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Success in a workplace is a highly important principle for every individual. The importance come in different ways like how it is important that the people who work in that workplace have chosen that job because it is a subject to what they enjoy and really like. The reason why choosing a work field that suits the person and allows that individual to express their passion for the role is to enhance the quality of work that will be given, and it will also bring a positive environment to those working within the job and for those outside that work. The positivity that is given enhances the job satisfaction which is important to have for people to see how successful that workplace really is. By not having that positive drive, and the passion to be working in that workplace, it causes negative impact to individual’s wellbeing, likewise, it also has a significant impact on the company as well (Havard Division of Continuing education, 2025). This report will show a few different skills and abilities that would be successful in a workplace. 
There are many important aspects to a successful workplace, and since a workplace as a high demand for outstanding flexibility, up to standards in communication, passionate independence, and the most important demand of all is teamwork. 
[bookmark: _Toc197082068]Teamwork
[bookmark: _Int_UmihBFI0][bookmark: _Int_Zp6bzFUW]The function of teamwork is where a group of people, 2 or more individuals work together to reach and achieve the task goal and to present a standard quality of work showing that the piece of work given was done as a team. Teamwork is a building process that involves bringing the employee’s together and to allow them to use their abilities , and it is a perfect way to bring people together since in a workplace, there is always room for improvement, so by working as a team people are learning from each other since everyone has different strengths and weaknesses and what makes a good team is to have individuals who apply their strengths and weaknesses but also willing to learn and adapt with those who they are working with. The importance of teamwork promotes a platform of positive work environment, and it is important because the team are able to achieve their task goal by learning from each other and overcome obstacles and hardships in the near future. A lot of businesses and companies require teamwork, this is a standard skill to have, and it is also very easy to achieve as teamwork would have been introduced to everyone at a younger age, for example, schoolwork and projects would have taught a lot of teamwork building (Herrity, 2025). 
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According to Be Offices (2024), independent working is an important factor in personal development in which, can be very useful to progress success in a workplace. By working alone in some cases, it helps increase the self-esteem and believing in yourself to be able to handle challenges that get thrown into the mix. This builds up confidence for the individual and for the company one works with as they know that the work is easily handled as an independent task. Working independently is known to improve self-discipline, examples of using self-discipline would be completing tasks in your own set deadlines which should always be before the official deadline given by the company one works at. Being able to independently work is a skill that makes you an invaluable asset to the workplace and others around you. 
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Communication in a workplace normally refers to the various ways people communicate with each other in the workplace environment. Communication would happen between team members, between cross-functional teams, a conversation between an employee and manager, and even conversations between employees and company leaders.  There are 4 types of communication that happens in a workplace. The four are verbal communications where you can convey information and give feedback verbally. This type of communication is used in meetings and presentations and even general conversations. Nonverbal communication is used in a way to make obvious cues, like eye contact, tone in voice and even body language. Written communication is an important communication ability to have to make a successful workplace since it is used to write emails, make company memos and writing up reports. The 4th communication type is visual communication which conveys information through graphs, charts and any other visual asset in a workplace (Staff, 2025). 
Communication on a workplace improves the productivity since being able to communicate well and effectively can help increase productivity which is important to make a workplace successful especially if it is a small business (zambas, 2023)
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The meaning of flexibility in a workplace is the quick adaptability to new situations, circumstances and last-minute changes. If an employee is flexible, it means that that individual can change their plans and to navigate or even overcome given obstacles. With good flexibility in a workplace, the employer can encourage these people into this way of thinking and give them the freedom to choose the way they work, and these include work schedules and even work locations if the job is remote or requires allocation sometimes. The reason flexibility is important is because it makes the workplace a fast-moving and a dynamic workplace because of the ability to respond and act to unpredictable situations (Hogarty, 2021). 
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Personal profile
As a highly self-motivated and determined individual with a lot of ambition to achieve set goals, I work hard and put 100% effort into the work I do. I make sure to include and show my knowledge and creativity in my work. Throughout my entire education, I have been skilled in meeting deadlines and adapting to changing within situations with ease, this shows that I am an individual with excellent flexibility and able to be adaptive with no issues. As someone who enjoys holding a conversation with people, I have improved my communication skills every year and able to communicate with anyone without any problems and an advantage I hold is that I am able to communicate fully in English and Welsh in a friendly manner. Independence work and teamwork has equal parts in my daily life and is used all day every day.  
