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Element 1
Write a Zander Letter 
(600 words)
Dear Mr. Zander, 
                          On June 2025, I received an A (distinction) for my Inclusive Education Degree, and I couldn't be more thrilled with my result. I challenged myself academically despite the worries which haunted my thoughts. With pure hard work and determination, I finally received a result I could not have imagined when I started 4 years ago. This result is remarkable and proves throughout my battle in the academic world I am fully able to commit myself to challenging my brain and succeeding beyond expectation. I struggled with great difficulties to begin with, I set myself up to fail, by showing a lack of confidence in myself and my abilities. But with the right help, support and guidance I was able to use a growth mindset which paid off during each task. 
The process began when starting the course, by believing I was not as academically challenged as my friends, I remained negative which didn't motivate me as a student. As stated by Carol Dweck's, there are two theories of intelligence, one of those is called a fixed mindset, where the learner believes their intellectual skills are fixed, they do not learn from mistakes and tend to take a backseat in challenging situations, (Armstrong, 2019). This was me. I put a ridiculous amount of pressure on myself and with my first result I was living up to my own expectations. I felt I was never going to be as superior as the rest of my class. But this mindset didn't sit with me lightly, I was not a quitter nor was I a negative person. 
My first result was a great start to my new educational experience, but my mindset took the guidance badly, furthermore, believing I was not good enough. With this, I felt a new drive within me, I wanted to change my outlook and perception of my own academic success to fully immerse myself with learning to succeed to be better. According to Sanjana Gupta, to have a growth mindset you need five characteristics: embracing learning, working hard, welcoming challenges, taking feedback constructively and falling forward, (Gupta, 2024). And with that my journey began as a student.
I started asking more questions, building confidence in my voice. I started to take better notes and engaged in lectures without a wondering mind. To begin with I had some obstacles with the computer which sent me into tears of frustration at times but once I overcome those battles, I looked back and I recognized I had learned digital skills and going forward I can use these skills, promoting personal growth in the technical world. My main challenges were understanding and processing information delivered, or the research I was reading. This has always been my setback. But with better time management and less home distractions I strengthened my concentration and memory skills. I am a visual learner and developing new research skills was a fundamental skill overall. This involved learning to scan reading to find specific information to save me from losing focus. Following on from this I was able to develop problem solving skills showing more critical thinking backing up my writing with evidence. My confidence as a learner was growing, each topic changed for me. Another problem was referencing, I did not have a clue what I was doing. When reading some guidance from a lecturer after submitting work, stating my referencing was perfect, it gave me all the confidence I needed to continue learning and doing as I was. I was finally on the path to succeed as a university student, and I started to aim higher and have some self-belief. 

Finally, I formed a growth mindset, I fully embarked on the transformation journey that helped me succeed. I trusted the process, developed numerous skills without even noticing at times. I flipped my mindset and battled my way to the top, resulting in a new concept of thinking and learning. 

Yours truly 

My future self
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PERSONAL PROFILE

I am an enthusiastic and hardworking individual that strives to achieve to the best of my abilities at all times. I have an adaptable and flexible approach to work and enjoy working as a member of a team and also have experience of working unsupervised and on my own initiative. I enjoy working in a busy environment and am self-motivated and eager to learn and develop new skills. I am a motivated university student pursuing a degree in inclusive education to further my professional skills within education. 

SKILLS

	· Customer Service
	· Team Working

	· Driving License
· Communication & People Skills
· Good IT
	· Health & Safety Aware
· Organization
· Time Management

	
	



EMPLOYMENT HISTORY / WORK EXPERIENCE

2023 – Present        Pembroke Dock Community School    ELSA 
To be able to support referred individuals within a school setting. Support them with emotional literacy, positive mental health and social skills encouraging a better wellbeing over a course of dedicated time.



2023 - Present        Pembroke Dock Community School    Nurture Provision
To provide special care and nurture to children in the provision, meeting their individual meets and supporting them in a mainstream setting. To encourage good social skills and modelling positive behaviours at all times, to follow through with all interventions necessary for the children in the provision, such as Bucket time.

