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[bookmark: _Toc100693404]1.0 Introduction
In the following assignment the Author will discuss professionalism and ethics and why they are important within the construction industry, whilst identifying how professionalism is measured. The Author will then discuss professional development giving a summary of their works and experiences whilst discussing the importance of organisational behaviour and the benefits it brings to a person’s development. Leadership is vitally important for professionals in the construction industry. The Author will discuss the different leadership styles relaying on the Authors personal experiences. The Author will provide a personal statement in regards to their own leadership style, highlighting what they believe are the key characteristics in making a good leader. Finally, the Author will discuss the importance of teamwork and working collaboratively. They will provide a reflective account of their own development regarding teamwork, highlighting what they believe they bring to a team. 
[bookmark: _Toc100693405]2.0 Professionalism and good ethical practice in construction
[bookmark: _Toc100693406]2.1 Introduction
In this chapter the Author will discuss importance of professionalism and ethics within decision making in the construction industry whilst highlighting the means of measuring professionalism. The author will summarise the important cases surrounding effects and professionalism and the consequences when it goes wrong. 
When making any decision in business or everyday life, ethics will form part of that decision. When “best practice” is discussed in the construction industry they are likely to be examples of good ethics within the industry.
[bookmark: _Toc100693407]2.2 Ethics within the workplace
When discussing fairness at work, hiring procedures, employee wellbeing and salaries, workplace ethics are vitally important. Good companies will ensure these things are a priority as standard, not just because there are government legislations surrounding them. Subsequently good workplace ethics go hand in hand with integrity and trustworthiness. A company that treats its workers well will reap the rewards from dedicated and loyal staff. Workplace ethics give an opportunity for a business or company to show their values, which can be used as a recruitment strategy. 
[bookmark: _Toc100693408]2.3 Ethics in construction
In order for ethics in construction to be effective they must start from the highest level. Best practices and good ethics should be promoted by the senior management team however culture also plays a large role as it is not a tick box exercise but more of a holistic development.
[bookmark: _Toc100693409]2.4 Code of conduct in construction
Although there is no mandatory code of conduct within the construction industry many companies decide to voluntarily create their own. Effectively this is a set of rules and principles that the company agrees to work to and is tied into their values and ethics. These may include items such as workplace behaviour for example, abusive language, loud radios, wolf whistling etc. Producing a code of conduct is a clear indication that the construction company has chosen to prioritise good practice and values within the workplace. Companies that do this should be recognised for going the extra mile as this is not a legal requirement. 
[bookmark: _Toc100693410]2.5 Unethical conduct within construction
Conduct that is unethical can result in corruption, below are examples of the most unethical practices that have been discovered in the construction industry:
· Bribery
· Poor documentation
· Incorrect payments (late or short) 
· Price covering 
· Cutting bids
The construction industry has a reputation for these sorts of conducts, however many construction companies are committing themselves to work and promote good ethics and practices. Education can help in tackling this issue by identifying what is considered as corruption or unethical conduct.
[bookmark: _Toc100693411]2.6 Examples of poor professionalism in the construction industry
In the case of Beumer Group UK Ltd v Vinci Construction UK Ltd [2016], Vinci was appointed the main contractor at Gatwick airport carrying out works that included the baggage handling system. Beumer were appointed as a subcontractor who then sub-subcontracted part of their works to Daifuku Logan Ltd however there was a falling out between Vinci and Beumer subsequently starting an adjudication and appointing an adjudicator. During this time there was already adjudication between Beumer and Logan and the adjudicator that was appointed was the same for the adjudication between Vinci and Beumer. During all of this neither Beumer nor the stated adjudicator informed Vinci of the concurrent adjudication meaning Beumer were defending their claim against Logan whilst advancing their claims against Vinci in front of the same adjudicator with Vinci being none the wiser. It was found by the court that the adjudicator had a professional obligation to inform Vinci that he was already appointed and working on the other adjudication. The court also held that Beumer were seriously at fault for letting this position arise in the first place and the court was extremely critical of its conduct and deemed Beumer as unprofessional as well as unethical. 
