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Curriculum Vitae


Personal Details
Name:                      Helen Suzanne George	     Home Telephone Number:   01639 644682       Home Address:       6 Derwen Deg,                   Mobile phone number:          07763090649 
                                  Bryncoch,                          Email:              helensg78@googlemail.com 
                                  Neath 
[bookmark: _Hlk30619402]                                  SA10 7FP 		              	
		            	
I hold a full valid UK driving license.

Personal profile
I am currently studying a BA honors degree in Early Years Education and Care, whilst working fulltime as a Childcare Manager at a Flying Start setting within Swansea. I also work one evening a week at my local Tesco Express Store. I have a passion for early childhood education and started my childcare career in 2007. I consider myself to be a very hardworking, trustworthy person, with the ability to adapt and transfer the skills I have gained/learnt into different situations. I am enthusiastic, reliable and committed, with a warm and caring nature. I am a good problem solver, which enables me to adapt to varying situations. I am literate and numerate which has allowed me to interact with others successfully. I am also computer literate which has allowed me to source information from the internet for research and analytic purposes. All my previous work placements and experiences have involved working / participating in a team-based environment, which has enabled me to develop good interaction with colleagues. This has ensured structured planning, good organization, co-ordination and a positive commitment within the environment. I always ensure that the childcare offered within my setting is of a high standard, in order to enhance each child’s individual needs and all-round development. I can work using my own initiative and am able to meet tight deadlines by prioritizing and having excellent time management skills. I always receive positive feedback, demonstrating that I am punctual in attendance, polite, and conscientious. I have an ambitious approach to life, and always strive to better myself through education, or training. I would be willing, and able to attend any training course that would benefit both me as an individual, and the organization.	Comment by helen george: This skill shows teamwork. Teamwork enables success within the workplace as according to Taylor and Humphrey (2002, p.137) ‘finding and keeping a good team’ is amongst chief executives’ most highly rated ingredients of success. Cottrell (2015) noted that to create a good team people need to work as one, work to strengths of each person, include everyone within the team and to respect each member. I have gained valuable teamwork skills through all of my work experiences and long-term commitment to each workplace. 

Employment History
June 2014 – Present   
Position: Flying Start Deputy Childcare Manager
Employer:  Pentrechwyth Flying Start, City and County of Swansea
Duties: Supporting the childcare manager in the operational running of the setting, providing direct provision of high-quality childcare to enhance the development of all children who attend. Working and taking a lead role as part of the team as well as deputizing in managers absence. Organizing and conducting weekly and termly planning sessions for individual and groups of children ensuring that all learning areas are covered whilst considering the preferences and needs of the children. Supporting key workers in tasks as necessary and additional administrative tasks, as well as taking lead in team meetings. Working in partnership with multiagency to ensure children’s needs are being met, also providing them with a stress-free transition into the childcare setting then onto nursery school. Identify and carry out risk assessments, taking reasonable care for the health and safety of myself and other colleagues. 	Comment by helen george: This skill shows teamwork - Gosling (2003) suggests that teams need access to feedback as it is important for them to decide whether what they are doing is working or not. This skill is shown here as team meetings help me and my colleagues to reflect and find out what we are doing well and not so well and whether a change is needed or not. Gosling (2003) quotes that ‘a characteristic of high-performing teams is that they give and receive feedback – engaging with each other and with the world beyond’. The Johari’s window model is a disclosure / feedback model of self-awareness, where managers can play an important role in providing feedback. This promotes a culture and expectation for open, honest, positive, helpful, constructive, sensitive communications and the sharing of knowledge throughout the organisation. This open area within the model creates top performing groups as working in this area with others make the person and the group more effective and productive (Luft and Ingham, 1961, 6-7). 


