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Curriculum Vitae
Sophie Nottage
Bridge Street,
St Clears,
Carmarthen,
SA334EN
07494469961
01994231231

Personal profile
I am a courteous, conscientious individual who will work well in a team or individually. I am polite, self-motivated and possess good communication skills along with a willingness to learn

Skills and achievements
· Completed Bronze, Silver & Gold Duke of Edinburgh
· Mentor Cymraeg
· Level 2 food safety & Hygiene 
· Food allergens certificate
· Volunteer as a rainbow’s leader
· DBS checked

Work history 
2015	The Browns Hotel, Laugharne
· Waitressing
· Cleaning rooms

	
2016	Cylch Meithrin, St Clears
· Looking after pre-schoolers 
		
Education
Dyffryn Taf GCSE’s
French: C
History: C
Childcare: C
Hospitality: C
English: C
Maths: C
Science: C
	
Dyffryn Taf A levels
Hospitality: Distinction*
Welsh baccalaureate: Merit
Health and Social: Pass

Personal details and interests
I hold a full, clean UK driving license. My hobbies include horse riding, socialising with friends and playing squash. I enjoy travelling and have been fortunate to travel the UK in order to gain all three Duke of Edinburgh awards as well as meeting the Duke of Edinburgh himself in St James’s Palace in London. My ambition is to visit Nepal as part of charity work.

References available on request 

Curriculum Vitae	Comment by Sophie Nottage: I have changed the template of the CV to make an easier read
Address: Plasgwyn,
		  Bridge Street,
	     St Clears,
	        Carmarthen
	    SA334EN 
Phone: 01994231231
	   07494469961
Email: sophien_97@hotmail.co.uk
	






PERSONAL PROFILE

	






I am a courteous, conscientious individual who will work well in a team or individually. I am polite, self-motivated and possess good communication skills along with a willingness to learn.



	WORK
EXPERIENCE
	September 2016-September 2017
Nursery Assistant- Cylch Meithrin
Responsibilities
· Caring for children ages 2 and 3
· Preparing them for nursery
· Having to care for children with additional needs

September 2017 - December 2018	Comment by Sophie Nottage: I hadn’t added my last two jobs to my last CV as it wasn’t required as I had to fill in job application forms. My CV hadn’t been updated since 2017.
The language in my updated CV is much better than the old CV.
Baker-Tan Y Castell Welshcakes Ltd
Responsibilities:
· Operating machinery
· Separating raw and cooked foods
· Following food safety hygiene qualification
· Work to deadlines

January 2019 – Present
Data Entry / Accounts – Ceredigion Plumbing Supplies Ltd 
Responsibilities:
· Adding Invoices
· Booking Goods In
· Paying Suppliers
· Taking Customer Payments
· Taking phone calls



	EDUCATION

	  September 2008 – June 2015
Ysgol Dyffryn Taf
GCSE – Maths: C
GCSE – English: C
GCSE – Science: Pass
GCSE – Childcare: C
GCSE – French: C
GCSE – History: C
GCSE- Hospitality: Merit

A-Level- Hospitality Distinction*
A-Level- Welsh baccalaureate: Merit
A-Level- Health and Social: Pass

September 2017- Present
University Trinity Saint David
BA-Social Studies: Health and Social Care

	
	




	ADDITIONAL
SKILLS, ACHIEVEMENTS 
AND COMPETENCIES 
	Computer Literate - Microsoft Office package: Microsoft Word, Excel, Outlook	Comment by Sophie Nottage: Since my last CV I have improved my ICT skills from my current job, although there is still a lot of room for improvement
Anagram Systems – Encore
Full Drivers Licence
Completed Bronze, Silver & Gold Duke of Edinburgh. 	Comment by Sophie Nottage: The teamwork that had to be carried out to achieve these awards have helped me throughout university. It has helped me approach others, not be afraid to ask for help and to be able to work through assignments with my fellow classmates. Nottage, S. (2015)    Image 2
Disclosure and Barring Service Checked annually
Climbed Mount Kilimanjaro for charity	Comment by Sophie Nottage: Although it wasn’t going to Nepal, I have worked abroad for charity, which I wanted to do