Another case surrounding professionalism is Celtic Bioenergy Limited v Knowles Limited [2017] the facts surrounding this case are complex. Celtic found themselves in the midst of arbitration regarding fees with a previous dispute representative. Part of Knowles’ arbitration with Celtic stated that various claims they had against one of Celtics clients, Devon County Council, had to be dropped. Knowles came forth with evidence that made the adjudicator believe that the claims against Devon County Council had been dropped. However, after the arbitrator issued its verdict, it came to light that Knowles had been concurrently pursuing Devon County Council. The Court remitted the award issued by the arbitrator in line with Arbitration Act (1996) under section 68 (2) as “serious irregularity, they were also clear and harsh with their criticism of Knowles. This is no easy task as the test for section 68 (2) is high. However, the serious irregularity in this case was fraud. Effectively this means dishonest conduct, reprehensible conduct or unconscionable conduct. It was found that Knowles did in fact mislead the arbitrator deliberately. Therefore, the court had no second thoughts in criticising the conduct of Knowles and found them to be deceitful and dishonest, being well below the required standards for professional people. 
These examples are harsh reminders of the effects of not behaving with professionalism in any business particularly surrounding disputes. 
[bookmark: _Toc100693412]3.0 Measuring professionalism in the construction industry
There are two main organisations that provide chartership to professionals, these are the Royal Institute of Chartered Surveyors (RICS) and the Chartered Institute of Building (CIOB) these bodies provide codes of practice and conduct rules that professionals should abide by and measure themselves on. 
[bookmark: _Toc100693413]3.1 CIOB code of professional conduct
Companies or consultancies with charterships must at all times undertake its duties to its clients, supply chains and employees with efficiency, integrity and honesty. A quality service and value for money must be provided by the company or consultancy at all times, whilst recognising its responsibilities toward the general public subsequently achieving a positive reputation within the construction industry. These companies should:
· Ensure they comply with the rules set out within the chartered building company/ consultancy scheme.
· Ensure all its affairs are managed correctly in effect conducting itself in accordance with good practices.
· Keep all of their employees and supply chain informed of the obligations set out in this code as well as monitor their compliance.
· Ensure all staff and any members of its supply chain are qualified as well as competent with any works that they are responsible for. 
· Ensure that their insurance provides adequate cover for all possible risks.
· Look to resolve complaints it may receive quickly and effectively.
· Ensure any confidential information surrounding the businesses activities and its clients are not divulged.
· Ensure any business that is conducted outside of its own country is carried out in accordance with this code as long as it is applicable to the customs and practices of said country.
· Ensure that the dignity of CIOB is upheld as well as its reputation.
· Making sure that the interests of its clients is always of upmost importance.
· Ensuring any staff working in the administration of the construction process are working towards or have ascertained a relevant qualification and are working in line with “continuous professional development (CPD)” 
· Ensuring all employees have current knowledge of the standards and practices surrounding health and safety and are given priority.
· CBC members must try to maintain awareness on all industry developments where reasonably possible.
CIOB (2015)
[bookmark: _Toc100693414]3.2 RICS Rules of Conduct
The Rules of Conduct follow the same principles as those in the CIOB Code for professional conduct. The RICS are 5 rules:
1. All members, building company’s and consultancies remain honest, work with integrity at all times and ensure compliancy with their obligations as professionals, including those to the RICS
2. All members, building company’s and consultancies must ensure that their professional competency is maintained as well as making sure all services provided are done by competent professionals with relevant expertise.
3. All members, building company’s and consultancies must ensure all services provided are of good quality and have had adequate diligences carried out.
4.  All members, building company’s and consultancies must encourage diversity and inclusion ensuring everyone is treated with respect.
5. All members, building company’s and consultancies must take responsibility for their actions and make sure they act in the public interest whilst making sure all possible action is taken to prevent harm and maintain the public’s confidence in their professionalism.
RICS (2021)
[bookmark: _Toc100693415]4.0 Organisational Behaviour 
[bookmark: _Toc100693416]4.1 Introduction
In this Chapter the Author will discuss the importance of understanding organisational behaviour and the benefits that can be achieved from understanding it.
L. M. Prasad defines Organisational behaviour as 
“….defined as study and application of knowledge about human behaviour related to other elements of an organisation such as structure, technology and social systems”
