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Old CV                                                         
Charlotte Jeanette May	Comment by charlotte may: Make name bigger, let it stand out, also full name is not needed
Noakes 1 Flat 8,
UOW Trinity Saint David - Carmarthen Campus,	Comment by charlotte may: I do not need to write Carmarthen campus as I already state where in the address
Carmarthen,	Comment by charlotte may: Address can be left aligned and phone numbers and email right aligned, reducing space that this takes up.
Carmarthenshire,
SA31 3EP.

Mobile: 07758841659
Email: sssharlot@hotmail.co.uk

Personal Profile
I am a hardworking, honest individual. I am a good timekeeper, always willing to learn new skills. I like to make friends, be helpful and polite and have a good sense of humour. I am able to work independently in busy environments and enjoy working within a team setting.	Comment by charlotte may: More needs to be added here, speak of  volunteer roles and employed posts. Left align this again to save space and be in the right format.	Comment by charlotte may: Add bullet point key skills after this

Education	Comment by charlotte may: Make all headings bold to make it easy for the reader to navigate the CV.	Comment by charlotte may: Current education? BA Social Studies, latest first.
G.C.S.E'S	Comment by charlotte may: Latest qualifications first
English (Double Award) - C,D
Maths- C
Design Technology - C
Media Studies - C
Health and Social Care (Double Award) - C,C
I.T - C
Science - D,D
Higher Education	Comment by charlotte may: Add in training courses attended
Diploma in Childcare and Education Level 2 - Awarded Grade A	Comment by charlotte may: Include dates for qualifications
First aid certificate - Pass
Health and hygiene certificate - Pass
Diploma in Childcare and Education Level 3 - Awarded Grade B
First aid certificate - Pass	Comment by charlotte may: Expiry dates? Would be useful to renew?
Health and hygiene certificate - Pass


Employment history

May 2018-Present	Comment by charlotte may: Make this left aligned and more succinct.
Job title: Café waitress
Company: Ambassadors café
Description: Using the coffee machine, helping with food prep in the kitchen, serving customers.	Comment by charlotte may: Do not need to include titles for the job title, company and descriptions. 

May 2017-2018
Job title: Waitress/Bar staff
Company: Pencnwc Holiday Park
Description: Serving drinks, customer service, waiting on tables, till use, general cleaning.

May 2016-2017
Job title: Waitress/kitchen staff
Company: Ar y Bel (Playzone)
Description : General cleaning and customer services, money handling, till use.

September 2015 - 2016
Job title: Volunteer Waitress/bar staff
Company: Diablo's Carmarthen
Description : Waitressing, Taking orders, Customer services, General cleaning, Bar work.

January 2002 - 2013
Job Title: Helper
Company: ACM Entertainments
Description: Helped in family business, bouncy castles, Disco's, Karaoke, Food van, Money collecting, Cleaning.

July 2010 - November 2012
Job Title: Waitress/Bar staff
Company: Brains - The Monachty Aberaeron
Description: Waitressing, Taking orders, Customer services, General cleaning, Bar work, Making desserts.

April 2003 - November 2012
Job Title: Waitress/Bar staff
Company: The Royal Oak, Aberaeron
Description: Waitressing, Taking orders, Customer services, General cleaning, Bar work, Making desserts.

November 2007 - November 2009
Job Title: Shop Assistant
Company: Costcutter, New Quay, Wales
Description:  Customer services, General cleaning, Till work, Stocking shelves .

September 2008 - November 2008
Job Title: Carer
Company: The Rowan Organization
Description: Looking after two children with San Phillipo Disease, Cleaning, Changing, Bathing	Comment by charlotte may: Put voluntary work before Hobbies and Interests. Stick to format as seen on (Careers.southwales.ac.uk, 2019). Include skills you have gained through voluntary work.

Hobbies and Interests	Comment by charlotte may: Achievements – starting the eating disorder support group. 
I really enjoy spending time with my younger sisters, taking them to theme parks and outings. I also enjoy Music, Films and Reading, I do some crafts with my time too such as Card Making and Cross Stitching. I am currently a student at University of Wales Trinity Saint David studying Social Studies. I chose this subject because in the future I want a job that works with people and something that helps people.