August 2010 – June 2014      
Position: Flying Start Childcare Worker        
Employer: Townhill Flying Start, City and County of Swansea 
[bookmark: _Hlk30626763]Duties: Working as part of a strong team, providing a balance of high-quality childcare and educational experiences for children from disadvantaged backgrounds in target areas. Providing stimulating learning opportunities as well as working creatively with children to meet their individual needs. Being key worker to a small group of children - observing and keeping up to date development trackers, keeping transition documents up to date and attending transition meetings, physically looking after children and providing for their social and emotional needs. Working in partnership with children and their families, contributing to planning and staff meetings. 	Comment by helen george: This skill shows teamwork. Bev Attfield (2016) described teamwork as being important within the workplace as a healthy team provides benefits all round, for the individual, the organization, and society. She reported that individuals feel self-worth, happiness and contentment when appreciated as a team member and this provides stimulation, a sense of achievement and intellectual learning. She also noted that from the high productivity that the team delivers the organization benefits greatly with interaction from such healthy teams to help work get done efficiently and stimulate innovation. Bev also described the society gains suggesting that having healthy, happy people contribute their time and energy to community events and volunteerism.  

September 2009 – November 2011                                                                  
Position: Preschool Manager      
Employer: Self employed
Duties: Responsible for operational management and organization of the preschool childcare 
setting, completing CIW registration, meeting national minimum standards and a member 
of Wales PPA. Recruitment of staff and administration tasks. Implementing and maintaining  
childcare policies and procedures, monitoring of grant money spends, ensuring all health and 
safety and equal opportunities are complied with. 


[bookmark: _Hlk30627632][bookmark: _Hlk30627529][bookmark: _Hlk30627695]November 2008 – Present                                 September 2007 – September 2009              Position: Retail Assistant                                  Position: Preschool supervisor            
[bookmark: _Hlk30627413]Employer: Tesco                                               Employer: Clych Meithrin 	 


August 2006 – December 2008                        August 1995 – August 2006                                                            
Position: Retail Assistant                                 Position: Retail Assistant 
Employer: Timpson Services                           Employer: Morrisons / Safeway plc 


Education and Qualifications

November 2016 - City & Guilds Level 5 Diploma in Leadership for Children’s Care, Learning and Development (Management) 

May 2009 – CACHE Level 3 NVQ in Children’s Care, Learning and Development

Cwmtawe Comprehensive School 1996 
A level Qualifications: 
Geography, Sociology 

Cwmtawe Comprehensive School 1994 
GCSE Qualifications: 
English Literature, English Language, Mathematics, Science, Geography, Religious Studies, History, Welsh, Home Economics. 






Other Achievements, Skills & Experience 

Through my studies I have gained a vast amount of knowledge/experience in researching skills, child development, child protection, safeguarding and equal opportunities and I am able to link practice into theory and theory into practice. I have also been able to work as part of a strong team academically, contributing my strengths to team tasks and assignments. I have developed excellent organisational skills, which has improved my ability to work under pressure, allowing me to manage my workload effectively and timely. I have increased in confidence and can communicate effectively in a professional manner, both written and verbally. I have a caring, non-judgemental attitude and believe that all children and adults should be treated equally and with respect.  	Comment by helen george: This skill shows teamwork where I have worked and contributed within a small team for tasks and assignments to complete my BA honours degree course. As suggested by Gosling (2003) being part of a team that encourages you and others to achieve can have a positive impact. You feel relaxed, excited and comfortable within this team environment which helps you to have the team you want and be the team player you want to be. Binding the team together with shared views and values of what is important, with each team member having knowledge of how your team works and the many different roles each person plays enables you to stay together and perform well. During my time on the degree course this is what has worked well for me within the team I work with, as we all share the same vision of striving to succeed. 

I have attended many training courses during my time working within Flying start including corporate and mandatory training such as First Aid, Food Hygiene, Elklan Speech and Language, Safeguarding, Record keeping, Restorative Practice and Coaching and Mentoring. 



