what is required to a high standard


	Understand fully the expectations; from partners, management and colleagues
Research suitable courses to improve knowledge and skills
Consider approaching a mentor
	Senior management and support from experienced analysts
	Feel confident that I am fulfilling the role and confident in completing tasks presented to me
	Review 1 (01/2019)
Meeting held with principal analyst to discuss courses. Review 05/2019.
Review 2 (04/2019)
Been accepted onto a degree apprenticeship on Data Science
	Long



A personal development plan is considered imperative for an individual’s growth and progression.  Through exploring areas for development and self-improvement, both in a personal and professional capacity, an individual will be able to develop an understanding of what direction they would like to go, make clear goals, increase motivation, improve work-life balance and career prospects [11].
4. [bookmark: _Toc14673673]Looking After data

4.1 [bookmark: _Toc14673674]Backup Strategy

Taking into consideration the various threats in current cyber security a data backup strategy is vital to reduce the risk of data loss.
Considering personal data files that require backup, these include family photos, music files, documents/forms, university work and other family member’s school/work documents, a backup strategy is defined below, ensuring the data is stored in at least 3 different places.
1. Laptop hard drive
All current data files are stored directly onto a Laptop hard drive, in relevant files and folders. Whilst the data is easily accessible and no added costs the risks associated with this storage include the potential for malfunction and failure of the laptop, corruption of the data, viruses and malware, accidental/natural damage i.e. water damage and fire and also the potential of loss and theft.
2. External Hard Drive
As a backup method a transfer of the data files held on the laptop are directly copied onto an external Hard Drive.  The advantages of this method include low cost and quick transfer and retention times. An external hard drive is also portable which enables a transfer of the data to any device whilst also being able to keep it off site away from the original data source (laptop), protecting the data separately from events such as a fire, flood or theft.
Although advantageous, consideration must be given to the risks, which include malfunction and theft. Backup of this data is also reliant on human interaction and the requirement to remember to complete this backup during the regular intervals.
3. USB 
In addition to having the data stored directly on the Laptop hard drive and on an external hard drive, transferring the data onto a USB provides the 3rd location. The data on the laptop hard drive would be directly copied onto the USB.  This method has many of the same benefits and disadvantages as the external hard drive; being cost effective and easy to use, whilst also being portable. The risks associated include malfunction, damage, loss and theft. Backup of this data is similarly reliant on human interaction and the requirement to remember to complete this backup during the regular intervals.
	Backup Device
	Method
	Retention Intervals
	Testing

	Laptop
	Save all work regularly onto the laptop drive, under relevant files and folders
	Ensure to save all work regularly – consider saving draft versions of specific work.
	To ensure validity and integrity of the backup strategy regular testing must be completed.

Quarterly reminders to be set for testing.


	External Hard Drive
	Copy all files and folders directly onto the external hard drive
(Device to be stored in a separate location to laptop and USB)
	Monthly – Calendar reminder set up to complete backup
	

	USB
	Copy all files and folders directly onto a USB
(Device to be stored in a separate location to Laptop and external Hard Drive)
	Monthly – Calendar reminder set up to complete backup
	



