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	I am an enthusiastic, well-motivated individual. I have excellent communication, organization, and interpersonal skills. I manage and work well with a large multi-disciplinary team, effectively prioritizing workload and meeting deadlines. I have 15 years of administration experience with a high level of computer literacy. I can work with my own initiative keeping updated with mandatory training, policies and work with discretion and confidentiality. I have experience in dealing with difficult customers and do so in a professional manor.


Experience
	1998 – 1999
Domestic, Clean, B&Q Diy
Making sure the shop floor was clean, cleaning staff room toilets and the kitchen.

	1999 – 2005
sales assistant, B&Q Diy
· Approached by the manager and offered a job as a sales assistant firstly working on the shop floor, replenishing stock, making sure isles were tidy, assisting customers.
· Stock taking – checking what stock was in the store and how much.
· Moved to checkouts handling money, serving customer, answering telephone call. 
· Became checkout supervisor, training new staff, dealing with complaints, replenishing money in tills, organizing staff rota.
· Sales advisor in the kitchen and bathroom department – advising customers on products and placing orders.

2005 – 2006
student, Vocational Training at Cefen Coed Hospital
· Complete NVQ level 2 in Business & Administration.
· Complete ECDL computer course.

2006 – present 
administraion support officer band 3, Swansea Bay University Health Board
· 16 years’ experience in an administrative role.
· Preforming daily administration tasks such as answering telephone, emails, dealing with messages and delegating to the appropriate staff member. 
· Scheduling meetings and minute taking.
· Manage multi-disciplinary team clinics and patient waiting list. Co-ordinating clinic dates/time, sending appointment letters and appropriate information letters regarding covid19. Sending correspondence to the appropriate professionals attending that clinic such as a Paediatric Consultant Paediatrician, Physiotherapist, Occupational Therapist, Specialist Health Visitor and Speech & Language Therapist. 
· Maintain, coordinate and update patient database and records.
· Report typing.
· Keep up to date with mandatory training and the health boards policies.
· Maintain office supplies and clinical supplies such as gloves, aprons, clinel wipes and masks to protect us and others from covid19. 
2021– 2022
SKILLS IN THE WORKPLACE, PROFESSIONAL CAREER DEVELOPMENT, UNIVERSITY OF WALES TRINITY SAINT DAVID 
· Merit achieved.  

2023 - present 
BACHELOR OF ARTS APPLIED LEADERSHIP & MANAGEMENT IN THE WORKPLACE, UNIVERSITY OF WALES TRINITY SAINT DAVID

•	Research information, reference, and complete assignment by deadline.


Education
	May 1998
mynyddbach Comprehensive School
Math’s C
English C
Double award Science CC
Welsh D

	


Skills
	I am enthusiastic, well-motivated and love to work as part of a team.
I have excellent communication, organization, and interpersonal skills.
I can use my own initiative, prioritize workload, and meet deadlines effectively. 
	I can work as part of a multi-disciplinary team.
I have administration experience and a high level of computer literacy. 
I can take lead in meetings and take minutes.


Activities
I volunteer at a children’s charity, organizing and booking charity events, creating posters, and helping at parties. I find this so rewarding to see the children’s faces.
My family and I love camping in our touring caravan, travelling to different places. 
I love animals and I currently have a dog Max, rabbit Willow and a tortoise Frank.  
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14th July 2023
Miss Rachel Witheridge
37 Penderry Road
Penlan
Swansea
SA5 7EA


Dear Rachel 
Today’s date is the 14th of July 2023. I'm writing to you to express my congratulations on receiving a 1st. What a fantastic accomplishment, I know you are overjoyed. Congratulations!

I never intended to enrol in any further education, so it was frightening to find myself in university with no idea what to expect. I chose to register because I wanted to educate and improve myself so that I could advance in my career. 

My tutor in Year 1 was fantastic; he kept the lectures interesting and engaging. He provided real-life examples that helped me comprehend the course I was studying. The class had some laughs, and it didn't feel like I was in a lecture room.

During my first year I learnt so much even presenting a presentation to the class, but this was hard. I fell apart, I was unable to speak clearly, and forgot most of what I had to say. But my tutor reassured me that this was just a learning experience, and that with each presentation I would get better because I would have better prepared myself. I needed to focus on what points to expand on and reading aloud to do this I would be practicing in front of a mirror. This served as a great learning experience for me. 

Unfortunately, my first year was marred by a breakdown. My daughter started experiencing anxiety attacks, having meltdowns and refusing to go to school to the point that she physically harmed herself. She couldn’t sleep, go outside, or participate in any family commitments. It was a physically and emotionally draining and stressful time. Even though I was off work, I found that going to lectures helped me escape the stress at home and kept my mind off other things.