The centre of all successful organisations are its employees and how they work together effectively. Everybody has different personality traits and characteristics however the way in which they interact with each other is essential in meeting the objectives of an organisation. This is true for all organisations, especially in construction which is clearly a larger difference to other industries. Due to the complexity and differences within the industry there is a vast range of specialists and professionals with very unique skills all working closely together to produce a successful project on time and within budget. Understanding the way people in the construction industry behave and work with each other is essential for a successful project. Organisation behaviour is a well-established field in mainstream management literature however, the specific issues and idiosyncrasies found in construction and the workers within cannot be generalised. Organisational behaviour within the construction industry discusses the behaviour surrounding the groups and individuals regardless of the organisations manufactured to manage a contract. It discusses the performance impacts of their behaviours on a construction organisation and their specific contribution on the project, Anthony Walker (2011).
The four different models surround organisational behaviour are specified below
[bookmark: _Toc100693417]4.2 Autocratic Model
The base of the Autocratic model is a power surrounding a managerial structure of authority. Employees working under this structure are herded towards control, obedience and discipline. They are completely dependent on their line manager or boss.  The performance is less as employee requirements as it is subsistence. The negatives surrounding this model are workers becoming frustrated easily, increased insecurities, management dependent and most likely low performance due to low wages, Smirti (2021).
[bookmark: _Toc100693418]4.3 Custodial Model
The base level surrounding the Custodial model relies on a managerial orientation of money surrounding economic resources. Employees working under this model structure are driven towards provided benefits and security. Employee requirement is security, and they are dependent on the organization. The is created and adjusted by companies that have high resources. It highly depends of economic resources whilst its approach is dependent on the firms approach rather than on a specific boss or manager. As they are satisfied however not strongly encouraged, they provide passive cooperation, Smirti (2021a).
[bookmark: _Toc100693419]4.4 Supportive Model
The base level of the supportive model is supportive managerial structure surrounding leadership. The employees working under the model are orientated towards the performance and participation of their job. Status and recognition are the employee requirement that need to be met. The supportive model relies on the leadership striving for the best performance. It sets an environment for employees to develop, grow and achieve the best results from their job tasks in the organisations interest. Employee’s performances are assisted by employers and the participation is felt by them, Organisational Behaviour Study Guide (2022).
[bookmark: _Toc100693420]4.5 Collegial Model
The base level of the Collegial Model is a managerial teamwork structure surrounding partnership. The workers working under this model are pushed towards behaving responsibly with self-disciplined. Self-actualisation is the requirement that is met by the employees. The result is “moderate zeal”. This is an add on to the supportive model, an adjustment to the teamwork approach is made for this model. There is maintenance of self-discipline and workers feel they have an obligation to ensure quality standards are upheld and created for a better company image Aishwarya Chauhan (2021) 
[bookmark: _Toc100693421]4.6 The Benefits of understanding Organizational Behaviour
By understanding organisational behaviour managers are able to develop the 5 below key skills:
1. Recognise and promote correct behaviours – Behaviours that benefit others and a company as a whole are specified as “Prosocial”. Management needs to understand how to identify these behaviours and promote/reward them, subsequently discouraging behaviours that lead to poor interpersonal dynamics and mistrust 
2. Creating a good workplace culture – Prosocial behaviours of individuals don’t always develop naturally, when new workers are employed, they will not start with the required mental structure for the company to be successful. Rewards, recognition, perks and bonuses are all incentives that can be used to create a supportive and selfless workplace culture. 
3. Motivating prosocial behaviours from employees – They provide a collection of tools that managers can use to motivate employees. This will take in to account the differences of individual employees. 
4. Recognising the reasons of antisocial behaviours – Behaviours that are toxic can spread throughout a department and possibly a whole organisation being created by an individual, possibly coming from top working its way down, however they may also come from external influences. A manager who has expertise surrounding organisational behaviour should be able to identify the root cause.
5. Assess likely employee response prior to starting organizational change – Be able to predict the future as close as possible, is important for managers and more important as work leaders climb the ladder in an organisational structure. Leaders must be able to predict how employees will react, in order to determine the correct strategies and successfully implement them.  This will also help develop contingencies. Predictive capabilities are a result of organisational behaviour studies, Northwest Missori State University (2018).  