	
REFERENCES 
	
References available on request




Personal statement

I have gained many skills from university, some of which include working as a team and working under pressure. My working as a team skills has improved from university as there are group tasks that we have to under-go, as well as helping each other through assignments. My working under pressure skills have also improved through university as you are expected to meet many different deadlines as well as balance life outside of university, including working and personal life such as socialising with friends and carrying out my own hobbies in my spare time. 
Achievements I am proud of include completed Bronze, Silver and Gold Duke of Edinburgh and climbing climbing Mount Kilimanjaro for charity. I have also done a lot of volunteer work over the years, some of which include volunteering as a rainbow’s leader and volunteering for local businesses. This has helped me develop various skills including decision making, team work, communication and planning and organising. All of these go into the thought of what to do in the rainbow sessions, having to do arts and crafts.
I worked as a nursery assistant in Cylch Meithrin, St Clears where I cared for pre-school children aged between two and three. This is where they prepare the children for primary school socially and educationally through the medium of Welsh. This builds confidence which enables the children to interact with each other ready for primary school. It also encourages teacher pupil relationships. From working with children in a Cylch Meithrin I then wanted to qualify further to work with them as a career in the future.	Comment by Sophie Nottage: From working with children for a year I knew I wanted to qualify further to work with children.  
I currently work in Ceredigion Plumbing Supplies as a secretary. My role includes adding invoices, booking goods in, paying suppliers, taking customer payments and taking phone calls. This job allows me to continue with my studies.
Once I graduate from University of Wales Trinity Saint David I would like to apply for my Masters course in Swansea university to do Social Work. This course will take a further two years and the further educating will help me improve more of my skills that I have already gained from the course I currently study. Skills that a social worker would use have a lot in common with the skills I’ve recently gained. These skills include team work skills, communication skills, time management skills, planning and organising skills and more.
Hoping that I am fortunate enough to graduate from my masters I would particularly aim for being a social worker in the Children’s Services Department. Responsibilities for being a social worker in this department include having to care for young children, having to help parents understand their own responsibilities and making sure to always adapt to new laws and legislations and to always follow them. 
[image: ]	Comment by Sophie Nottage: As I know which career I would like to achieve I have tried to continuously improve my planning and organising skills. I have tried to improve this by various ways, one of which was making a careers meeting with the careers advisor in university. I benefitted a lot by this appointment, as I realised that, although there are many ways to qualify as a social worker, that I would like to apply for my masters and qualify in that way. 

Image 1









Sophie Nottage (2018)

Personal Development Plan
Section 1: Starting Out



	Student Name:
	Sophie Nottage
	Student Number:
	1703758



	Your Personal Tutor (N.B. You have the right to change your Personal Tutor)

	Year (e.g. 2017-8)
	Name

	2017-present
	Ken Dicks

	
	

	
	

	
	

	
	



	Your Programme of Study

	Programme / Pathway
	Fully enrolled on My TSD?
Y/N
	Date of Change (if applicable)

	Social Studies: Health and Social
	Y
	

	
	
	

	
	
	

	
	
	

	
	
	



	[bookmark: _Hlk517442231]Your Plans for the Future
This is for you to record any thoughts you have about what you would like to do once you have finished your degree. These plans can change as you progress and gain experience.

	Once I finish my degree I would like to study for my Masters in Swansea University studying Social Work for two years. I hope to then qualify as a Social Worker and then would like to work in the Childcare Section.




Personal Development Plan
Section 2: Looking Ahead



Take a few minutes to think about the year ahead as a student at the University of Wales Trinity Saint David and then write down your thoughts about the following questions.
	Academic Life
	Please tick if you would like to discuss this 

	What most interests you about your Programme of study? (e.g. are there any particular topics, issues or groups of people that are of interest to you?)
	

	The topic that interests me the most is protecting vulnerable people, in particular children and young adults


	[bookmark: Check1]|_|

	Do you have any concerns about your Programme of study? (e.g. are there any questions or worries that you have about the academic side of your time with us?)
	

	I do worry that I won’t be able to handle stress very well, but I have also used the student services available to help with that, and I have no issue asking for help.


	[bookmark: Check2]|_|



	University Life
	Please tick if you would like to discuss this 

	What are you most looking forward to about this year at University?
	

	Educating myself further including gaining more competency skills


	|_|

	What are you least looking forward to about this year at University?
	

	The pressure of deadlines


	|_|






Personal Development Plan
Section 3: Life Design (Student Experience Team)



This section of the PDP asks you to think about the Exercises that you have completed as part of the Life Design element of Academic Study Skills.
As with any other section of the PDP discussions will be recorded using a Personal Tutorial Note.
	Life Design Exercise

	Your Thoughts

	Please tick if you would like to discuss this

	1) Your Reflection
	Reflecting on the skills for life module, it has helped me put into perspective the various skills needed for employment. The presentation previously helped build confidence for interviews in the future, as well as motivating me to make a better CV



	[bookmark: Check3]|_|

	2) Your Roles
	The activities we have been required to do in this module include a presentation on our future career and why we would be a good candidate, and a portfolio on how we have developed various skills



	|_|

	3) Your Priorities
	I have developed many competency skills.
I have developed my time management skills as we had two deadlines for this module in a short space of time. I have developed my adaptability skills as we have had to adapt to new changes, for example, Moodle has changed in the third year of university, and we had gotten used to using the original version for two years. 



