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[bookmark: _Toc22733912]Example of CV No:1 Original
Donna Rees
19, Maescader,
Pencader,
Carmarthen,
SA19 9HQ
Funkyfish19@btconnect.com
Education
Queen Elizabeth Maridunum, Carmarthen. 1989 – 1994
7 GCSE’s
CCTA Llanelli, St Alban Road, Llanelli. 1994 – 1997
Beauty therapy -  NVQ level 2, 3 and 4
Aromatherapy – Diploma
Employment History 
Tesco 1995 – 1997
Part time, shop floor assistant, stocking shelves and serving customers at the checkout.
Serco Online Services 1997 – 1998
Working in a busy call centre, answering telephone enquiries for train times and route planning for passengers using rail travel throughout the Uk.
Claire’s Accessories 1998 – 2000
Assistant manager for busy retail store, managing rotas, staff training and attending shop fits.
Homemaker 2000 – 2003
Stayed home to raise children
Castell Howell Foods ltd 2003 – Present
Worked in various departments in the company, such as canteen, shop floor, reception and cash office before moving onto the telesales department. My role includes answering and making calls to customers, receiving and inputting orders.


[bookmark: _Toc22733913]Example of CV No:2- adapted, Current version.
Donna Thomas	Comment by Donna Thomas (1703478): The font has been amended to Times New Roman, Smith, (2019) suggests using this font to make the document professional and easy to read.
 07583 695993. Dontho78@gmail.com	Comment by Donna Thomas (1703478): The home address has been removed as Smith, (2019) suggests that uploading documents online could potentially  be targeted by fraudsters. Additionally, the email address has been changed to a more professional email. Trought, (2012) suggests that fun emails can communicate the wrong message.

Professional Summary
Motivated team player with over 16 years’ experience in a busy office environment. Recognised for assessing operational needs, developing structure and assisting in improving customer relations and driving customer satisfaction.	Comment by Donna Thomas (1703478): Smith, (2019) recommends adding  a professional summary to provide the reader with a brief overview of one’s strengths and competencies within a workplace. She further suggests that this should grab the reader’s attention and persuade them to read on with interest. According to Trought, (2012), the summary should highlight the applicant’s suitability to the role they are applying for.
Resourceful and well-organised with excellent timekeeping, accuracy and organisational skills. Works well alone as well as part of a team, excellent at multi-tasking and working under pressure and to tight deadlines. 

Skills and competencies	Comment by Donna Thomas (1703478): Adding skills and competencies demonstrates the specific abilities and competencies one has to effectively and efficiently perform a particular job Trought, (2012). 
· Communication
· Data management
· Self –motivated
· Budgeting and finance
· Interpersonal relations
· Problem solving
· Well organised

Having worked across various departments at my current employer has given me invaluable insight into the running of a multi-dimensional company and has been instrumental in developing my communication, analytical and people skills as well as the skills mentioned above.
Raising a family and work commitments has taught me to be extremely well organised. I can multi- task well and have manged to incorporate studying into my work and family life without any detrimental consequence.


Employment History	Comment by Donna Thomas (1703478): Trought, (2012) in his ‘Brilliant Employability Skills’ handbook, advises only to use the previous ten year work history unless using employment of any significance prior to this. Therefore, the employment reference of Tesco is deemed no longer relevant. Only relevant skills and competencies have been added to the employment history. 


Castell Howell Foods ltd  Telesales - 2003- Present	Comment by Donna Thomas (1703478): Listing employment history in chronological order allows the reader to identify potential candidates for the position without having to read the entire application (Smith, 2019) 
Various roles - receptionist at the main desk, shop floor, cash office, receiving payments, keeping payments ledger up to date and ensured  banking was processed.
Current role is in a busy telesales office, managing several local authorities, serving over 400 outlets. Processing and inputting data into inhouse system, filing and liaising with delivery drivers and buyers to ensure stock levels are maintained. 