5.0 [bookmark: _Toc100693422]Understand Leadership theories
5.1 [bookmark: _Toc100693423]Introduction 
In this Chapter the Author will highlight the leadership theories and the importance of understanding them. The Author will draw on an experience they have witnessed to provide a critical analysis of the situation discussing the leadership styles and the things that could have been done better.
Leadership theories provide details on why and how certain individuals develop into leaders. They concentrate on the characteristic traits and behaviours of the individual and can adjust in order to maximise their capabilities as a leader. The top traits that are seen and are vital for adequate leadership are, good ethics and morals, self-organised, leading with efficiency, aiding in employee’s growth and showing a sense of belonging and connection.
There is sufficient research that provides evidence that the above traits are widely considered vitally important for leaders all around the world. These theories aid in discussing how these traits can be obtained and developed.  In recent years these theories have been formalized, allowing them to be understood, discussed and analysed easier.
There are many different leadership theories however there are only a few that are well known. It is important that these well-established theories are understood and recognised, more so if whilst working as a company or organisation leader. 
It is important to have an understanding of the effects of social and psychological impacts as it will determine the kind of leader an individual will strive to be. The four main leadership theories are discussed below:

· Transformational Leadership Theory, - this leadership model relies on encouraging a team to obtain a goal successfully. By increasing the self-confidence and morale of a team can help in aligning them to achieve an overall vison or common purpose Chioma Ugochukwu (2021).
· Transactional Leadership Theory, - this leadership model relies on motivation and direction towards its employees by appealing to their self-interests. Leaders of the model use their given authority and responsibility within the organisation. The purpose of the employees is to follow the leaders’ instructions management Study Guide (2022)
· Charismatic Leadership Theory, - this leadership model defined by the leader’s ability to use their skills of communication, persuasion and charm to manipulate others. Leaders that use this model are extremely valuable within a company that is struggling to develop and move forward as they have the ability to form connection with people on a deeper level than others, Sophia Lee (2020).
· Fiedler’s Contingency Theory. – This theory states a leader’s effectiveness is measured on how well their leadership style works with the given environment. The basis of this theory resides of the idea that everyone has one leadership style and can be scored on the Least Preferred Co-worker scale (LPC). This theory suggests that leaders are either relationship or tasks oriented. In line with Fiedler, leaders that are task-oriented obtain their best results whilst facing strong favourable or unfavourable scenarios. Relationship-oriented leaders are more suited towards mixed favourableness, Expert Program Management (2018)
5.2 [bookmark: _Toc100693424]Personal experience.
5.2.1 [bookmark: _Toc100693425]Event Witnessed
The event witnessed and discussed in this section is a real event, however the names have been changed in order to protect their privacy.  The Organization in this event is a large house builder, working all over the UK. The leadership styles in discussion are those of the site management team as well as the commercial team. 
In April 2021 the site management team were given a target to “legally complete” 30 homes. “Legally complete” within the organisation is defined as fully constructed with external works finished, fully snagged and signed off by the building warranty (NHBC). If the site management team were successful, they would receive a bonus. This drove the management team to put pressure on the trades to work faster and more efficiently. The site management sourced extra labour and provided weekend work in order to reach said targets. 
Whilst the site managers were given these targets the commercial team were working together to ensure the organisations were exceeding the profit margins set. The commercial team were looking to cut unnecessary costs surrounding extra labour and overtime. The Commercial team looked at discussing costs and expenses with trades looking to negotiate the most cost effective ways of building.  
This effectively created a situation that where employees were working against each other with mixed signals. 
The targets and aims where issued by MR Daniels (fake name) who was looking to achieve the best of both worlds, however only caused headaches for both the management and commercial teams. There was also negative effects with the workers on site as they were receiving different instruction for different management positions.
5.2.2 [bookmark: _Toc100693426]Critical Analysis
[bookmark: _Toc100693427]5.1.2.1 Outline 
The outline of the report is to analyse the above situation of different management structure working in the same scenario.
[bookmark: _Toc100693428]5.1.2.2 Introduction 
The following analysis has been carried out to discover the different leadership theories being used and why they didn’t work effectively.
[bookmark: _Toc100693429]5.1.2.3 Theory 
The Authors theory is the overall leadership was a mix of leadership theories that do not work well, subsequently creating a negative working environment and culture.
[bookmark: _Toc100693430]5.1.2.4 Analysis
The Key points the author has chosen to analyse are firstly the leadership structure in regard to the site managers targets. The site managers were given targets to achieve and would receive bonuses meaning working for self-interest. It is the Authors opinion that this leadership model is a Transactional Leadership Theory as the employers are relying on motivating their employees on self-interest.  The second point is the leadership theory of the Commercial team, the commercial team use clever communications skills to negotiate, persuade and charm the sub-contractors to provide lowest costs and most cost-effective methods possible to achieve the organisations goals. It is the Authors opinion that the leadership model being use is Charismatic Leadership Theory, as the commercial team are using their skills of communication, persuasion and charm to manipulate the subcontractors. The third point the Author witnessed in the above event is the site management leadership model towards the subcontractors on site. The site managers took more of an encouraging management role whilst managing and leading the workers on site. The site management relied on encouraging a team to successfully achieve the targets set, this model is a Transformational Leadership Theory as they relied on encouraging a team to obtain a goal successfully. 
[bookmark: _Toc100693431]5.1.2.5 Conclusion
It is the Authors analysis that the organisation incorrectly use their leadership model creating confusion and a negative working environment.