The above strategy is fit for purpose for current personal data storage however consideration must be given to the longevity and suitability of these back up methods. A review of the strategy needs to be completed to ensure appropriateness and sustainability, taking into consideration any changes in technology and any changes in the type and size of data held. Other backup options are available and may be deemed more suitable.
[bookmark: _Toc14673675]4.2 Threats
There are a number of adverse occurrences that could transpire that would put data at risk. Below describes 6 examples, detailing how effective the proposed backup strategy would be in protecting and retrieving the data.
1. Viruses
Cisco [12] describes a computer virus as a “type of malware that propagates by inserting a copy of itself into and becoming part of another program. It spreads form one computer to another, leaving infections as it travels.” The consequences of a malware attack can include loss of information and entirely disabling systems and networks [12].  Appendix C – Ransomware Report describes further details on viruses, ransomware, in specific the CryptoWall; providing details on how these infect systems and the consequences. 
The success of the backup plan would in this scenario be dependent on when the virus attacked the data and the time of the last backup. Should the virus have infected post last backup then the data held on the backup devices would be free from any virus and consequently the data would easily be retrieved. Should the virus have been present upon completing the backup then there is a possibility that the data held in the backup devices are also infected and consequently retrieval would be difficult/if at all possible. 
2. Theft 
A theft of one or more of the devices that data is stored on would result in total data loss. The backup strategy method above however stipulates that all devices should be stored separately therefore, on the basis that the data has been backed up as described, then retrieval of the data would be uncomplicated. However consideration must be given to the time of the data loss since the last backup; the most up to date version may not have been backed up.
3. Natural Disaster
Similar to the theft scenario a natural disaster, such as a fire or flood, could result in a device holding data being destroyed and consequently full data loss. As the backup strategy denotes that the devices are to be stored in separate locations the other back-up devices would remain protected and retrieval of the data would be straight forward.
4. Malfunction
A malfunction of a device could result in total data loss i.e. a USB storage stick being damaged. The backup strategy of having the data regularly backed up on other devices would ensure that the data would be easily accessible through the other devices. Versions of the data however would be dependent on time of the malfunction and last backup.
5. Changes in technology
Technology is fast growing and consideration must be given to the longevity of the systems/devices used as backup methods. The backup strategy proposed uses a laptop, external hard drive and USB. All of which are considered to have longevity and such risks would not be currently relevant. Should the backup strategy have included the use of an online cloud storage system or backup software then consideration of this kind would have been relevant.
6. Human error
Steadfast.net [13] considers that “Human error is the leading cause of business data loss”. Human error includes instances of deletion of certain files/folders/systems etc. These occurrences cannot be predicted or avoided. The backup strategy includes regular backups of data onto separate devices therefore restoration of the required data would be uncomplicated. However consideration must be given to the time of the data loss since the last backup; the most up to date version may not have been backed up.
Through consideration of the above examples of potential data loss occurrences, it appears that although data loss may still occur and there could be risks associated with the backup methods chosen, the effectiveness of the backup strategy is considered suitable and reliable. 
5. [bookmark: _Toc14673676]Time Management & Self-Organisation

Jackson [14] claims that “realistic time management and organization plans can improve productivity and the quality of life”. 

The current methods used by the author for time management and self-organisation include the following:
	Method
	Benefits
	Limitations

	Work To do list (hand written)
	-Able to see clearly what is required to be completed.
-Assists in prioritising
-Gives me the sense of productivity and motivation
-Sense of achievement and progress when able to highlight things from the list as completed.
	-Reliant on remembering to take out of the office if working remotely
-Not as easy to modify as hand written
-Can cause unease if the list gets extended

	Personal To do list (electronically held on mobile phone)
	-Able to see clearly what is required
-Elevates the worry and requirement to remember 
-Sense of achievement when able to indicate an action has been completed
	-Reliant on having access to mobile phone

	Use of Outlook Calendar (work)
	-Able to see clearly schedule and upcoming  events
-Able to create a to do list
-Alerts and reminders set to automatically remind of important events or tasks
-Able to set reoccurrences
-Able to invite others and send calendar invitations for meetings/events 
-Able to share access with colleagues
-Use of scheduling assistant to arrange meetings with others
	-Only able to access through work laptop/computer
-Can become to look overwhelming


	Use of Google calendar (personal)
	-Able to see clearly upcoming events and appointments
-Quick and simple to set up
-Able to access on more than one device
-Able to share calendar with others
-Re-occurrences and blocking completed for regular events
-Alerts and reminders can be set
	-Reliant on having access to mobile phone/internet device


	Structured e-Portfolio

	-Structured file and folder systems ensures all documents are easily accessible 
-Used for professional, educational and personal reasons
-Elevates worry of misplacing documents

The image below demonstrates the e-portfolio structure currently used. The author’s e-portfolio contains separate folders for personal documents, UWTSD (University) documents and ILM documentation (Other qualification).This structure makes ease of locating required documents.

	-Compatibility of documents must be considered
-Hard copies of some documents may still be required

	[image: ][image: ] 

	CV (Appendix D)
	-Ensure all relevant information is updated
-Provides one document to refer too for previous experience and qualifications
-Demonstrates progression and provides motivation
-Able to identify areas required for progression
	-Difficult to keep brief when an individual has a vast employment/educational history
-When using to apply for employment needs to be tailored and adapted




Reflecting on the current steps taken to manage time and organisation consideration must be given to any improvements that could be made. 
The author’s employer, Dyfed Powys Police, have a structured formal Development and Assessment Profile (DAP) for continued professional and personal development. Within the DAP system there are specific areas where an individual is able to complete reflective journals and save evidence in an ‘evidence basket’. The use of these sections would organise the documents required to support the DAP, consequently reduce time when mandatory to complete the review periods. Consideration should be given to use these functions to their potential and also encourage staff members to utilise.