References	Comment by charlotte may: Update references. 
Name : Jessica Elder
Address: Llwyn Ysgaw, Plwmp, Llandysul, Ceredigion, SA44 6HS
Telephone: 07944766118
How you know each other:
I worked with Jess while on my placement at college.

Name : Sharon Rotie
Address: Coleg Ceredigion, Cardigan, Park Place, SA431AB.
Telephone: 01239612032
How you know each other:
Sharon was my college tutor.


























Charlotte May
Noakes 1 Flat 8,
UOW Trinity Saint David,
Carmarthen,
Carmarthenshire,                                                                                            Email: sssharlot@hotmail.co.uk
SA31 3EP.                                                                                                          Mobile: 07758841659


Personal Profile 
I am a hardworking, honest individual, for many years I have worked with my family for our family business and this has taught me how to be hardworking and committed to work. I am a good timekeeper, always willing to learn new skills, during many of my volunteering roles and jobs I have managed my time accordingly and have been keen to learn. 

I like to make friends, be helpful and polite and have a good sense of humor. I am able to work independently in busy environments and enjoy working within a team setting. During my time at university I have challenged myself in many ways, I have worked as a team to contribute to various pieces of work and have also been successful in working individually on essays and various assignments.

I am keen to help others and be a part of individuals mental health journeys. 

Education and qualifications
Currently in final year of university studying BA Social Studies 

Training
Overdose First Aid 26.06.19
Adult Mental Health First Aid 10.06.19
Substance 101 4.7.19

Higher Education 
2010-2012 - Diploma in Childcare and Education Level 3 - Awarded Grade B
2008-2009 - Diploma in Childcare and Education Level 2 - Awarded Grade A

G.C.S.E'S -2007 
English (Double Award) (C,D),  Maths (C),  Design Technology (C),  Media Studies (C), 
Health and Social Care (Double Award) (C,C),  I.T (C),  Science (Double award) (D,D)

Employment history

May 2018-Present, Café waitress, Ambassadors café
Using the coffee machine, helping with food prep in the kitchen, serving customers.

January 2002 – Present, Helper, ACM Entertainments
Helped in family business, bouncy castles, Disco's, Karaoke, Money collecting, Cleaning.

May 2017-2018, Waitress/Bar staff, Pencnwc Holiday Park
Serving drinks, customer service, waiting on tables, till use, general cleaning.

May 2016-2017, Waitress/kitchen staff, Ar y Bel (Playzone)
General cleaning and customer services, money handling, till use. 

September 2015 – 2016, Volunteer Waitress/bar staff, Diablo's Carmarthen
Waitressing, Taking orders, Customer services, General cleaning, Bar work.

July 2010 - November 2012, Waitress/Bar staff, Brains - The Monachty, Aberaeron
Waitressing, Taking orders, Customer services, General cleaning, Bar work, Making desserts.

April 2003 - November 2012, Waitress/Bar staff, The Royal Oak, Aberaeron
Waitressing, Taking orders, Customer services, General cleaning, Bar work, Making desserts.

November 2007 - November 2009, Shop Assistant, Costcutter, New Quay, Wales
Customer services, General cleaning, Till work, Stocking shelves .

September 2008 - November 2008, Carer, The Rowan Organization
Looking after two children with San Phillipo Disease, Cleaning, Changing, Bathing, regular risk assessments.

Volunteer History
2018- 2019 Volunteered for ‘Mind’ Carmarthen, making teas and coffees whilst chatting with the service users and listening to how their week has been. I have also run little craft groups and helped the service users with card making and other craft activities.

Currently, I am in the process of becoming a befriender for DeafBlind UK, I have just done my training with Time to Change Wales and am now a TtCW champion, which involves me going to different venues and talking about my personal experience with mental health in order to help others.  

I am also a volunteer with Mental Health Matters running an eating disorders group every month, soon to be weekly. In this group I help others with an eating disorder open up and talk about their issues and how the group can help in the future to assist in their recovery. 

Hobbies and Interests
I really enjoy spending time with my younger sisters, taking them to theme parks and outings. I also enjoy Music, Films and Reading, I do some crafts with my time too such as Card Making and Cross Stitching. I am currently a student at University of Wales Trinity Saint David studying Social Studies. I chose this subject because in the future I would like a job that works with people and something that helps people.