References:  Available on request 







	Personal Statement 
I am currently employed as an enthusiastic Deputy Childcare Manager, working fulltime at Ladybirds Pentrechwyth Flying Start. I have been in this position for just over five years, during which time I gained valuable experience as the Manager whilst covering maternity leave. Prior to this role I gained vast experience as a Flying Start childcare support worker, providing a high-quality childcare provision for all children in some of Swansea’s most disadvantaged areas. I also work one evening a week at my local Tesco express store.
My educational qualifications consist of A Levels, GCSEs, NVQ Level 3 in Children’s Care, Learning and Development, and Level 5 Diploma in Leadership for Children’s Care, Learning and Development (Management). During my employment within the City and County of Swansea I have also completed relevant mandatory, corporate and essential childcare courses and hold a current first aid and food hygiene certificate. I have a full valid UK driving licence and own my own car, which is insured for business use to enable me to complete home visits and attend meetings, training, conferences etc. as appropriate.	Comment by helen george: This skill shows communication, as within my job role and studies I can communicate effectively, which I do daily. The communication skills I have are verbal, non-verbal, written and visual which have developed over time through my work experiences and through this course and module. Robinson, Segal and Smith (2019) recognise the importance of effective communication. They suggest that communication is not only important in the workplace but also in our personal lives. The improvement in the learning of communication skills can deeper your connections to others building trust, respect and improving your overall social and emotional health. 
At present, I have just completed the first year of study for a BA Honours degree in Early Years Education and Care (practitioner status). This course has given me a wider knowledge of how young children develop and learn, focusing and exploring all aspects of children's health, wellbeing, play, early literacy and numeracy, safeguarding, sustainability, international practice and additional learning needs, as well as knowledge of specific policies relating to the UNCRC and the active participation of children. It has enabled me to link practice to theory and given me the confidence to develop and enhance my continuous professional development. 

I have extensive, valuable management experience, not only from my current role as deputy manager and previous role as acting manager but also from establishing and running my own sessional care preschool business. During my time in this role, I was responsible for the recruitment of staff to meet the adult/child ratio and the efficient management and monitoring of all grant money and budget activities, including income and expenditure. I was involved in instigating and completing registration with CIW and took a lead role in the development and implementation of Quality Assurance Standards. Both this role and my role as acting manager gave me overall responsibility for the operational management and organisation of the childcare settings.
My role as deputy manager involves supporting the childcare manager (and deputising in her absence) in the operational running of the setting, the direct provision of a high quality childcare service, and contributing to part of a strong effective and efficient team, taking a lead role to provide a welcoming, safe and secure environment for all children and their families to flourish. I support the childcare team with their paperwork to complete Foundation Phase Profiles and observations to plan and provide for individual and groups of children, ensuring that all learning areas are covered. Weekly and long-term planning must be completed whilst considering the preferences and needs of each child, promoting inclusion and ensuring that every child has access to these activities regardless of their background, need or ability. I lead by example in personal and professional development by assisting, supporting and guiding colleagues with daily check-ins, team meetings and annual appraisals. I have experience conducting supervisions and delivery of staff training. I can participate in individual and group supervisions and make use of these to voice my concerns and opinions and promote equal opportunities, as well as look after colleague's health and wellbeing. I have supported many students both past and present, playing an active role in coaching and mentoring, for which I have received training. 
Our recent Care Inspectorate Wales (CIW) full inspection report found ratings of ‘excellent’ quality practice in all four core themes, in respect of Wellbeing; Care and Development; Environment; and Leadership and Management.
Daily administration tasks consist of organising information, accurate report writing and implementing and maintaining childcare and corporate policies and procedures. Completing accurate childcare records and ensuring that all are kept up to date with appropriate and relevant information is key to enable me to recognise any discrepancies' or emerging patterns. I can deliver work on time and use my own initiative. I am IT literate with knowledge of Microsoft Office software applications, using such packages daily within my role and also when preparing and delivering coursework and assignments.

I have in-depth knowledge and experience of child development, protection and Children's rights, having an excellent understanding of issues affecting children and families. I was also fortunate to be involved in a unique opportunity in the piloting of a six-day course 'Leading the learning in Early Years Settings to support Rights-Respecting Practices'. This course developed my knowledge and understanding of the UNCRC and its practical application giving me the opportunity to evaluate my own practice in relation to models of childhood and implement enhanced provision. 

I interact with parents/ carers daily and can do so in a professional manner, building trusting and engaging relationships from the initial home visit, where I am able to introduce myself and inform them of the Flying Start services, particularly childcare. I always make myself available to them for general discussions or more complex conversations, listening to their views and agreeing to the best possible outcomes for their child. I also have an excellent rapport with the children in my care, encouraging them at all times to have positive values, attitudes and good behaviour in a fun, warm and friendly environment where they are listened to and equally respected.