Delegation is an area identified as a required area for improvement by the author. This should be considered when making use of the to-do list and calendar, delegating appropriate tasks and meetings where possible.  In order to achieve the author’s goals, detailed within their 5 year plan, delegation is crucial. “Delegation is vital to succeeding as a manager. Unless you learn to delegate effectively, you will never achieve a good work-life balance” [15]


6. [bookmark: _Toc14673677]Conclusion

In summary, evaluation of the subjects covered in the module has aided in the understanding of various academic and professional skills and how these are transferrable.
The considerations required when creating and presenting a topic to an audience are important to recollect and be mindful of, the author recognises the importance of putting into practice the recommendations made from the reflection exercise for any future presentations.
In order to strive to be successful in higher education and in employment reflection must be made to the different skills required and desired.
Self-evaluation has proven to be a useful tool in confirming the author’s own judgments on their strengths and weaknesses whilst also highlighted the importance of assessment and requesting feedback and engagement from peers to identify areas for development.
Considering the various possible threats to data, scrutiny of the data backup strategy has confirmed its suitability whilst also re-emphasising the importance of data backup.
Effective use of action planning is imperative to formulate the best course of action for development and maintaining motivation and focus on reaching aspirations. In order for the author to succeed in reaching their goals and ambitions, detailed in their development plan, it is evident that effective time management and self-organisation is paramount and an area to continuously evaluate and develop. 
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[bookmark: _Ref12520744][bookmark: _Toc14673680]Appendix A – Power Point Slides

[image: ]

[image: ]



[image: ]


[image: ]
2



[bookmark: _Ref12452168][bookmark: _Ref12520623][bookmark: _Toc14673681]Appendix B – Personal Development Plan
	Personal development plan





	What do I want/need to learn and why?
	What will I do to achieve this?
	What resources or support will I need?
	What will my success criteria be? how have I implemented my learning and what impact has this had (at work/outside of work)?
	Target dates for review and completion
	Short / Medium / Long

Completed

	Complete first assignments/reports  for Degree
	Ensure time is set aside to complete required work to required standard.
	Support from employer and family to ensure completion in a timely manner.
	Completion and submission in a timely manner.
	Complete by w/c 22/07/19
	
Short

	

Effective and appropriate leadership Skills – To ensure that I am a confident leader and motivate my team to achieve their potential and also department and organisation goals and objectives.


	Fulfil and commit to the ILM qualification – putting what I learn into practice


	Support from tutor and line management
	Completion of the ILM qualification; Increase in my leadership confidence and engagement from colleagues.
	Review monthly with tutor – aim to complete Summer 2019
	
Medium

	
Gain conflict management skills  - In order to be able to challenge more confidently 

	Complete the ILM unit and complete thorough research

Discuss examples and strategies with colleagues and other managers sharing best practice

	Support from ILM tutor.

Other managers
	Increase in knowledge and confidence should the need arise. Confidence to challenge.

Good working relationships built with other managers for consolidation 

	Review 01/01/2019

Review 1 (01/2019)
Research completed on conflict management and theories learnt from modules applied. Review next 07/2019
	
Medium











	
Become effective in my role as an analyst – To feel confident that I am able to achieve what is required to a high standard


	Understand fully the expectations; from partners, management and colleagues

Research suitable courses to improve knowledge and skills

Consider approaching a mentor
	Senior management and support from experienced analysts
	Feel confident that I am fulfilling the role and confident in completing tasks presented to me
	Review 01/01/2019

Review 1 (01/2019)
Meeting held with principal analyst to discuss courses. Review 05/2019.

Review 2 (04/2019)
Been accepted onto a degree apprenticeship on Data Science

	Long

	To be in a position to move to a bigger home
	Ensure to be vigilant with money.

	Partner – Ensure he is as vigilant and has the same goal.
	In a position to be able to start looking for suitable houses.
	Review annually 
	Long

	
To become more liberated and free thinking – To assist in becoming less frustrated with others 



	Research suitable courses.

	Internal course i.e. Springboard
	Feel more confident and colleagues feedback 
	Review 01/07/2018

Review 1 (01/2019)
Springboard course completed – feel met its objective and will use techniques learnt to complete this action.
	Short - Completed

	
To learn to let go – to stop ruminating and being apprehensive



	Research counselling services – both in force and external
	Possible counselling to discuss life events and methods to manage 
	My personal relationships will become healthier and improved which will transfer into my working behaviours
	Review 01/09/2018

Review 1 (10/2018)
Referred myself for private counselling and completed 6 sessions – felt of benefit and techniques given to use.