2022 - 2023             Pembroke Dock Community School   Year 6 Setting
Following the direction of the classroom teacher and assisting with learning through the curriculum. Supporting behaviours  and social needs, whilst ensuring the health, safety and wellbeing of the children. 
2021 - 2022             Pembroke Dock Community School    LRC Setting 
To provide specific care whilst under the classroom teacher. Following all Individual care plans and meeting the children's needs with great care as a class or on a 1:1 basis.
2021 - 2022             Pembroke Dock Community School    Flying Start Setting
To provide a warm welcoming setting for all children following the leader's direction. To provide stimulating activities learning through play. Handling personal care needs and ensuring children are safe at all times. 
2019 – 2019		Haven Kiln Park, Tenby		Retail Assistant
Duties included dealing with customer enquiries, serving customers, cash handling and till operating. Duties also included replenishing stock, ensuring the shop and warehouse were kept clean and tidy at all times, assisting colleagues with stock deliveries and completing tasks within the allocated time frame.

2017 – 2021                 Raising a family

2011 – 2011		Haven Kiln Park, Tenby		Housekeeping Supervisor 
Responsible for overseeing a team of 8 housekeeping assistants, cleaning static caravans and replenishing various consumable items. Duties included managing the team Rota and conducting visual checks for cleanliness and maintenance of all units upon completion. Duties also included efficient completion of all cleaning tasks within the allocated time frame in readiness for guest change over.




2006 – 2017		Tesco, Pembroke Dock		Retail Assistant
Duties included stock control, overseeing deliveries, dealing with customer enquiries, and serving customers, cash handling and till operating. Duties also included replenishing stock on the shop floor and completing tasks within the allocated time frame.


EDUCATION AND QUALIFICATIONS
2020-2022 Pembrokeshire College, Haverfordwest
NVQ Level 3 Child Care Play Learning Development

2019 – 2020	Pembrokeshire College, Haverfordwest
NVQ Level 2 in Child Care Learning Development 

2000 – 2005 Pembroke Comprehensive School				
GCSE – English Language, English Literature, Math's, Applied Science, Drama, Welsh Language, Religious Studies, Food Technology

FURTHER COURSES ATTENDED	
Fire Safety Training
Manual Handling
Health & Safety
Safeguarding
ELSA

VOLUNTARY WORK

2018 – 2021	Pembroke Dock Community School, Pembrokeshire
Duties include working under the direction of the Classroom Teacher and alongside other Learning Support Assistants in providing support to a group of pupils or on a 1:1 basis. Duties also include assisting with preparation of materials and displays, clearing away resources as required, and contributing to the delivery of individual education plans (IEPs) under the direction of the Class Teacher. Also responsible for supervising the school yard and dinner hall and ensuring all pupils are safe at all times.

HOBBIES & INTERESTS 

I enjoy yoga, gardening and spending time outdoors walking with my family. 

References available on request.
Write a covering letter
(700 words)

Jodie Todd
135 Bush Street, Pembroke Dock, SA72 6LW
Jodie297@gmail.com
31st October 2024
‘To Hiring Officer,

