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[bookmark: _Toc1224781892]Success in the Workplace 
[bookmark: _Toc715228520]Communication
For an organisation and its employees to flourish and remain secure, a workplace must be successful; the success of a workplace is influenced by numerous factors. As stated by Homebase Team (2023), one paramount contribution to the manufacturing of a successful workplace, is communication. In any organisation, effective communication is a significant requirement in which its employees should possess. Regardless of written or verbal means, a skilled communicator should be capable of conveying a message with clarity and effectively. Qualities such as applying active listening, offering helpful critiques to demonstrate knowledge and asking questions are all aspects of effective communication. As well as this, nonverbal communication is also crucial. This can be demonstrated as utilising suitable body language, maintaining successful eye contact, and being conscious of delivery. In the workplace, effective communication can reduce misunderstandings, eliminate unnecessary issues, and while motivating greater productivity. Communication which is strong will assist to constructing a strong team, (Efectio Team, 2023).  
[bookmark: _Toc733025724]Problem-solving and stress management 
A successful workplace is more probable if an employee possesses many trait-based capabilities. Among these would be effective problem-solving abilities. An employee which can appropriately manage challenging or unexpected situations can be immensely supportive within a company. Navigating those obstacles can display maturity, reliability and general professional capacity. This creates a successful workplace as it encourages continuous growth and allows teams to overcome obstacles. In addition, stress management skills also enforce to creating a successful workplace as an essential component of fulfilling professional responsibilities is controlling stress levels and conduct. Additionally, producing exceptional work in a professional setting will prove easier when stress is managed to avoid strain (Coursera Staff, 2024). 


[bookmark: _Toc197335845]Psychometric testing
During a hiring process, an employer will often require a psychometric test to gain insight and eliminate potential candidates. According to National Careers Service, (2024), this form of testing is applied to help a company determine if a candidate is a compatible with their company dynamic based on personality type and to identify those most beneficial to the role. It is often completed under time supervision and includes several questions. This will happen by developing tests which will measure expertise and abilities, the intrinsic ability to perform a task; as well as passions, values and beliefs. As noted by Vanterpool (2024), psychometric testing assessing contributes to the establishment of as a successful workplace as it accurately assesses candidates’ general intellectual abilities and determines their ability to perform activities relevant to the position. It also aids in evaluating a person’s emotional intelligence and ability to interact with others which promotes teamwork. Robert Walters (2025) states that, to create a work atmosphere that is productive, effective and positive, teamwork is essential. Effective collaboration allows a team to contribute knowledge, capitalise on each other’s skills and overcome obstacles more efficiently.  
[bookmark: _Toc1125776960]Qualifications
Youth Employment (2023) suggests that, to construct a successful workplace, it is vital that the employees possess the qualities and knowledge required to fulfil their role. A qualification is an indication that an employee as utilised a variety of life skills and have the perseverance and determination to see a project through to completion. Employers are made aware that an employee has acquired both the practical knowledge and experience necessary to offer a position, especially in specialised field.  Every credential which a person has earned will speak volumes to an employer about their personality. It conveys something about their devotion, the extent to which they will go to accomplish their objectives and the level of effort they are willing to make. It is a straightforward method of quickly determining whether a candidate is correct for the job (Mynett, 2022). 
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Below, I have created a covering letter in relation to the application of a job role in the police.  
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www.linkedin.com/in/allanna-marshall-521763362
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ALLANNA
MARSHALL

ADDRESS
City and County of Swansea

EMAIL CONTACT NUMBER
allannamarshall033@gmail.com + 44 7564 027676

To Whom It May Concern,

| am expressing my desire to work in the position of police constable with this letter of application. The position is
a role that | have always been passionate and eager about possessing. | have always been enthusiastic about
affecting people's lives, which is the reason why I'm seeking to work as a police officer. | want to be an essential
component of a team that protects the public and helps those needing assistance since | believe in equality,
dignity, justice and community service. | have always wanted to assist others. | believe that | exhibit the
collaboration skills, resiliency, and integrity necessary to succeed, and | am drawn to the role's variation, service,
justice, obstacles, and responsibility.

| strive myself on being a skilled listener and communicator. | perform effectively both individually and in
collaborators, and | maintain composure under duress. | have handled challenging circumstances in previous
positions, and | constantly employ a determination to show respect for others, even when they're irritated or
furious. | strongly believe maintaining composure, acting professionally, and upholding respect are crucial when
handling challenging circumstances.

| have received praise from superiors for my ability to originate and carry out innovative solutions to problems. |
have dealt with customers who have committed crimes like stealing many times in the past and successfully
controlled the situation to keep it from escalating out of proportion. | take great satisfaction in my ability to
maintain and maintain control in a given circumstance. I'm very interested in this profession because of my
empathy, trustworthiness, insightful understanding, and public-facing demeanour.

| would be extremely proud to join a group that is dedicated to justice and public service. Thank you for
considering my application. Furthermore, | have attached my CV for your review.

Sincerely,

Allanna Marshall.

ALLANNA MARSHALL + 44 7564 027676
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CONTACT INFO

R, 447564027676 allannamarshallo33@gmail.
com

A City and County of Swansea

PROFILE

| can be described as an eager, self-driven, trustworthy, accountable, and attentive individual. | am a mature team
player that can adjust to any challenging circumstances. | am currently nineteen years old. | have a flexible and
adaptive work ethic and am able to use my own initiative when required. | am capable of functioning effectively both
in a group setting and when | take responsibility to do projects on my own. | can follow tight schedules and perform
effectively under pressure in fast-paced environments. In addition to having excellent customer communication
skills, | get easily along with my coworkers as a welcoming, helpful and supportive individual.

EXPERIENCE

JD Sports Sales Assistant
2021-2025

I 'am currently employed as a sales assistant at JD Sports. Maintaining an orderly, well-organised inventory and well selected
displays of seasonal apparel, accessories, and footwear were all part of my job responsibilities. | foresaw the needs of my clients and
delivered exceptional customer service while maintaining company standards. | made sure that the cash flow was precise and
smooth by carefully managing all transactions, including cash, credit, exchanges, and refunds. Both management and my
coworkers trust me as a staff member. | was assigned a lot of responsibilities as a senior employee, such as training more than thirty
new hires and finishing several tasks per shift. | successfully balance being a university student and working 40-hour weeks. | am a
productive, devoted, friendly, reliable, and personable employee. Working at JD Sports has taught me how to operate in fast-
paced environments, how to communicate effectively with consumers, how to prevent theft, how to work both independently and
collaboratively, how to handle large sums of money, and more.

EDUCATION SKILL

Bachelor of Policing and Criminology
University of Wales Trinity Saint David e 12 GCSEs graded A*-B
2024-2027 e Teamwork

o . . N ¢ Cashflow management
At the moment, | attend Trinity Saint David University

of Wales. I'm a criminology and policing student * Multitasking

currently. At my present place of study, | receive * Interpersonal skills
excellent grades and maintain an exceptional o Leadership
attendance record. ¢ Communication

e Problem solving