Claire’s Accessories – Assistant Manager - 1998-2000	Comment by Donna Thomas (1703478): By amending the wording, the document looks more professional and although concise, grabs the attention of the reader without becoming menial. Cottrell, (2010, p. 243) suggests that as some prospective employers may scan over your CV, the format should be ‘pleasing to the eye’ and encompass some ‘key details’ to engage the readers and make your CV standout. 
Overseeing daily operations of busy retail store, assisting the manager. Managing staff rotas, cashing up, banking, attending meetings, conference calls, covering other stores and helping in shop fittings for new stores.
Serco online services – Call centre agent – 1997 – 1998
Adeptly handling numerous inbound calls daily, providing information to rail users in and around the Uk, ensuring high levels of accuracy, maintaining high call volumes and accuracy levels.
Education	Comment by Donna Thomas (1703478): Although study is not complete, adding in current study shows the reader that the applicant is committed and working towards achieving a degree ( Lewis, 2019) 
University of Wales Trinity Saint David’s Carmarthen- BA Health and Social Care – 2017 – present
Currently studying for a BA in Health and Social Care – grades to be updated on completion of course.
Llanelli CCTA – 1994 -1997
NVQ level 2, 3 & 4 Beauty Therapy
Diploma - Aromatherapy
Queen Elizabeth Maridunum Secondary School Carmarthen – 1989 - 1994
Studied up to GCSE level gaining 7 GCSE’s
Further qualifications and voluntary work	Comment by Donna Thomas (1703478): Showing further qualifications and voluntary experience demonstrates the readiness of continuous development, adaptability and eagerness to learn in  areas inside and outside of one’s field (Johnston, 2019). 
Fitness Instruction level 2 
Business management NVQ level 2 
FAW Leaders award 
Voluntary Work
Home start – family support volunteer 2012 – 2013
Offering  guidance and support to families with young children.
Carmarthen Stars Football Club 2012 – 2015
Club Secretary, registering players, receiving payment, keeping relevant paperwork up to date. As part of a club member, I took on the initiative of establishing a girl's only football team into the club, recruiting players, managing, arranging fixtures and occasionally coaching, this helped in raising the club’s profile and status. This role involved a lot of responsibility, having to maintain league rules and regulations at all times. I also helped organise football festivals, fundraising events, family trips to festivals, Christmas parties and presentation/award evenings.
[bookmark: _Toc22733914]
Communication skills

[bookmark: _Toc22733915]Personal Statement 1. Application to University

I am a mum of three children of secondary school age with all three having individual demanding social lives both in and out of school. I have raised them by myself for the last ten years and we live in a small village just outside of Carmarthen.
I currently work as a Telesales agent and have been in my current job for the last 14 years. During this time, I have developed skills and gained valuable experience of working with both members of the public and also as an integral part of a team. I have developed the ability to manage my time effectively, improved my communication skills and fine-tuned my organisational skills. Juggling work with school runs and extra activities has helped me to develop my time management and learn to prioritise work and family commitments.
I have previously volunteered for a local family support organisation "Home Start" and I found this to be very rewarding as I was helping other families in need of support. A situation arose within my own family where unfortunately my cousin was experiencing personal difficulties as a result of a drug addiction and was therefore unable to provide the care and attention for her 18month old son. I took on the additional responsibility for him, which prevented him from being taken into social care. I cared for him for a total of 3 months whilst his mother attended rehabilitation. During this time, I registered him in a local nursery, which allowed him to develop his communication and interaction skills with other children and also his own personal development, for example he started talking and took his first steps whilst in my care. This was all undertaken without compromise to my existing commitments.
I am a member of a local musical theatrical group, which has helped me develop extra skills in working as part of a team and also expressing myself. I have gained the confidence to go from singing in-group numbers to singing as part of a duet and also solo performances.
In my spare time I like to take part in running, hiking and also obstacle course runs. This has helped me with my fitness, team building skills and maintain a sense of adventure whilst raising money for good causes.
I also took on the initiative of establishing a girl's only football team. This required me to undertake a "Leaders" course, which gave me the skills to allow me to coach and manage the team. I arranged fixtures for the season, attended meetings, managed the financial aspects of the membership fees and team budgets, ordering equipment and registering players within the league. This further developed my organisation, management and communication skills. The coaching aspect helped me gain confidence and leadership qualities.
I feel that I have gained the necessary skills and life experience to enjoy university to the full and to be successful in future years. In addition to this I would like to develop my skills further to allow me to gain a good career in the Health and Social Sector
[bookmark: _Toc22733916]
Personal statement 2. Personal statement, adapted to suit vacancy for working with children with additional learning needs.	Comment by Donna Thomas (1703478): I have reduced this personal statement to one side of A4 as recommended by Smith, (2018). The font and sizing have been amended to make the document more professional as suggested by Smith, (2019).
Jobs.ac.uk, (2019) suggest that the purpose of providing a personal statement  is to provide the reader with details of your employment history and experience in the field, demonstrating why you would be an ideal candidate for the position.