	[bookmark: Check4]|_|

	4) Your Wildest Dreams
	My aim is to be a Social Worker. I would like to work in any service, but in particular the Children’s Service if I am fortunate enough. 



	|_|

	5) Your Bucket List
	My bucket list is to graduate from my masters and get a job as a social worker. I enjoyed doing charity work abroad and would like to continue to do that even when I do get a job



	[bookmark: Check5]|_|





Personal Development Plan Section 4: Assessment Planner

You can use this planner to help you to keep track of your Assessment deadlines.
	Level
	
	Semester
	

	Submission Date
(in date order)
	Module
	Tutor
	Assignment Type
(e.g. Essay etc.)
	Weighting
	Tutorial Date(s)
(if booked)
	When will I complete this by?
	Uploaded to Moodle (in the FINAL submission section)

	16th October 2019
	ECGE6001
	Ken Dicks
	Presentation
	50%
	N/A
	16th October 2019
	Yes

	25th October 2019
	ECGE6001
	Ken Dicks
	Portfolio
	50%
	N/A
	23rd October 2019
	

	2th December 2019
	SJSS6003
	Ken Dicks
	Reflective account
	25%
	N/A
	25th November 2019
	

	10th December 2019
	SJSS6003
	Ken Dicks
	Written Assignment
	50%
	N/A
	1st December 2019
	

	21st January 2020
	SJSS6003
	Ken Dicks
	Presentation
	25%
	N/A
	1st January 2020
	

	1st May 2020
	SJSS6005
	Phil Morgan
	Dissertation 
	100%
	N/A
	1st April 2020
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	




Personal Development Plan
Section 5: My Wellbeing (Student Services Team)




· UWTSD Student Services offer a professional support service providing high quality information, advice, guidance, practical and emotional support to enable all students to reach their full potential.
· The department also provides an accessible resource for the wider University community.
· Should your needs be beyond the services we can provide "in house", we can refer you onto other individuals within the University or in external organisations.
· They can be contacted in the following ways;
· https://www.uwtsd.ac.uk/student-services/
· Tel: 01267 67683
· Email: studentservices@uwtsd.ac.uk 









	Support Offered

	Student Services can offer support in the following areas;

	· Counselling Services
· Financial Support
· Support for International Students
· Services for Disabled Students
· Mental Health Advisory Service
· Support for Students from Care
· Student Wellbeing



	Actions I will take (i.e. do you feel that you could benefit from any of the support above?)
	Date

	Having used these services it has definitely helped me and benefitted me through university and at home. It has helped with my coping mechanisms. 
	

	
	

	
	

	
	




Personal Development Plan
Section 6: Study Skills (Student Services Team)



· Student Services can also provide you with support to develop your Academic Study Skills
· They offer one to one support, drop-in group support and distance learning support on a range of skills that you will need to become a successful student.
· They can be contacted in the following ways;
· https://www.uwtsd.ac.uk/student-services/
· Tel: 01267 67683
· Email: studentservices@uwtsd.ac.uk 







	Study Support Offered

	Student Services can offer support in the following areas;

	· Academic writing for university
· IT Support including help with presentations
· Revision and exam strategies
· Resources and how to find them and how to reference them
· Grammar, spelling and punctuation
· Techniques for effective note taking
· An opportunity to talk through ideas
· Stress management
· Organisation and time management
· Effective use of feedback



	Actions I will take (i.e. do you feel that you could benefit from any of the support above?)
	Date

	I reference my work using a book called ‘cite them right’ by Richard Pears and Graham Shields
	

	Should I have any issues with the new Moodle I know I can go to the IT support in student services.	Comment by Sophie Nottage: I have had to further my adaptability skills as the new Moodle has been extremely difficult to get used to as we had spent two years on the older version and had gotten to grips with it. There is no other way than to have to adapt to the new Moodle, although it has caused a few issues before now. S.Nottage( 2019)  Image 3
	

	
	

	
	





Personal Development Plan
Section 7: Career Ideas (Student Services Team)



· There are Careers Advisers on campus who can help you to discuss and formulate your career plans
· They can be contacted in the following ways;
· https://www.uwtsd.ac.uk/student-services/
· Tel: 01267 67683
· Email: studentservices@uwtsd.ac.uk 







	Careers Development Support Offered

	Our Careers Advisers are able to assist you with all aspects of career planning

	· Choosing a career
· Job-seeking strategies
· Application procedures and CVs
· Interview techniques
· Work experience
· Course changes
· Further study options
· We also post information about local and national job vacancies, careers-related events and various career paths on our facebook page (University of Wales Trinity Saint David Careers Service) and on Twitter (@uwtsdcareers).



