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Introduction
To success in the workplace people seek jobs that fit their personally, it is essential to have skills such as active listening, communication, problem solving and respect. These skills will help individuals to develop relationships in the workplace by building trust and encouraging them to pursue their career. Possessing essential skills will help individuals to learn better and faster to complete their work as well as being an asset to the team. Skills are a part of personal development as people gain knowledge and understanding from certain activities, different job experiences and socializing. 
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Communication skills are essential for relating to others, making connections, communicating your ideas, meeting your ideas, and helping others. Communication is a way for people to understand your message if you are concise and clear. Also, effective communication allows flexible hours and to be effective in work that increase job satisfaction and better connections with peers. Furthermore, the most important aspect of communication is listening. Listening allows to adjust your point of view and get the point across if you pay attention to what they are saying and to emotions and the intention behind their statements by allowing them to express themselves and create a response (Brower, 2023). For example, it is critical for police officers to maintain face-to-face interactions with the public to foster trust and understanding between police and the public. Furthermore, the purpose of public meetings is to engage and inform the public while also promoting reassurances. To maintain effective communication with local communities, the police have established neighbourhood policing with their partners to discuss issues and concerns related to local crimes and anti-social behaviours, which are considered by local police officers and used to develop solutions to the problem. Officers can benefit from training in presentation skills or skills that promote collaborative or public-led problem-solving exercises (College of Policing, 2013). 
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Problem solving contributes to creative thinking and analytical ability to assess the problem and find the solution. Following the steps of identifying the problem, define the problem, examine the options, act on a plan, and look at the consequences. Employees would look at people who will take personal accountability for ensuring that the goals are met, who can recognize when there may be a better way to accomplish a task and willing to conduct research and bring a change. It is for people that will not give up or panic but instead look for solutions (University of Kent, 2023). To the police, problem solving refers to legal and ethical actions taken to prevent specific crimes or disorders in a particular area. It is aimed to reduce crime and prevent recurring issues. Police created problem solving techniques by asking simple questions of areas affected with crime like do the events repeat, are the events similar, harmful and do the events affect the community. Furthermore, to make it easier for police to identify issues the police use processes known as Scanning, Analysis, Response, Assessment to solve the many different crimes and disorders problems that helps to understand and respond with action (Ashby and Chainey, 2012). 
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Active listening is a type of listening in which you make a deliberate effort to pay attention to the full message when someone speaks towards you instead of taking in just a portion of it. It is crucial to maintain your composure, objective, and lack of judgement. Prevent the impulse to jump in and offer your thoughts before the other person has the chance to finish speaking you should also try not to jump in with questions or comments whenever that is a pause in the conversation. Active listening helps build trust and connections, helps you avoid missing crucial information, allows you to identify problems and build knowledge and understanding (In Professional Development, 2021). Police uses an active listening in crises and hostage negotiators the FBI created model mnemonic to help in negotiators during high pressure situations. The model MOREPIES is useful in varies situations. It is important to use verbal and non verbale communication such as nodding this shows that you are interested and listing to the other person, to get information from the person, ask open ended questions, say or echo the person most recent usage words or phrases, effective pauses to use the moments of silence before or after something significant to show that you understand and give yourself some time to think, paraphrase to show that you understand and make clarification the other person has said in your own words, the I message to demonstrate accountability, humanise your message and build a connection, express to the individual that you recognise the impact the circumstances is having on them and lastly summarise what has been said (College of Policing, 2020).
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In the workplace being fair involves treating all individuals with dignity and respect, regardless of their position or status. Respect is acknowledging other people as worthy human beings and appreciating their position in society. Respect for one another is essential to daily social interactions as well as a relationship in the workplace, where most people spend a large amount of the lives. Most importantly mutual respect entails acknowledging the opinions, independent, standing and contribution of others. A lot of conversations about respect on the associated idea of dignity in the workplace concentrate exclusively on problems such as harassment and bullying (Fair Work Convention, no date). The public trust in law enforcement is dependent upon law enforcement personnel upholding the highest standards of personal and professional conduct. The standards outline the boundaries of behaviour that police staff members should operate within, not that they impose restrictions on the discretion. Police officers behave in a restrained and tolerated manner, showing respect, dignity to both the public and the fellow officers without abusing their authority (Local Government Association, 2008). 
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In conclusion, communication, problem solving, active listening and respect are essential to build connections, understanding and treat everyone with fairness and respect. These skills are to help you in the workplace to be effective and productive that are needed for challenges and be updated with everything. 
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Nikola Kujawska
17 Green Road 
Llanelli 
SA151HY
07436066142 
nikolakujawska99@gmail.com 


Metropolitan Police
New Scotland Yard
Victoria Embankment
Westminster, London
SW1A 2JL

12th April 2024

Dear Sir/Madam
My name is Nikola, and I am currently studying Criminology and Policing at UWTSD. I have chosen this course because I want to gain skills, knowledge, and understanding of what police do. Before going to university, I did public service at Coleg Sir Gar, which helped me choose a career path.

I am interested in becoming a police officer because I believe that I would be a good fit for the position. I chose this role because it is important to me and to be able to help people in both small and big ways, as well as protect those in need. 

I am a hardworking individual who prioritises targets because I understand the job is in high demand among the public. I am a team member who enjoys assisting a team with a common goal because it makes a team more effective and motivated to achieve our goals and fosters a growth mindset by sharing ideas. I treat everyone with respect and understanding for people from diverse backgrounds. In conflict situations, I maintain my composure and use communication and active listening to better understand the issue. In addition, I speak Polish and English well and can converse in both if needed. I am comfortable with using a computer and software like One Drive, Microsoft Teams, Word, PowerPoint, and more. Also, I play football for Llanelli Town Ladies, have played since I was eight years old, and work out five times a day in the gym, so I can meet the fitness requirement. I have flexibility with my schedule which allows me to work three shifts and perform my duties in any environment. 

I am confident that my enthusiasm for learning and strong work ethic will benefit your team. I hope you will consider my resume and cover letter. I would like the opportunity to improve my qualifications and learn more about the position. Thank you. 

Your faithfully 
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