Despite everything, I still had to study so I created a time management plan because I didn't want to fail.  To help me focus on studying I would prepare meals for the following few days, so that I wouldn't have to spend a lot of time in the kitchen all week, take a nap if I didn't get enough sleep at night. This made it possible for me to schedule study time each day and finish assignments by the due date. 

In May of my second year, I sustained a fractured wrist, this was the first time I had ever experienced anything like this. I am right-handed and of course I had fractured my right wrist. I was out of action for 6 weeks, I couldn’t wright or type. 

When it came time to compile my assessment, this had a significant impact. Fortunately, I was able to request an extension, giving me more time to finish the work. My tutor advised me on how to use dictation after I explained my predicament; this allowed me to speak while having my words automatically enter the word document. I was able to finish this assignment plus another that was due in a few weeks because of the time I saved using this application.

The third year was challenging, with 6000-word assignments and more extensive study but what I learned from the prior two years helped me get through this year.

I am now here graduating with a first because I was able to overcome these challenges over the past three years. I never imagined I would go this far in my studies, and I am extremely proud of myself for this accomplishment.

Sincerely,
Rachel Witheridge


Complete Personal Development Plan (PDP)
Personal development plans (PDPs), which serve as tools to promote and evaluate learning and development, are increasingly in use by organisations. A PDP is an evaluation tool that an employee uses to reflect, record the competencies they have been working on, and show their future growth objectives.
(Beausaert et al., 2011)

Part 1: Personal Analysis 
Completing a SWOT analysis is a simple and effective framework for identifying strengths, weaknesses, opportunities, and threats. It is important to leverage strengths, minimize threats, and to take advantage of available opportunities. For example, my threats are identified as no potential for promotion in my current job role and family commitments. For me to turn these into opportunities I need look at protentional job opportunities in a new job role. I need to look at undertaking any courses or training to up skill myself. Family commitments may mean looking after my children when unwell, attending school meeting or taking time out for family holidays. 
(PMC, (n.d.))
	 
SWOT Person 1
 

	 
STRENGTHS 
 I am a very patient learner and employee. I am versatile and a good listener. I am determined, calm and composed. I have good organisation skills and able to work with my own initiative.  
 I have now complete year 1 in university in level 4 Management skills in the workplace.

	 
WEAKNESSES 
 I can be easily distracted and lose concentration. As a perfectionist I tend to take on too much work thinking I should do it all not being able to complete my own work on time.

 
 

	 
OPPORTUNITIES 
New job opportunities or new courses to learn and further my skills. 
Continue to learn academic writing styles and to adapt a more effective time management plan. 
To continue university level 5 & 6 in BA leadership and management in the workplace
	 
THREATS 
 No potential for promotion in my current job role.
Family commitments. 
 










Part 2: Setting Goals 
By completing the below Personal Development Plan PDP and reviewing in a timely manner will help me keep track of my progress and if I need to update targets or training.
 
	What do I want to learn? 
	What do I have to do? 
	What support and resources will I need? 
	How will I measure success? 
	Target Date for Review 

	A greater depth of knowledge of a more senior role 
 
 
	Volunteer to take lead on a part of an admin supervisors job role like updating and recording of staff mandatory training records  
	Record worksheet. Advice from supervisor. Team feedback when completion of training  
	Review worksheet monthly  
	 Every 6 months 

	 Training to further myself 
 

	Identify key training opportunities  
	Training opportunities/courses 
Discuss and agree goals with manager 
	Ensure I attend agreed priority training.  
Personal appraisal with supervisor. 
	Yearly  

	Achieve core skills 
 
 
	Complete own mandatory training keeping up to date within my job role 
	Checking when training needs updating  
	Self-appraisal  
	Monthly  

	Time Management 
	Continue updating study plan
Prioritising home, work, and study time
	Dedicated time to update study plan
Family support 
	Following completion of this module
	Following completion of each module and reflect on what I can do better 


 
 
Part 3: Personal Objectives 
 Personal goals may be centred on internal or external effects. These goals are utilised for professional and personal growth with the intention of bettering oneself for the good of others. Employers frequently request that you complete personal goals connected to your position as part of a company feedback system. Your personal goals should lead to actions that advance your professional self when applied in the workplace.
(What are personal objectives? definition, how to make personal ... - indeed (n.d.))
Below I have set my goals for the nest 5 years. 
	Short Term Goals (next 12 months) 

	 To move into my new home.
To continue studying in university and pass level 5 in BA leadership & management 


	Medium Term Goals (2-3 years) 

	 
To graduate from level 5 & 6 in BA leadership and management  

	Long Term Goals (3-5 years) 

	 
To hold a position at the Swansea Bay University Health Board that is of a higher grade and pays more, such as a secretarial role, or supervisor.    
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