I work closely with the onsite health visitor and nursery nurse, discussing children in our care who may present with an additional learning need, ensuring the appropriate action is sought and implemented. I have organised and delivered 'Language and Play' programmes to educate parents, as well as additional learning need meetings, transition meetings and ‘meet and greets’ to support, assist and encourage all families to utilise these services.

Safeguarding is paramount and I can work within the framework of the Children Act 1989 and 2004 in Safeguarding (promoting the welfare of children) and the all Wales Child Protection Procedures 2008. I can follow safeguarding guidelines and have experience of many child protection issues, accessing My Concern and liaising closely with the Headteacher. I have a working knowledge of the Swansea Councils Equal Opportunities Policy and Procedures. The recent Data Protection Act 2018 is of upmost importance to comply with, to protect all individuals including staff and service users. 

I have attended and participated in Child Protection Case Conferences and Core Group meetings, generating reports for such meetings and utilising information to make decisions. Multi-agency work includes co-ordinating and liaising with stakeholders, including the Flying Start Health Visitors, Nursery Nurses, Speech and Language Team, Educational Psychologists, Parenting Team, school staff and Social Workers, developing positive relationships.

I am also able to work under pressure and manage my workload effectively with enthusiasm and commitment to my role. I consider myself to have excellent organisation and communication (oral and written) skills and I can follow policies and procedures with confidence and ease. I can comply to all Health and Safety polices, which include risk assessments and recording, reporting and acting upon any incidents and accidents should they arise. I also ensure that all health and safety and equal opportunities regulations are complied with. My attendance is excellent, and I am always punctual.
	Comment by helen george: This skill shows communication as Van Duzer (1997) identified listening as a critical element between all people during communication with each other. Van Duzer reported that listening is used nearly twice as much as speaking and four to five times as much as reading and writing during the normal course of a day. Listening also plays a critical role in the acquisition of language, with practitioners having the knowledge of the listening process to create listening activities to have a balance in the communication process of listening with speaking, reading and writing. I have developed this skill from working in the early years and also in my personal life. 	Comment by helen george: Forming an excellent or good rapport shows a communication skill. Cottrell (2015) stated that being able to form a good rapport with people is the cornerstone to building relationships with them. When communicating with others as a professional practitioner you need to make a connection and take a genuine interest in them as well as listen and develop mutual trust and cooperation, as Cottrell suggests that making a small connection such as a genuine smile or a friendly greeting will enable the other person to feel at ease and express more easily when communicating.   	Comment by helen george: This skill shows communication as within the childcare profession you will always be working in partnership with other adults who play a part in the child’s life, as identified by Kay (2001). Kay noted that good working relationships with parents and other professionals mean that you will communicate about the child’s needs and any concerns which you may have about the child. Childcare workers have a responsibility to work towards achieving good relationships for establishing effective communication. 
To conclude, I am committed, reliable, enthusiastic, competent and professional and a result of my managerial experience to date, I have the necessary communication, organisation and planning skills to be a highly successful Childcare Manager to plan and take a lead role. I am confident, efficient and passionate about my work and I thrive and gain great satisfaction in contributing to improving the lives of children and their families living in deprived areas. 

	
	





	
	
	
	







Personal Development Plan

	Area for further development.
	Why?
	How?
	Who/Where?
	When?

	1. Knowledge

PCET in Post Compulsory Education and training.


	After completion of my BA honours degree I will continue to study and complete the PCET in Post Compulsory Education and training. After a long career within the Early Years sector, I would like to progress further and develop my career with older children. My knowledge, skills, values and experience will help me to obtain this teaching qualification and the high-quality training and education received from this course will enhance and develop my career further. 	Comment by helen george: This shows planning and organising skills. Cottrell (2015) explains that it is important that we plan and think ahead so that we can give ourselves the best opportunities and choices in the future. During this module I have been able to reflect and plan for my future career. 
	Apply for the part time course when the application process opens in April 2020 at the University of Wales Trinity St David. Secure valuable work experience with older children within my current primary school. 
	PGCE/PCE Training, University of Wales Trinity Saint David, 
Technium 1, 
Kings road, 
Swansea. 
SA1 8PH
01792 481000
	September 2020.
Fees: £2100


	2. Knowledge 

Training for New Aspiring Managers in the Early Years 


	This training is aimed at Swansea City Council employees within a management position in the Early Years. This will enhance my knowledge of management strategies and help me prepare my current and future organisations for predicted changes and effective operations within a multi-agency context. 