As an experienced learning support assistant, I am very eager to pursue a more entailed job role within education, taking on board more reasonability. I wanted to write this letter to express my keen interest in the HLTA job role, that you have advertised at a local setting in Pembrokeshire. 
I am currently working as a leader for a nurture provision based in a local setting where my job allows me to work with planning alongside the teacher and adapt and deliver the planning for the children daily. I oversee the classrooms organization and create all learning experiences alongside my staff whom I also manage. I am a hard-working member of staff who takes pride in my role daily, ensuring the children are at the heart of my practice, meeting all their individuals meets to a high standard.  I feel I show great leadership skills as well as working as part of a team successfully. Given this new opportunity I believe you will see my friendly mannerism, adaptable attitude and infectious enthusiasm which will not go unnoticed in the workplace, if you consider me for the new role. 
When coming into education I took on voluntary work where I originally started for a 6-week period, I stayed and continued to volunteer for 2 years until employment became available. I feel this shows my dedication and drive to succeed. With this I have followed through all the training necessary to further my learning and understanding of children. I completed a Child Care Learning Development NVQ level 2 in 2020, followed by Childcare Learning Play Development, NVQ Level 3 during my first two years in a school setting. I found these courses extremely relevant to my practice. They provided me with the foundations I needed to improve my role through hands-on experiences and learning while on the job.
I found myself working in many different settings throughout primary school, once employed in 2021, these involved reception age, early years and flying start. During these roles I practiced learning through play, delivering fun stimulating activities to the children and being a positive role model supporting children in their first hands of experiences under the instruction of the classroom teacher, as well as supporting and delivering small group tasks. Alongside this I worked closely with personal care, nappy changing, and working with food hygiene delivering exciting snack times ensuring to model social communication and oracy skills. Another setting I have had the pleasure of working in is the LRC. During my time in the LRC I learned new concepts whilst gaining excellent coping strategies when dealing with behaviours which helped me grow my confidence in this area. I had a very short-lived experience in year 6 working in a classroom-based setting under the direction of the teacher which led me to begin new studies in university where I studied ‘Inclusive Education Foundation Degree’. This opened my eyes to a whole new concept behind education including educational theories, which I find myself using in everyday practice.
As a professional I am confident in my work ethic and enjoy delivering learning experiences to children to help them reach their full potential. I feel forming positive relationships with children is the foundation to all success. By demonstrating good morals, values and being that superior role model figure, it allows children to fully commit to their learning environment benefiting the children’s holistic wellbeing. I work closely with parents daily in my current role, forming great relationships which displays I can communicate effectively. Whilst being the lead role I work alongside other women, and we collaborate excellent in a team. I am a keen learner, and I am also eager to learn new skills and improve my current practice and knowledge. 
Taking the lead role has led me to believe I have natural leadership abilities and my true passion for leading is growing with grace. Taking a step higher on the career path would be my next challenge to further my career and professional growth which leads me to the reason I am writing this letter. I believe I possess all the qualities you ask for in your advertisement and I hope you do consider my skills and experience when allocating this job role.

Kind regards 

Jodie

                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         


                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                  
















 Write a covering letter 
(700 words)

Jodie Todd
135 Bush Street, Pembroke Dock, SA72 6LW
Jodie297@gmail.com
31st October 2024
‘To Hiring Officer,

As an experienced learning support assistant who is very eager to pursue more entailed job role within education taking on board more reasonability, I wanted to write this letter to express my keen interest in the HLTA job role you have advertised at a local setting in Pembrokeshire. 
I am currently working as a leader for a nurture provision based in a local setting where my job allows me to work with planning alongside the teacher and adapt and deliver the planning for the children daily. I oversee the classrooms organization and create all learning experiences alongside my staff whom I also manage. I am a hard-working member of staff who takes pride in my role daily, ensuring the children are at the heart of my practice, meeting all their individuals meets to a high standard.  I feel I show great leadership skills as well as working as part of a team successfully. Given this new opportunity I believe you will see my friendly mannerism, adaptable attitude and infectious enthusiasm which will not go unnoticed in the workplace.
When coming into education I took on voluntary work where I originally started for a 6 weeks period, I stayed and continued to volunteer for 2 years until employment became available. I feel this shows my dedication and drive to succeed. With this I have followed through all the training necessary to further my learning and understanding of children. I completed a Child Care Learning Development NVQ level 2 in 2020, followed by Childcare Learning Play Development, Level 3 during my first two years in a school setting. I found these courses extremely relevant to my practice. This gave me the foundations for my practice while improving my role through hands on experiences and learning while on the job. I found myself working in many different settings throughout primary school, once employed in 2021, these involved reception age, early years and flying start. During these roles I practiced learning through play delivering fun stimulating activities to the children and being a positive role model supporting children in their first hands of experiences. Alongside this I worked closely with personal care, nappy changing, and working with food hygiene delivering exciting snack times ensuring to model social communication and oracy skills. Another setting I have had the pleasure of working in is the LRC. During in time here I manage to learn new concepts whilst gaining excellent coping strategies when dealing with behaviours which helped me grow my confidence in this area. I had a very short-lived experience in year 6 working in a classroom-based setting under the direction of the teacher which led me to begin new studies in university where I studied ‘Inclusive Education Foundation Degree’. This opened my eyes to a whole new concept behind education including educational theories, which I find myself using in everyday practice.

As a professional I 

Taking the lead role has led me to believe I have natural leadership abilities and my true passion for leading is growing with grace. Taking a step higher on the career path would be my next challenge to further my career and professional growth which leads me to the reason I am writing this letter. 
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