5.2.3 [bookmark: _Toc100693432]What could have been done better?
There should have been better communication between the site management and the commercial team in the leadership models that were going to be utilised on site. The senior management created an environment where the commercial team and site management team were working against each other trying to achieve separate goals. Subsequently neither goal was achieved successfully.

5.3 [bookmark: _Toc100693433]Personal Statement
The Author has chosen to provide a personal statement for the type of leader they are.
The Authors core purpose as a leader is to be approachable and nurturing whilst motivating their workforce to work effectively and efficiently. The Author believes that true leaders should be open minded and approachable, this will mean their employees will feel comfortable in coming forward with issues or possible issues meaning they can be addressed and rectified. The author also believes that nurturing and development is vital for not just the worker but the organisation itself. Developing employees’ abilities will help them become self-sufficient within the workplace freeing up supervisors. The Author believes that their employees would want to be led by them due to the reasons above along with their ability to lead by example. The Authors leadership role model is Jacinda Ardern, as her response to changing events is effective and believes in a “we” rather than “I” way of working. She is aware of her strengths however acknowledges her weaknesses and accepts advice and acts accordingly. The Author has had multiple events in her career that have shaped the way they have developed as a leader one being her experience working within the catering industry, the author was forced to work extremely long hours without breaks and a constant fear of dismissal, there was little to no positive feedback which was extremely demoralising, however the Author learnt that this is not the type of leader they wish to be. True leaders are respectful understanding and motivational. A true leader would never expect an employee to carry out a task they wouldn’t do themselves. The Author believes that they bring a level-headed and calm control to leadership, they rely on group ethics and motivation to carry out projects successfully. The Author believes in leading by example and will always strive to not just improve and develop their team but also themselves.  As the Author has developed their leadership style surrounded by motivation and teamwork, they expect their employees to be enthusiastic, open and honest. They expect the employees to have drive, to be the best they can be by continuous development and improvement. However, they accept that not all employees wish to develop into higher roles but expects them to be the best version of themselves. They except honesty from the employees, any issues the team are facing should be discussed and addressed, they believe that an issue shared is an issue halved. The Author believes their leadership theory is strongly centred around Transformational Leadership as this leadership model relies on encouraging a team to obtain a goal successfully. They will look to increase the moral and self-confidence of individuals and the team as a whole.
[bookmark: _Toc100693434]6.0 Teamwork 
[bookmark: _Toc100693435]6.1 Introduction 
In this chapter the Author will provide a personal statement surrounding teamwork along with a reflective account about their own journey and development regarding teamwork. They will also discuss Belbin’s theory regarding team work and the importance of understanding it.
[bookmark: _Toc100693436]6.2 Personal Statement
Teamwork is important in the working environment none more than the construction industry this is due to its nature of multiple disciplines such as tradesmen, management, architects’, surveyors and many more. The Author didn’t have the best start in team work as from a young age they didn’t play well in groups. Being very successful in individual sports, the Author developed a personality that could only rely on itself. However, through the second half of their education they were pushed more into team sports where teamwork was vital for victory. Through these years the Author developed their teamworking skills by first being relied on but also by relying on others. These years were key for the Authors later careers and jobs.
Dr Meredith Belbin is famously known for studying teamwork and recognised that individuals will assume different team roles. Dr Belbin specified 9 different roles that are key to successful team. 
Belbin Categorized these roles in to three categories, Action Oriented, People Oriented and Thought Oriented. There are typical behaviours associated with the roles that provide strengths however they also come with weaknesses, Belbin defined these as “allowable weaknesses”. 
The roles are shown below:
1 Actioned-Oriented Roles
· Shaper – This role improves the team by challenging them.
· Implementer - This role uses ideas and puts them into action. 
· Completer Finisher – This role ensures completion on time.
2 People- Oriented Roles
· Coordinator – This individual will assume a chairperson role.
· Team Worker – This Role Encourages cooperation.
· Resource Investigator – This role looks for alternative methods.
3 Thought-Oriented Roles
· Plant – The role will come up with and express new ideas and approaches.
· Monitor-Evaluator – This role will analyse the options available.
· Specialist – This role Provides specialists skills.
Having an understanding of Belbin’s team roles can assist employers in recognising possible strengths and weaknesses whilst reducing and overcoming conflicts as well as understanding what everyone brings to the table, Mind Tools Team (2022).  
The Author has undertaken the Belbins test and scored high on the Completer finisher category as well as on the coordinator category. The authors strengths are their efficiency, reliability and organisational skills. They also excel in confidence and maturity whilst clarifying goals and objectives for their team. However, the authors “allowable” weaknesses surround their hesitation to try alternative or new methods. They are aware that they sometimes delegate a little too much which fits in the role of a coordinator.
To summarise the Author believes they have developed excellent team working skills mainly from their sporting activities as a teenager and would be an excellent addition to any team.  