	Book a place onto the training programme via the Family Information Service asap. 	Comment by helen george: This skill shows planning and organising in my PDP as the next step is for me to enquire and book on to a manager training course. This requires planning and organising such as covering time off work to attend the course, checking of diary for other events, as well as organising situations in my personal life such as arranging childcare. Rae (2007) noted that planning is about future thinking and envisaging the future as you intend it to be. But to be able to do this you must try and implement the plans and make them happen which requires excellent planning and organisation skills. 
	Civic Centre Swansea
	Tuesday 10th March 2020.  9.00am – 4.30pm 
Fees: £20

	3. Skills

Speech and Language Therapy course.



	As I am currently employed by the City and County of Swansea working in a Flying Start setting, I provide high quality childcare, in a caring and supporting environment for children age 2-3 years. Flying start is based in disadvantaged areas where there is a high percentage of children with speech, language and communication difficulties and delays. This course will help me learn how best to support these children and develop their language and communication skills more effectively. 
	This course will enable me to provide Early Language Groups within my setting for those children whose Speech and Language is below average. I will be also be able to monitor and assess using tools such as wellcomm and Foundation Phase Profiles to identify and children who require extra support. I am going to enrol on this course through my employer.
	Facilitated by Hannah Murtagh, 
Flying Start Speech and Language Team. 
Early Intervention Service, Meeting Room A, 
Floor 3, 
Alexandra Road, 
Swansea. SA1 5ED.
	Tuesday 18th June 2019. 10.00am – 1.00pm.
Fees: £20 

	4. Skills

Information Technology – Office Software (including Word, Excel, & outlook) 


	I can manage my workload through basic IT skills, but I feel I would like to be taught professionally how to use such equipment, rather than exploring such devices myself. I feel this course would enable me to be more confidence when using technology and would enhance my personal development.  
	This course will teach me a vast range of technology skills that I am currently unaware of. This will help me with time management in the office and help build my confidence within this area of learning. I will check my diary and consider optional dates to book. 	Comment by helen george: This shows planning and organising skills as I am planning how further training can help me manage other skills within the workplace and through my studies such as time management. Reflective practitioners can review and identify areas of self-development in order to gain new knowledge and learning, which requires planning and organising from the practitioner (Kay, 2001). 
	Neath College, 
Dwr y Felin Road, 
Neath. 
SA10 7RF.

01639 648000
	3 Evening courses. Dates available throughout the year. 
Fees: Free

	5. Values

Drug and Alcohol Awareness Course.


	This course will be very beneficial, as I often encounter parents / carers who may have drug and or alcohol issues.  
This course will teach me how drug and alcohol can have an effect on the persons mind and body. It will enable me to feel more confident when working with people who misuse substance and acquire me with the tools needed to facilitate people experiencing alcohol/ substance difficulties. 
	This training course will provide information and advice of how to build an awareness of the subject of drug and alcohol and how to recognise signs and symptoms of substance misuse. I have enquired about this course and booked a place to attend the training.  
	Gower College Swansea, business training team at GCS Training. 
	Wednesday 25th March 2020 at 9.30am – 12.00pm. 
Fees: £25

	6. Values 

Welsh in the Early Years. 



	This Welsh Language course is taught over 5 weeks. It will build my confidence when speaking the Welsh language in the early year’s workplace.
It will enhance my career prospects, as I will be able to understand and speak the Welsh language which has many advantages for employment in Wales.
The United Nations Convention on the Rights of the Child (1989) states in article 30 that children have the right to use their own language. This course will enable me to confidently carry out my role as Early Years practitioner using the Welsh language daily now and within the new curriculum for Wales 2022 (Welsh Government, 2019).  	Comment by helen george: This shows planning and organising skills, thinking about what is required not only now but, in the future, when the new curriculum will be implemented in Wales. Planning and organising skills are essential to achieving your goals, they keep you focused and help reduce stress, allowing you to follow your own personal journey to your target destination (MacIntosh, 2020). 
	This course runs for 5 weeks every Monday. I will be able to have time off work to attend as this course will be beneficial to me within the workplace. I will book this course asap to ensure that I can complete this course this year.
	Learner Welsh Swansea Bay Region. 
Swansea University, 
Singleton Campus, 
Singleton Park, 
Swansea. 
SA2 8PP. 
	Starts: Mon 20th April 2020
Finish:
Mon 1st June 2020
9.15am – 15.30pm Fees: £60