I am currently a student at the University of Wales, Trinity St David’s and am studying for a BA degree in Health and Social Care. Over the past two years I have covered modules on my degree pathway which have covered child welfare, child protection and social habitus which I have taken a keen interest in. I feel that every child deserves an equal opportunity to excel in every aspect of their education and life and would be grateful for an opportunity to further develop my interest and skills in supporting children with additional learning needs.
Having carried out my placement at a local primary school, working with children with additional learning needs has confirmed to me that my career interest lays in this particular field, especially children with speech and language learning needs. I have previous experience of working at a primary school as a classroom assistant, unfortunately due to the termination of the funding allowance and eventually the closure of the school my contract came to an end and I did not pursue my career in education and learning any further.
My personal interests include performing in a small local theatre group which has assisted me enormously in increasing my inter-personal, teamwork and communication skills. On first joining the group, I was glad to be part of the ensemble and did not wish to perform solo. As my confidence developed, I eventually progressed to perform a duet and later a solo act and later joined a larger theatre group. Joining the group was one of my lifelong development goals in which I had wanted to make a reality from a young age, building and learning new skills has helped me achieve this goal.	Comment by Donna Thomas (1703478): Personal interest has been included as they help give a rounded overview of your ‘character and strengths’ (Bangor University, n.d; Johnston, 2019).

I played an important role in developing a local girls football team which  has become a very successful section of the club. Coaching and managing allowed me to develop my communication, interpersonal, team leading, management and leadership skills.	Comment by Donna Thomas (1703478): This section illustrates various skills that I acquired during my time as the manager/coach of the girls’ football team and provides the reader with an overview of my character, including my skills to adapt to different situations. Swain, (2019) recommends including ‘personal skills and abilities’ to a personal statement and advises to list whatever you think the reader may be looking for, this improving your chance of being short listed.
Undertaking various modules at University has allowed me to critically analyse and explore various key skills for future employability and has encouraged me to create a personal development plan. On completion of my degree pathway I am hopeful to continue with my studies in early years that would help me to progress with a future career. Additionally, for my personal development plan I  hope to be able to undertake a course on sign language and/or Makaton which will further enhance my career development.	Comment by Donna Thomas (1703478): Having a development plan demonstrates to the reader that you are committed to a future career plan (QAA, 2009).





[bookmark: _Toc22733917]Problem solving 

[bookmark: _Toc22733918]S- T-A-R 	Comment by Donna Thomas (1703478): ‘The Guardian’ newspaper article written by Higgins, (2014) suggests that the S.T.A.R  technique encourages us to structure an answer to a question that may be asked in relation to describing a situation in an interview. This technique has taught me to consider a structured response to a question without getting flustered.


Situation – 
Traceability of documentation in the workplace was non existent, documents were placed in a box with no way of locating effectively. Time was wasted in locating specific documentation.
Task-
To create a system that would allow ease of access in locating documentation and disposal of following use.
Approach-
I ordered shelving, box files, filing cabinets and stationery. I also organised confidential waste bins to be provided in the office. Each authority was filed by county, chronologically and numerical according to account number.
Result- 
Identifying documentation was made easier. Anyone looking to locate a specific document was able to do so with ease in little time and queries were dealt with immediately.