[bookmark: _Toc100693437]7.0 Conclusion 
The Author has discussed professionalism and ethics and highlighted the importance on understanding these, especially in the construction industry. The Author gave examples of the consequences of when ethics and professionalism isn’t at the forefront of decision making. The Author has identified the key professional boards in charge of measuring professionalism. The Author then highlights professional development and the importance of understanding organisational behaviour and how it can benefit individuals’ development. The Author has then summarised the importance of leadership and the different leadership styles. The author has then provided a personal statement surrounding leadership styles and teamwork.
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Appendix A
Amy Davies CV.
I am a highly organized, reliable and hardworking professional with extensive knowledge in managing innovative and profitable projects that simultaneously assure great client satisfaction. I am a team worker with excellent communication skills and can adapt in highly dynamic and changing situations.
 Areas of expertise include.
•	Project management		
•	Scheduling facilities
•	Public relations

•	Reconciliation

•	Marketing

•	Events management
Experience
Waddle Insurance, Uplands, Swansea			March 2019 – Present
Manager of administration, sales and claims support
•	Deal with correspondence between clients and providers 
•	Manage the reconciliation from all insurance companies, inputting the information to excel spreadsheets and notifying companies of any discrepancies found
•	Inputting client data to the relevant spreadsheets and files
•	Identifying compliancy issues and notifying the correct person(s) to ensure these are rectified immediately
•	Notifying our financial advisors of any possible cancellations and providing them with the advice and information to resolve these issues
•	Managing a team of 10 members ensuring they are productive and hitting their monthly targets