 


Reflection 
As a professional practitioner it is important to reflect on practice to improve and maintain quality standards. Reflection can be used for personal, academic or work-related development. For this part of the portfolio I have used Gibbs’ reflective cycle model to reflect about how I have progressed from the start of this course until now, taking into consideration this module and how both have had an impact on my practice and future employability skills. 
I started my career in ‘Early Years’ twelve years ago where I have continued to play an important role in the development of children’s early years education and care. I enrolled onto this course to enhance my personal development as an early year’s practitioner and to gain academic knowledge and skills to help me develop further. The flexible two-year evening programme has allowed me to continue my career whilst studying. 
Going back to university and academic study after twenty years made me feel anxious at first as I was unsure about what assessments the course included and if I could manage study with working fulltime and having a family. This has proved a challenge on occasions, so I have had to prioritise, be organised and manage my time appropriately, which I feel has developed dramatically during this time. 
I felt the first assignment on study skills was difficult as this was not about working in the early years but about developing and enhancing my skills academically, which I had not had experience in before. Although at the time I felt it was difficult I think that if I had to do it again, I would be more confident after having the experience of studying academically for the last seventeen months. The experience of studying academically has made me feel ambitious and determined to succeed and I feel it has definitely benefited me within the work place, not only in improving and maintaining standards in childcare but also on a personal level, helping me to become more confident, reflective and efficient. 
The lectures and assessment set within the course have been very informative and enjoyable as I have been able to learn and gain more knowledge and skills, being able to link theory into practice, which has contributed to my continuous professional learning. I have been able to contribute in lectures on my experiences within the workplace and I am always eager to listen to other students’ experiences. I have also worked as part of a small team on group tasks and assignments which have been very successful as the people within my team have all shared the same vision as myself of striving to succeed. During these tasks and assignments as a team, we have been able to identify each other’s strengths and weaknesses and have been able to contribute personally to what has been required to enable ourselves to be successful team players. I have felt relaxed, excited and comfortable within the team I have worked with which has influenced my wellbeing during my time on the course. 
Initially, I found the research skills module a challenge. I struggled to grasp the skill of researching. I did not use the library at the university as much I should have at the beginning of my studies, relying heavily on the internet. I overcame this by making an appointment with the library assistant who was able to guide me on how to find appropriate readings and how to order and reserve books from other libraries if they were not available at the university library. The assistant also showed me how to research and reference correctly using the Harvard referencing handbook. I feel that my researching and refencing skills have improved from this and from the feedback given by lecturers from completed assignments. I always refer to the referencing book for guidance during each assignment and I feel more confident using it compared to when I first started the course. The course has helped me to develop in confidence, and due to the experience of the presentations required for assessments, my presenting skills have improved greatly. I feel more confident standing and presenting now, and I do not rely as much on notes as I did previously, this will help me for future employability in interviews.
My learning journey on this course and module has enabled me to take back what I have learned into the workplace and has increased my motivation, wanting to progress further into management. The careers advisor at the university and lecturers from other courses have visited our group during lectures to give advice on potential careers and further learning opportunities after our studies. I feel that I have not made good use of this service. I should have organised a personal meeting with the career’s advisor and the lecturer from the PCET training course as this is something that I identified as of interest to me when I completed my personal development plan. I have added this training on my Personal Development Plan to give me further career choices in the future. 
Completing my Curriculum Vitae, Personal Statement and Personal Development Plan for this module has helped me to think ahead about my future career. It has made me think about what is available to me and what next steps I need to do now in order to give myself the best choices in the future. I have identified further learning that I would like to complete, such as a PCET course, management training, IT skills course, drug and alcohol training, further speech and language training and a welsh skills course to add to my continuous development, as I feel this further training will enhance my portfolio and give me the skills I need to develop further in my current employment, as well as future employment. I will continue to reflect throughout my career to review, update and extend my skills, to enable me to become aware of areas for self-development, which this course and module has helped me to do. 
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