References 
Frank Ryan, 6 Moses Mead, Purton, Swindon, SN54GA.
07954146149, Frankdawn@hotmail.co.uk

Huw Pask, 11 High Street, Bancyfelin, Carmarthen, SA335ND.
07903583547, Paskie46@yahoo.co.uk



Personal statement 
I wish to be considered for the role of Mental Health Support Worker as I would like to further my knowledge of mental health and make a positive contribution towards patients’ recovery and improve their everyday life. I have gained some insight into mental health whilst carrying out a voluntary role with the charity ‘Mind’ which is specifically for people with mental health issues. In this role I have had the opportunity to support different individuals with a variety of needs and illnesses. I have provided support by building a professional relationship with the service users and have listened to their issues and what has happened in their day to day life. Sometimes providing advice and guidance such as giving out leaflets and finding relevant phone numbers. This has enabled me to develop good communication skills and I also recognise the importance of body language and good eye contact. In my role I have worked as part of a team and followed specific guidelines effectively, especially in relation to confidentiality and safeguarding issues. I was also given the opportunity to attend safeguarding and mental health first aid training, which was accredited and will be beneficial in my future career within mental health (Cottrell, 2003). This role has helped build personal self-esteem and self-confidence and has reinforced my positive thinking and expectations of a future job within a mental health setting (Stewart, 2009). Throughout the employability module it has been reinforced the need to keep up to date  records of my achievements in the form of a current CV. Being organised and having my employment history, qualifications, training and experience to hand is helpful in completing job applications. I realised my CV needed both developing and updating to include details of all my skills gained in voluntary and work placements. Therefore, I have revised my current CV.  I found the professional behaviour evaluation useful as it provided me with examples of how I can demonstrate the good employability skill of trust and respect. I have respected service users confidentiality by keeping their issues to myself unless it has needed to go further, in which case I would report it to my line manager for her to help with, however would still keep the issue confidential in terms of not telling anyone else outside of the organisation. My team working skills have been developed through working together on activities in lectures and group presentations. This has highlighted that whilst I can work independently working collaboratively with others has enabled me to share my skills and to benefit from the ideas of others. However, when working as part of a team in a group presentation, it was frustrating when not all team members were communicating effectively which impacted on the end result. Therefore, I have learnt how important good communication is when working together. I believe that I have the relevant knowledge and skills that is required by this post and would welcome the opportunity to be part of the mental health team (Cottrell, 2003).	Comment by charlotte may: I wanted to be clear and straight away focus on the job I was applying for. 	Comment by charlotte may: I believe mentioning ‘Mind’ and my job role there It would be evident that I am passionate about wanting to work in a mental health setting.	Comment by charlotte may: Referencing good qualities to the role.	Comment by charlotte may: Making sure I point out what has been improved so far. 	Comment by charlotte may: I felt it was important to talk about working as a team.	Comment by charlotte may: Communication is important when working alone or with others.









Personal Development Plan (PDP)
	Name: Charlotte May
	Role: Mental Health Support Assistant 



	What are my objectives?
	Where am I now?
	Where do I want to be?
	How will I get there?

	Complete my degree
	In the third year of the degree
	A Graduate
	By completing all assignments and dissertation.

	Get a job in mental health
	Working voluntarily in mental health
	Employed in a mental health setting
	Continuing with mental health experience by volunteering and then applying for suitable vacancies and speaking to the careers advisor in the university. 

	To establish the eating disorders support group (sorted)
	Starting with the first meeting on 21.10.19
	Providing support regularly to anyone affected by eating disorders
	By working in partnership with Mental Health Matters and planning and delivering regular meetings which help to promote wellbeing.

	Learning sign language 


	Volunteering for Deafblind UK
	Able to communicate effectively using sign language
	Begin a course to learn sign language.  