	Short - Completed

	
Improve own fitness – To gain body confidence and increase self esteem

	
Look into and start an exercise class.

	
Support for childcare
	Improved fitness, which will reflect in my wellbeing and disposition.
	Review 01/07/2018

Review 1 (10/2019)
Signed up to a weekly fitness course and attending. Feel it is increasing my wellbeing and will consider increasing frequency of classes / additional class
	Short - Completed
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Currently live in Kidwelly

Mother to Amelia (6) and Step-Mother to
Joshua (10), Harrison (é)....and Ernie (<1)
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7— PERSONALITY

« Consider myself to be Introverted
» Conscientious
« like detail , structure and a clear plan

« Dislike confrontation, competition, conflict
and chaos
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5 YEAR PLAN

« Successfully complete
qualifications (ILM Level 5 &
Degree)

« Become confident in my role
as an analyst and manager

* Move to a bigger house

* Be happy ©
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1. Introduction

This brief report gives 3 general overview of viruses, Ransomware and in particular the Crypto

Wall; providing details on how these infect systems and the consequences.

2. Viruses

2.1 General Overview

Cisco [1] describes a computer virus a5 3 “type of malware that propagates by inserting a copy.
of itself into and becoming part of another program. It spreads form one computer to another,

leaving infections as it travels.”




image14.png
22 Howa Virus nfects 3 stam and the consquences

o 1] et th many ey e o fect s, Mol e
“Thesas oy, Rowever, e st by e oo st s ki e
Theconseguences o malwre vy Thse i browser popus, ek sdfoross o
i snd ey i e s ntwcr, M s 450 v 05
et dage e e of st (1],

3. Ransomware.
3.1 Geners overiew

3.2 How ransomuare nfcts 3 sstem and the consequences

There e nmber o way s o et s, 2] lrebyes orsiers

e oo beow 3 W s s g, o the Ot e
o e s et o st





image15.png
4. Cryptowall
41 Genersi verien.

A ol typeof o, Wher 3 gerl Ry wl ey e -
et pment, o 0 Cpall il eyt e conee 1 commard 1.
ercypion ke e for e xterions 0 eyt (4] The o e
strts he s e thot s wlersble s Cptowsl i 1

L TP —————

42 How Gryprowallnfects  system and th consequences

There e s ays i which Cptoll fcs. i s Merpari 7] xres s
iy kg o e A S T, prooed et 1

without having 0 payth requested ansom Bleepingeompuer 8] tsesth "oy methads




image16.png
a3 spstomie

errsad o th B, st e 0 e, oo Yt 2,

It b cosier o s il 0 e o el et b Crpto Wl
[ ——

[ —————-]

TO PREVENT POTENTI
RANSOMWARE ATTACKS

syt 6.5.52

o opnig et o i s ot i e o et )

5. Conclusion

el st stk thes Ao ol s of i s f ot s o

rplemented 15 st g e e otk e





image17.png
6. References

Wi the frece s, Wors, Trar, s 5t 14 e 2018 (O],
valal: e oo ey et e
freces Wi, ecesd 12 e 2015

ot oo O], A
g by s, fcesed 12 e 2019

W i, e state oo smong S5 27l 2017, O], A
el eyt com 0120107 et o s smong st
s 2 ure 2019]

Ve o st Ao 22 e 2018 (O], s
e st o s MO ot RODLCT_OCUMENTA
TION 25000 P0250/en. ULt Tt Ay e Gyl o
peessed 12une 2019]

1 Petr, T S of Cyptowst i 2018 Oninel, Avie
g o comkgrpeowl. fccesed 12 kne 2019]

e Thest e, “Anssiof Th Cptowol Ve 3 et

L. Lrs i, s Crptol (O], s
s smates comf ety <o uenesp 016 61923 28249 [ccsses
T2 019

“Raarmes forson Gudeand FA0 Oninl, Avibe:
e besoigesmpte o s rem el o
s m———Y




image18.png
Elizabeth Lowrie frionibing
pond

Proctor sa17 4y
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= elrhughesGaolcom

¥m a highly motivated, confident individual with exceptional multi-tasking, communication and
fm able to exhibit confidentialiy, discretion, tact, diplomacy and professionalism

generate innovative ideas and solutions to problems.