	Actions I will take (i.e. do you feel that you could benefit from any of the support above?)
	Date

	I have chosen a career from my previous careers meetings, and have been on work experience in the past. I however do feel that I would benefit from the support of interview techniques and job-seeking strategies
	

	
	

	
	

	
	





Personal Development Plan
Section 8: Professional Networking 
(Student Experience Team)




· The Student Experience Department works in close partnership with the Students’ Union to support the continuous development of a positive student experience at UWTSD.
· 
· The SED works across a variety of areas to monitor, enhance and augment the student experience via number of projects.
· 
· We provide support to academic and professional units in improving the student experience ranging from events for students to tailored survey analysis.
· More information can be found at;
https://uowtsd.sharepoint.com/student-experience/SitePages/Home.aspx 










	LinkedIn Personal Development Support

	The Student Experience Team can help you to develop your profile on LinkedIn

	What is LinkedIn?
LinkedIn is a social network for the business community. LinkedIn users create professional, resume-like profiles that allow other site members to learn more about their business background, areas of expertise and groups or organizations they belong to. Once a user creates their profile, they can add other users to their network. (Business News Daily, May 2012)
Introduction to LinkedIn
This practical session gives students an overview of LinkedIn as a useful tool and tips on how to use it effectively. It also gives students the opportunity to set up a LinkedIn profile, receive advice and even get a professional photo taken for their profile.



	[bookmark: _Hlk517440240]Actions I will take (i.e. do you feel that you could benefit from any of the support above?)
	Date

	LinkedIn has proven to be a good method of being able to put yourself out there in regards to finding a job
	

	
	

	
	





Personal Development Plan
Section 9: Academic Progress



Role of the Personal / Year Tutor
The role of the personal or year tutor includes:
• supporting the student’s personal, professional, and overall academic development;
• working with the student in partnership;
• serving as an additional means of internal communication;
• liaising, as appropriate, with other staff that support the student;
• providing an additional channel for students to provide feedback and raise queries. 
(Academic Quality Handbook Section 12.8.1)









However, if you have questions or want advice relating to a specific Module or Assignment then you should contact the Module Lecturer via the Forum on the relevant Module page on Moodle.
The Forum is effectively a Frequently Asked Questions section which allows all students to see the questions and answers for that Module.
Your Personal Tutor can show you how to do this initially but it is your responsibility to make contact via the appropriate Forum







	Actions I will take (e.g. when you will use the Module Forum)
	Date

	I often e-mail my personal tutor direct if I have any questions regarding assignments for the module and I have always had a reply within twenty four hours
	

	
	

	
	

	
	

	
	

	
	





Personal Development Plan
Section 10: Volunteering


Why volunteer?
· By volunteering, even for just a couple of hours a week, you could increase your job prospects and increase your skills a lot.
· Recording a period of voluntary work really looks good on your CV. Many people will be impressed that you have done something worthwhile in your free time.
· Volunteering can help you increase your self-esteem and self-confidence as you learn new skills, meet new people and develop new interests.
· Becoming a volunteer is rewarding. Volunteers often feel good 'giving something back to society' through helping others.
· Charities and community groups constantly need volunteers to help them to improve other people's lives.
· You may have reached a stage in your life where you want to 'put something back' into your community - or share your skills. Some people even kick-start a brand new career for themselves.
· Volunteering can be a good way to fill part of your gap year.
· Volunteering could help you to gain necessary skills and experience and to decide what you would like to do after you have graduated
(Careers Wales)















Volunteering in Wales:
· Volunteering Wales - Information on volunteering in Wales. Search for opportunities in your area
· GwirVol - Information for volunteers aged 14-25 in Wales
· WCVA - Wales Council for Voluntary Action. The official body for volunteering in Wales







	Actions I will take
	Date

	I have done a lot of volunteering in the past. I will also look to see what volunteering is available in my area.
	