                                                                                                                           (Documentsandpdfs.com, 2019)















Reflective account
This module of work which was entitled “Skills for life: employability and future pathways” was described as a unit of work that would focus on employability skills and competences that will help with my future career path. My initial thoughts for this module were that the lectures would focus on job roles and requirements and how I would develop in my chosen field of interest. I felt that this module would help develop and evaluate my current employability skills and strategies to develop them further for future employment. The activities set out were extremely helpful and offered opportunities to explore how I apply myself to specific roles. The star technique was considered and used, which I found helpful as it allowed me to see how I work in a team setting. The STAR acronyms illustrates Situation, Task, Approach and Results. It gives a person the opportunity to show an understanding of what they know and how they would approach certain situations. The STAR technique uses a straight forward format to enable a person to answer questions for an interview (Reed.co.uk, 2019).
The opportunity to develop my employability skills seemed a very positive prospect as the module helped me to focus on what my skills are and how I could develop them further. Specifically, with reference to my chosen career aspirations. This module has enabled me to think about my future and what I need to do in order to reach my career goals.  I will continue with a high level of commitment I have towards my degree to enable me to qualify with a good classification which will also have a contributory factor in relation to my CV and future job prospects. I have also been involved with activities in the lectures that boost my knowledge of what a future employer may desire such as making lists of what makes a person employable and desirable for a job. Also, I have been to a Careers appointment with Mark Thomas within the university to speak about different careers and to update my CV which was very helpful. When guided by Cottrell (2003) I was able to write a personal statement which is also beneficial for future interviews relating to employment or voluntary work. The personal statement I have attached is relevant to the job description focused on within this assignment. I am aware that I would need to adapt my personal statement in the future to suit future jobs I apply for.
Personally I have been apprehensive about some of the activities required for this module, especially the Personal Statement and Personal Development Plan, both of these focused on positive attributes which I have difficulty doing. Regardless of this, I was determined to give my best efforts to the module and my CV is now up to date which it may not have been if it was not a requirement to complete this module. After looking over and evaluating my old CV it became evident that it needed updating to include current achievements to enable employers to gain an overview of my capabilities, qualifications and training. My feelings about this were positive as I know I need to gain more confidence; however, I was anxious about working within a group and as an individual. On reflection, the knowledge I have gained  through this module encouraged me to focus on continuing to develop a range of skills which will be beneficial within the profession which interests me the most.
Gibbs’ (1988) reflective cycle focuses on reflecting on your experiences and taking into account thoughts and reactions to the activities provided in lectures. Gibbs’ (1988) cycle encourages individuals to reflect and evaluate on experiences in a variety of settings (The University Of Edinburgh, 2019).  Gibbs’ (1988) model has particularly helped when reflecting on my voluntary work and assisted me to consider areas that require improvement and how I can move forward in a professional manner. 
During a tutorial we were introduced to ideas of how to compose a personal development plan. At the time I felt anxious as I was concerned that I would not be able to provide appropriate examples and was nervous about sharing them in front of others. As the tutorial progressed I began to recognise that the competencies I had already developed, such as team building, patience and problem solving could be applied to the situation. I recognised that I could also draw on others experiences and this gave me ideas to include in my own personal development plan. On reflection I realise it would have been beneficial to develop the conversations further in order to gain more knowledge and understanding of the best way to present the personal development plan.
 Writing my personal statement to give evidence that I met the criteria listed on the person specification helped me to realise the aspects of the criteria that I already had and I was able to show my interest in developing my mental health knowledge and understanding further. I now appreciate how important tailoring my personal statement to both the essential and desirable criteria provides the opportunity to promote myself to the employer as the ideal candidate. I also know see how hobbies, interests and volunteer work can contribute to being seen as an appropriate candidate for relevant job opportunities. I find it hard to write about myself due to my mental health problems which effects my self-esteem. Upon speaking with Mark Thomas and throughout the module tasks I have come to realise that a personal statement will always need to be tailored to each individual job I apply for in the future.  
Therefore, Gibbs’ (1988) cycle can be applied to many areas of employability and has enhanced my understanding of how I present myself and what I need to work on in the future to obtain the job that I would like (Gibbs and Andrew, 2001). It encourages reflection and actions required to follow the cycle and have a better understanding of where I am now and what I need to do to get to where I want to be.  This model of practice is used to aid in developing an individuals thoughts, feelings and intentions towards a particular experience (Potter, 2015).  I am pleased to have studied this module as I believe it will help me seek employment once I graduate. 
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