1'would like to secure employment where I can build upon my existing skills and competencies and to

develop a career with progression opportunities, whilst being able to achieve high levels of job.

satisfaction.

EupLovmex HisTory.

Dyfed Powys P

Analyst

« Collate, collect and analyse 2 range of mult-agency qualitative and quantitative data

 Compilk reports on work undertaken and present findings in writen, statistical and graphical; format and
present resuits to 2 wide range of audiences.

+ Contribute to the strategic assessments of regional crime and reoffending profiles in order to inform
commissioning decisions, resource llocation and development o offender management programmes.

November 2017 - Present

Dyfed Powys P February 2016 - November 2017

MARAC Coordinator

' Liaise with and co-ordinate with allkey local agencies 1o ensure the terms of reference of the MARAC
including establishment of an agreed referral threshold to ensure that the volume of cases referred to
MARAC meet the necessary criteia

« Prepare the MARAC agenda to ensure tat cases are feviewed in the most time effective manner and that any
specialst atendees are present. Follow up on completed and incomplete actions with responsible agency.

« Ensure that th relevant data i collected to ensure that the oUTpUS and outcomes from MARAC can be
recorded and accountability to victims and partner agencies is underpinned

 Work closely with permanen partner agencies to ensure that al relevant members of saff are familiar with
the MARAC process and their role and responsibiliies within it and receive appropriate training as necessary.

 Develop and maintain the necessary documentation to ensure the smooth running of the MARAC including
the information sharing protocol, the referralforms, research forms and minutes

November 2014 - February 2016

. Arrange Multi Agency Public Protection Arrangement meetings (MAPPA) and coordinate the attendance of
partner agencies.

 Record and circulate content of MAPPA meetings within agreed timescales

« Responsible for collating the statistical and analyticaldata from the key performance indicators and relevant
case and management audits

+ Evaluated and nterrogated information and intelligence systems in order to collate, prepare and present
Supporting evidence to erable effective decision making,

 Local point of contact for the violent offenders on the Violent and Sexual Offender register (VISOR) Ensuring
al records are kept accurate and up to date, adhering to 2l policies and procedures

Working Links
Personal Consultant March 2010 - November 2014

 Managed a caseload of customers ensuring appropriate and effective contractual activity was undertaken by,
al customers according to their level ofjob readiness.
« Address customer's personal constraints to employment providing advice and guidance where appropriate.
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« identity structure and recommend vacancies and training solutions working closely with other consultants
and tutors to meet specific needs of customers and employers.

« Develop relationships and networks with key stakenolders including employers, department of work and
pensions and funding providers to ensure smooth operation of all processes.

« Promote the Service Offer to employers and internal operational functions through relationship management,
sales, networking, marketing and communication activiy.

« Maintain paperwork and customer records (o required quality, ensuring to be compliant atal times.
Responsible for compliance of two offices, analysing reports, dentifying trends and reporting non-
complance.

Department Of Work and Pensions February 2009 - March 2010
Front line staff / Benefit Processor

Santander November 2006- January 2009
Personal Banking Advisor

QuaurickTions / Taamms

1LM - Level 5 - Leadership & Management 2019
Continuous Improvement Practitioner (ICIPS Recognised) 2018
QCF - OCR Level 4 Diploma in Advice and Guidance 2012
Coleg Sir Gar - Lianelli Campus 2010

ECOL (Passed)
ECDL EXTRA (Passed)

Maes Yr Yrfa Comprehensive School 1999 - 2006
oosEs Alever's

+ English Language ®) * Health and Social Studies (5)

« English Literature ) * Business Studies (©)

« Welsh Language ®) * English Literature (€)

« Welsh Leraure 5
+ Metnematics ()

+ Science Double Award ®5)
« Spanish ©

+ Pysica Educstion ©)

« Religious Sudies (O]

+ Office Skis G

Other Training
During my employment history | have undertaken and participated n reqular training including Data Protection
Act, Conflct management, Fist Aid, Fire Marshall, Disabilty Discrimination Act, FSA complaints Handiing,
Diversity and Equality, Dealing with Vulnerable adults, Dealing with diffcult Customers and Basic Health and
Safey.

Omhen IncommaTion

* I possess a full lean UK ariving licence 2nd own transport

+ Fluentin Welsh

+ Outsde of a professional environmens, | enjoy socialsing with friends and family and keeping active, always
like to plan ahead and target for new things
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