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Introduction- successful in the workplace 
There are many different characteristics within being successful in a workplace. For instance, my dream career choice is to go into the police and become a detective. Within a detective’s occupation there is a variety of different roles and rules individuals need to follow to be successful within a work place. The first one being personal reflection. For example, being able to reflect on your own work and actions to see if they need improving is effective, as it helps problems become more accurate and easy to deal with next time. Another factor to be successful within the work place is having your own voice. Being able to speak up about situations that you personally think is wrong or needs improving is important as it gives you an opportunity to share ideas. Also, it helps improves communication skills within the workplace, but also builds stronger friendships with the people around you. Another way to be successful in the workplace is to never stop learning. For instance, being able to spot your strengths and weaknesses is important as if gives you the chance to grow as a person, and gives you the chance to make enhance your personal knowledge and skills. Also, another point is not ever settling for less within a workplace. For example, always bettering yourself in ways such as being a role model, or putting more time and effort into an occupation, can be very effective in the long run. Another factor to become successful within the workplace is understanding job expectations. This means that being able to understand and complete what your job is asking you to do, then this can be effective within becoming successful. Also setting yourself personal goals to complete, can help you stick to a routine, but also help you succeed not just within the job but for yourself as well. Being able to have a balance between work life and your personal life is effective because, it can help create a good and healthy balances within your day to day life, but can also help you become a better version of yourself. Another factor to be successful within the workplace is to remove distractions. For example, a productive technique used within work environments is called ‘ eating the frog’. This means completing most crucial task of the day first, so that your work ethic if effective. Having a successful mindset is also crucial to become successful, at it allows you to reflect on growth but also stay focused on goals despite working obstacles that could potentially be in the way. Also, being able to believe in yourself, as if you don’t believe in yourself, others around you will struggle to believe in you. Being able to be resilient in any obstacles you may face is important as it indicates that you don’t give you easily. 

















CV
[image: ]Name: Lillie Owen 

Age: 19

Address: 66 Alexander Road, Swansea, SA1 5BD

Contact Details:
Email- lillieowen14@outlook.com
Contact number: 07368360493


Summary 
My name is Lillie Owen. I am currently at University Wales Trinity Saint David. I am in my first year and studying Criminology and Policing . During my previous studies I was at Coleg Y Cymoedd where I sat my A levels. The subjects I studied was Criminology, Health and social and welsh baccalaureate. 

Job experience 
Fish and chip shop
During my time working at a fish and chip shop I developed many skills such as exceptional customer service skills but also to work quickly and efficiently. During my time here I was able to work within group settings but also individually. I also worked in many different challenging situations which helped me achieve a massive amount of patience. It also give me the opportunity to work within IT such as the till and telephone.
Volunteering within school
As part of my welsh baccalaureate course work I was given the most amazing opportunity to work closely within a unit in a comprehensive school. During my time at the school I was able to work closely with children and help them face any challenges that they was dealing with. I also worked closely with them to help with their work ability such as reading and writing. This Developed my skills in many different ways, as I was able to make an impact on a young persons life.


Qualifications 
GCSE:
Maths- C
English Literature-C
English Language- C
Physics- D
Chemistry- D
Biology- C
Drama- B
Religious Studies- C
Welsh- C
A level:
Criminology: D
Health and social: Pass
Welsh bacc: Distinction 


Individual skills 
· Communication skills
· Leadership 
· Positive attitude 
· Organisation skills 
· IT
· Customer support 
· Services
































Extra information 
 I am looking for employment where I can develop my skills in a working environment. Firstly, I feel I have the ability to deliver an excellent level of customer service skills. For example, I am a very confident person, which makes me very able to speak to people and help them out with any queries they might need answering. Also, I have a high level of patience, which means I can deal with challenging situations very well. I also have a big interest in learning new skills so I can develop my knowledge and understanding further. I am extremely confident in using IT and understand the process on how things work within that aspect. I am a very polite person in person, and over the phone which has a huge impact on my exceptional telephone manner. I can work extremely well on my own initiative, and can use my own ideas to figure problems out. It also benefits me well working in a group environment, as I feel teamwork is very important as it allows people to come together to share ideas, but also gives individuals the opportunity to help each other out.I also follow instructions to detail with accuracy. I am fully prepared to put my heart and soul into any occupation that comes my way, this includes participating in any training needed, but also anything that will enhance my skills and experiences. I am a very bubbly and happy person, and a joy to be around. I feel I look at the positives in any situation and I’m always willing to help people who need it. I feel any work environment would benefit having me there as my aura gives off a positive outlook. I always put 100% effort into everything that is given to me, and I try my best to give the best possible outcome in any situation. I also create a fun environment for the people around me. 


Cover letter

To whom it may concern,

 I am delighted to hear that a job opportunity has come up within the the police force to become a detective. This has been a long term goal of mine since very little. I feel I have worked extremely hard over the last few years, and I feel I would be perfect for this role.

I have always had an interest with working within the police. I feel being able to be there for everyone and give back is very important to me. I first started my studies Coleg Y Cymoedd where I chose criminology as one of my a level options. During studying this subject, it gave me a great insight on what policing is all about, and how it is such a rewarding job. From there, I continued my studies to UWTSD where I chose to study criminology and policing. During this time, I was able to learn in great depth about the law of the criminal justice system but also how everything works. Also, I had the opportunity to speak to individuals who are already qualified in the police, to give us an insight to how everything works. This extremely inspired me, and expanded my ambitions massively to work very hard to hopefully one day become part of the police.

In my opinion I feel I would be the best advocate for this job role. Firstly, I have excellent communication skills. Due to this I am able to speak confidently and freely to individuals. Also, I am a very patient and positive person which I feel makes me approachable. Due to this, it makes it easier for people to share any problems or queries that they might have. I pay attention to detail easily which helps pick up minor details. Also, I thrive of working as a team, as I feel being able to discuss and share ideas with others in the job can be effective for everyone. I also work well on my own initiative and and have the desire to make a different within the community. I have exquisite leadership skills, and can take charge in any situation needed. I have good interrogation techniques which can be extremely beneficial within the police force. I also have the ability to solve over complicated problems under pressure. I have critical thinking skills which I feel brings a lot to this job as it shows resilience. I’ve always been a spontaneous individual, which can often be effective due to my quick thinking. This can help me during my time in the police force as you never know what you will come across in a day to day basis. I also have the ability to provide a set of professional skills which can Benefit an employers needs. 



Thank you for taking the time to consider me for this job role. Please don’t hesitate to contact me if more details are needed such as further clarification. 
 
Lillie Owen.






LinkedIN profile 
https://www.linkedin.com/in/lillie-owen-362327362?utm_source=share&utm_campaign=share_via&utm_content=profile&utm_medium=ios_app
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