[bookmark: _Toc22733919]Reflection
 

Description
We were informed that a new module was to be introduced into level six and taught over a short space of time, this was referred to as ‘block learning’. The module was introduced to us as ‘Skills for life: employability and future pathways. One of the tasks for the module included creating a portfolio of evidence to display and highlight a range of skills and competencies learned throughout the module relating to future employability or enterprise opportunities.
Feelings
On discovering that the module was to be covered in a short space of time, referred to as ‘block learning’ I felt apprehensive and nervous in creating a portfolio of evidence given the short timeframe. Having been in continuous employment for the past sixteen years, I have not had to deliberate over my skills and competencies in which to apply to any future employment. However, on considering these elements to create my portfolio, it made me feel anxious as to whether I had any transferable skills for future employability at all, and the thought of developing any skills that I may already have further seemed daunting and raised my anxiousness further. Baker, (2019) would argue that, in order for us to ‘get motivated to act’ that ‘we need to experience some form of anxiety’. Notwithstanding this, she also proposes that ‘the more you do something successfully in stressful situations, the more your brain learns to expect to cope’. This may very well be the case; however, I did not feel any less anxious about it.
Evaluation
Whilst I felt nervous and anxious about creating the portfolio in such a short timeframe, I also considered that by doing so, the remainder of the semester could be time well utilised focusing on other assignments and the skills developed throughout the module could benefit me in future assignments, and likewise for my future development. Having added more lectures for the short term resulted in me having to update my contracted hours of employment at work, and eventually resulted in me having to taking a nine month sabbatical from my employment.
On reflection, this was not so bad as I considered that this will allow me to manage my time more efficiently and to focus on forthcoming assignments.

Analysis 
While working on the portfolio,  I have considered my skills and abilities and found that, in fact, I have many in which I will be able to transfer into future employment. This module has encouraged me to improve my written and verbal communication skills, as well as my very important studying and deep thinking skills. Learning to write legibly for the written portfolio  and by speaking clearly in the form of a presentation, adapting my techniques to suit different situations. Also, the module has encouraged me to asses my reflexivity skills and allowed me to analyse the situation from a different angle than I had previously (Alvesson, Blom and Sveningsson, 2017). Annotating documents and updating my personal statement and CV has encouraged me to research various techniques in academic writing and helped me to understand the reasoning for removing and/or amending certain aspects which will contribute towards my future development. Over the course of this module and indeed at levels four and five, I have developed, understood and utilised different research methods. I have learnt to identify relevant academic materials appropriate for the purpose and adjusted my strategies for various assignments. Additionally, I have learned how to keep track of work and research that I have undertaken using my developed IT skills. This skill has proved to be invaluable, as previous to developing my knowledge of how to store the information, I had lost some important work which resulted in a great amount of undue pressure.
 Furthermore, the module has encouraged me to learn and utilise various techniques in demonstrating a structured response to a question that may be asked in an interview. This technique is known as the ‘STAR’ technique as described by Higgins, (2014). The technique allows us to firstly describe the situation, followed by demonstrating how the task would be undertaken in order to resolve the situation. The final stage is to describe the approach used to rectify the situation and then discuss the result. 
Having a short time frame in which to complete this assignment for this module has enabled me to manage my time effectively, ensure that I forward plan and encouraged me to become more efficient. I have also identified that by creating a personal development plan (pdp), will allow me to become more prepared for future employment and therefore will be a skill for future and continuous development. This will become increasingly significant as The Quality Assurance Agency for Higher Education (QAA), February (2009 p.4) suggest that a pdp is a “core learning process, required throughout the education system and in many employment and continuing professional development contexts”. 
Conclusion
Due to time constraints on this assignment, there is very little that I could have done in relation to alter the situation. The task had been set and in order for me to complete the work effectively and efficiently, I had to manage my time well and utilise the skills I had developed throughout the module in order for me to complete the task in question. On reflection, whilst the first few weeks of the semester felt rushed and lectures were crammed into a shorter time frame, this has resulted in allowing time in which I can use for the rest of the semester, concentrating on writing my dissertation. Additionally, the skills that I have developed through the module will help me to be creative and aid me in producing a decent standard of work in future assignments.
Action Plan
This assignment has encouraged me to consider the skills and competencies that I have developed throughout the module and persuaded me to not only continue to update my skills, but to create a personal development plan. This will be beneficial when applying for future vacancies, which I can adapt according to the vacancy. Although I found the task to be daunting, I now acknowledge the importance of developing and updating my skills and competencies  for future employment.
[bookmark: _Toc22733920]
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