Key Skills
· Creativity
· Excellent knowledge in IT
· Independence
· Teamwork
· Remarkable communication
· Excellent Flexibility
· Customer Service
· Time management
· Administrative work
· Paperwork and organisation
· Money Safety
Education and Qualifications
Went to Ysgol Gymraeg Ystalyfera from 2016-2023, this includes the two years of Sixth Form to pursue my A- levels. I have completed and have achieved passes in 12 GCSEs grades from A to D being the lowest pass I have achieved. 
I have achieved passes in four A-levels, these were achieved in Welsh Baccalaureate, this course is where I have improved my balance between teamwork and independent work. I achieved a pass in English Language where I have enhanced my use of language and able to communicate with professionalism and excellent manner, I have achieved a pass in Applied Science where I have progressed in teamwork and expanded my knowledge within the world of science and also learned to be more flexible to balance out my work progress as well as my personal life, and finally, I achieved my highest grade in Uniformed protective services, which is also known as public services and this course enhanced my knowledge within the public and society, emergency services, military and many more services that gives their effort to the public, and this course is what gave me the passion to start my journey path to work in the law industry. 
I am currently studying the course ‘Law and Legal Practice’ at the University of Wales Trinity Saint David in Swansea, and I hope to achieve my degree and continue with my career path journey. 
Employment History
· 16/03/2024 – 02/04/2024: Worked as a hostess in the Arch nightclub and bar in Neath which I have learnt to endure and strengthen my mentality as it was my first employment and a completely new environment. Throughout this role, I have progressed my communication skills.
· 19/03/2024 – 05/02/2025: was working as a Retail Assistant in the Range Neath where I have developed customer service skills with high standards of communication and passion to work in a public environment
· 05/02/2025 – Current: I was promoted as an Operation Assistant in the Range Neath which was a different environment than a retail assistant. I have improved my time management and organisation skills as this role requires high maintenance as part of this role is emailing the head office of the company if there are issues within the workplace. This role taught me the standards and importance of patience and teamwork within the workplace. As part of that role, I am also responsible for cash office role where I have responsibility with the safe and banking that takes place in that store. 
Additional Information
 As part of my Welsh Baccalaureate studies, I completed a period of voluntary work, creating a short film with a group of younger children. I used my background in art and my creative skills to work on this project. I have a lot of passion for art and creativity, so this opportunity was a life changing opportunity since I have had fun whilst working which shows the importance of a successful workplace as I did enjoy working and because of this, the outcome of my work quality was one of the best. On completion of this project, I achieved recognition for my leadership and project management. Having completed my education through a Welsh Medium School, I am both fluent in Welsh and English. I am also currently learning other languages in my own time like Korean, Japanese and Spanish and will continue to learn a variety of languages as I am keen to travel and to be able to communicate with anyone without the fear of a language barrier. 
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Chloe-Louise Griffiths
Neath UK
07874911266
itsashro@gmail.com 
(19) Chloe Griffiths | LinkedIn 
May 1st, 2025
David W Harris & Co Solicitors – Swansea
Ground Floor, Clipper House, Quay West,
Quay Parade, Swansea, SA1 1SR
01792 455400 / 01792 910182 

Dear Sir/ Madam,
I am writing to you as I am very intrigued with your firm, and I would love to apply as a trainee solicitor role. I have discovered this firm through indeed job applications and from people that I know personally who have received legal help in the past. Although I am not currently working in a firm or any legal experience, I would be more than happy to just voluntarily work at your firm to gain the legal work experience. 
I am a highly dedicated individual, as seen in my CV and I am passionately interested in the topic of law specifically in criminal law as I would like to reach my career goal so far as to be a criminal defence solicitor and to do that, I am willing to start from any role and work my way up. 
I am currently pursuing my Bachelor of Law degree in Law and Legal Practice at University of Wales Trinity Saint David, and I would be working on pursuing a master’s degree in law after graduating.
I am hoping to be considered, if not for the role I applied for, anything with the legal field I am happy with. I can work in reception, in an office, and even on demanding roles as my previous work experience in different environments have helped me build a tolerance to be able to work in different roles.
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