Norton House Hotel, Mumbles, Swansea	November 2014- March 2019
Wedding/Function and Operations manager
•	Managing and prioritising multiple projects in parallel and always delivering on time
•	Contacting suppliers and comparing prices in order to find the most cost-effective services for our clients
•	Conduct in-person and phone meetings with clients to understand their wedding needs and goals
•	Inspire clients with ideas on décor, theme, and catering, taking into account diverse customer needs
•	Create customised event plans to match the client’s vision and budget, proposing the most appropriate and cost-effective options and influencing appropriately if necessary 
•	Maintain line of communication with clients and families to address any last-minute needs or changes recognising and respecting how stressful having a wedding is and remaining calm at all times
•	Prepare staff schedules for event set-up, ceremony, reception and break down
•	Respond to enquiries for potential weddings and functions
•	Improved marketing and sales strategies through web and social media presences 
•	Research and negotiate the most beneficial advertisement for the hotel and work within a monthly budget
•	Horizon scanning to keep abreast of wedding trends to ensure that Norton House can deliver them
•	Managing and engaging a team of up to 20 members of staff
•	Continuously monitoring current processes looking for smarter ways of working and improvements to the system as well as options available and working practices


Norton House Hotel, Mumbles, Swansea	February 2014-November 2014
Duty Manager
•	Began working at the Norton house hotel as a duty manager and was then promoted to the hotels wedding planner.
•	Increasing sales by ensuring guest satisfaction and delivering a high level of hospitality
•	Meeting and greeting guests
•	Actively marketing and promoting the business through a variety of platforms
•	Overseeing the running of the restaurant, accommodation, functions and weddings
•	Dealing with and responding to customer complaints and doing my upmost to ensure customers leave satisfied
•	Organise staff schedules and workloads to maximise productivity 
•	Managed inventory for all shifts and ordered supplies


Education
Higher National Certificate (HND) construction in the built environment/construction management 
Currently Studying 			September 2019- Present
Swansea Metropolitan University						
Higher National Diploma in hotel, catering and events management	September 2012-May 2014
Swansea Metropolitan University						Distinction 
A-Level in Psychology								September 2010-June 2012
Neath Port Talbot College							C-Grade
GCSE’s										September 2005-2010
Birchgrove Comprehensive School						12 GCSE’s A*-C

Experience
O’connors Utilities 						March 2021 – April 2021
Trainee Quantity Surveyor
•	Undertaking subcontractors fortnightly and monthly payments
•	Reconciliation of onsite measures, as well as working and non-working hours
•	Carried out material stock checks on and off site and applied for material on site valuations
•	Measuring and valuing compensation events and variations 
•	Attended cost value report meetings as well as bill of quantity reviews


Skills
•	Organise and communicate highly detailed planning and time management objectives to ensure 
all team members understand their roles and responsibilities.
•	Finish all tasks and projects on time with a reliably high level of quality
•	Display a thirst for knowledge, becoming an expert on any product or subject required quickly, and 
able to convey that knowledge clearly to others
•	Approach challenges as opportunities to improve skills and abilities, seeking advice and criticism to 
constantly improve
•	Utilise interpersonal skills to motivate and encourage co-workers, understanding that major goals are 
achieved through teamwork
•	Remain calm under pressure, delivering workable problems during crisis scenarios in a timely manner
•	Team worker who is able to adapt in highly dynamic and changing situations
•	A good understanding and working knowledge of Microsoft Office
•	Level 3 certification in food hygiene – Last updated in 2018
•	Level 2 certification in fire safety – Last updated in 2019
•	Level 3 certification in first aid training – Last updated in 2020

References available upon request
 Appendix B
Personal Development Plan 
	Objectives
	Success Criteria
	Actions
	Implementation 

	To take over the valuations from my senior on my project 
	I will know I have achieved this goal when my senior is happy for me to complete and submit these
	I walk around site with my senior when he is completing his assessment and undertake a draft assessment myself for comparison.
	I will use this comparison to measure my ability to undertake the valuations on site.

	To chair a sub-contractor pre-start meeting
	I know I will have achieved this goal when I can chair the pre-start with confidence.
	I will sit in on pre-start meetings taking notes for reflection. 
	I will use this information to guide myself though pre-starts whilst my senior is present.