	
	

	
	





Personal Development Plan
Section 11: Work Placement



	Student Name:
	Sophie Nottage
	Student Number:
	1703758

	Mobile Contact:
	07494469961
	Own Transport?
	Yes
	[bookmark: Check6]|_|
	No
	

	Preferred Client Group and/or Setting:

	I would like to work with either children or young adults in a setting for extra help.
Troubled teenagers

	1st Choice Placement:

	Pembroke Dock Pupil Referral Unit

	2nd Choice Placement

	Tenby Learning centre 

	Availability:

	
	Mon
	Tues
	Weds
	Thurs
	Fri
	Sat

	A.M.
	x
	
	
	x
	x
	x

	P.M.
	x
	
	
	x
	x
	x

	Evening
	
	
	
	
	
	

	Additional Notes:

	






Personal Development Plan
Section 12: Personal Tutorial Note


	Student:
	Sophie Nottage
	Student ID:
	1703758

	Date:
	20th October 2019
	Location:
	Carmarthen Campus

	Note of discussion

	




N/A



Continue overleaf if required

	Actions to be taken

	
	Action
	By when

	By student:
	N/A


	N/A

	By Tutor:
	


	

	Signed:
	
	Date:
	

	Signed:
	
	Date:
	




Reflective account
Whilst doing this portfolio it is important to always reflect on your work so you can always improve on where there is room to. This module is understanding the skills you have gained and improved since joining university and in particular since starting this module.
I will be using Gibbs reflective cycle to reflect on the portfolio.
The first stage of the cycle is description. This is to analyse the module of skills for life: employability and future pathways is a module to help recognise employability skills and how to write a curriculum vitae. My initial thought was that this module was very practical seeing as there will be a lot of student graduating and going into the world of employment, so to have that extra help on employability skills would be very helpful. My expectations of this were met, as I have written a personal statement, which I haven’t done before and updated my curriculum vitae.

The second stage of the cycle is feelings. I have felt proud of myself having looked over my old curriculum vitae as it is a realisation of how much I have achieved since applying for university. The ambition I had was to do charity work abroad and I have achieved that whilst studying. Although my ICT skills are far from perfect, I can see that they have improved from the original one, but I would like to have some lessons on how to improve further. I always think that one can always improve in every field, so have taken into account everything taught in this module as it will help in the future.

The third stage is evaluation. The good points to this module is that it motivated me to make careers appointments, and to see if any other options to qualify as a Social Worker appealed to me. Although I am happy with my choice of continuing to study, I am aware that there are many different ways to qualify, should my first choice not work. I did not find any bad points throughout this module other than the stress of deadlines within a week of each other.

The fourth stage is analysis. The module has given good points because I have improved on important areas which will help me once I graduate. Although there were not any major bad points, it has improved my stress management skills as I have had to submit my work without any extenuating circumstances. 

The fifth stage is conclusion. I could have added more evidence within my portfolio. I feel that three pieces was not enough to back myself up. In regards to the presentation for this module, I think I should have practiced more, as I got nervous and did not present as well as I should have. Making smaller notes would have helped me more as I read my notes word for word. From this stage I think that I have improved on my time management skills as we have had to manage our time efficiently, submitted assignments for this module as well as other modules, for example, starting our dissertations. 

The sixth stage is action plan. As I have a self-critical personality I always feel that I can improve in some ways, which I do not feel is necessarily a bad thing. If we were to do this module again I would have put myself out there to do volunteer work, as although I did a lot a few years ago I do not do any volunteer work now. I also think that it would be a good thing to add to my personal statement and curriculum vitae. Also, when planning my portfolio I would have chosen not to do a personal development plan, as I did not think that it was good enough to add, and should have chosen something else. 

To conclude, this module has helped me toward employment as had we not have done this I would not have updated my curriculum vitae, or written a personal statement. It had put into perspective of what I have achieved in the last few years and the skills I have improved on since attending university. Although I have improved my ICT skills since attending university there are other aspects of ICT skills that I would like to further improve as I haven’t had any lessons since leaving school. The module has helped me improve personal and professional skills as it has enabled me to focus more on the competency skills and how to always improve and work harder.
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Mark Thomas
markthomas@uwtsd.ac.uk

To: You 1703758 @student uwtsd ac.uk
Tuesday, 16 October 2018, 14:20

Dear Sophie — Many thanks for your feedback. |
have confirmed you in my diary for 12 noon
Thursday 18/10. Best wishes. Mark

From: Sophie Nottage (170375%)
Sent: 16 October 2018 11:37
To: Mark Thomas <mark.{homas @uwisd. ac.uk>

Subject:

HiMark,

Thank you very much for getting back in touch,
Sorry for the late reply I've been away this
weekend! If you still have the availability on
Thursday at 12 that would be fab If not we can
change it to another day!

Thanks in advance

Sophie Nottage

<3~ Reply
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