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Reflection paper
This reflective paper follows Gibbs reflective cycle (Cited in Quinn, 1998); this is based on six areas which are: 1 Description, 2 Feelings, 3 Evaluation, 4 Analysis, 5 Conclusion and 6 Action plan. 
Description
The Skills to Life module covered an area that I had not considered at this stage of the degree and I could not see the relevance at first; however, I remained open-minded and looked forward to discovering more about the module. The assignment was two pieces of work based on employability skills and how this module has helped develop a person’s skills to make them more employable in the future. Initially, I could not see how having four weeks of lectures was going to make me a more employable candidate. Following independent research, I found literature on how to make you more employable and the different areas of skills that are seen as more desirable to future employers. 
Feelings
Lowden et all (2011) believe that employers may look for a highly qualified individual that specialises in the desired field; they want a candidate that demonstrates transferable, functional, communication and life skills. Cottrell (2015) agrees and adds that teamwork, problem solving, and people skills are also important. Following this module, it has made me critically reflect on myself and what my goals are and why I want to achieve them. According to Cottrell (2017) the process of self-reflection gives you the opportunity to assess your own qualities and to look at any areas that are holding you back. In my case it was highlighted in my Personal Development Plan (PDP) that I need to develop my self-confidence as this was holding myself back. This was recognised as I began to realise those skills and qualities that employers are looking for, and following Cottrell’s critical reflection, I have never had the confidence to say, ‘Yes I can do that, and I can do it well’, I always had the worry that I would get it wrong. Many of the other skills were ones that I have had in past job roles but had not confidently identified that they were an actual skill I possessed. 



Evaluation
What this module taught me was not so much new skills, but to give me the tools to look deep within myself and identify the skills I already possessed. During lectures we had group discussions and I did not have the confidence to speak, voice my opinion, or ask questions. This can be seen in my PDP as an area I feel is holding me back and, looking at the long-term picture, may hinder my future. I feel that it has a lot to do with the fact that we were two classes merged into one, so there were a lot of people I did not know.  I feel uncomfortable around people I do not know in a field I am not fully confident in. From my PDP I want to look at what courses I could undertake to help my development in this area further. This could be taking a management course, as was highlighted in my PDP to help increase my self-confidence in the workplace, or by taking a course with the Mind organisation (Mind.org.uk). 
Analysis
Having time to use Gibbs reflective cycle (cited in Quinn 1998) now that the module has finished, I feel I could have done more to contribute in the lectures, plus I have always found presentations a challenge for me. This was because I always worried about making a mistake or getting it wrong and what people would think. Moving forward I can give myself an action plan and set myself individual goals to help deal with this.
Conclusion
From this module I have a better understanding about having the skill to sell yourself on your CV. This is the first impression your employer will have of you and according to Corfield (2007) it shows that you are confident and well-organised.  I looked to seek advice and guidance from student services and independent research on what a CV should contain. Innes (2016) suggests that it needs to be short and to the point, covering no more than two A4 sheets. This is highlighted in the comparison of my two CV’s. I have taken Innes’s advice and customised my CV and tailored it to suit the job I would apply for. Also, I have highlighted important information showing experience and qualifications in this field. 
Action plan
Morisano et al (2010) believes setting goals will help improve and motivate you to reach future performance. By using Gibbs reflection cycle and adapting it to my long-term goals I have been able to identify what areas I perform well in and areas I do not do so well in. This has also been highlighted by Moon (2013) who says that reflection is a learning process and from this module I have been able to self-reflect and learnt a lot about myself. By applying it to my PDP this demonstrates I am taking ownership of my future and putting plans in motion to help with future challenges. From this degree, and taking the opportunity to volunteer, this has given me the chance to try something different and realise what it is I want to do. This is shown in my Personal Statement (PS), which highlights the skills I was able to gain and develop by volunteering at Home Start.  Although this line of work was not for me, you can see in both my CV and PS the transferable skills I gained and can be adapted to other jobs, such as working in a Day Nursery. 
Summary
I have highlighted many times through my three components and the reflection paper that confidence is an everyday struggle for me and how I would like to move forward. I have spoken about my end goal which is to manage a nursery or perhaps run my own, so in my PDP I have focused on areas of learning I feel would expand my knowledge further, but also equip me with the tools to confidently deliver a high standard of care to all children, parents and staff members. I have only been able to recognise the importance of future planning from this module.















[bookmark: _Hlk22813496]Personal statement
Just over two years ago when I applied for this degree, there was not a clear end goal on what field I wanted to undertake. I was determined to work with children in some area as that was my passion. As the course progressed, I realised that this degree opened opportunities to go and work with children that involved many areas such as nursery assistant, teaching assistant or a teacher. It also offered the opportunity to be involved with the services that help children such as social working and community support officer.  This degree allowed me to gain experience in services I would not normally have pursued; it made me think about what my long-term goal was going to be. 



As the degree required practical experience working hands on with the children. I took this opportunity to volunteer in a local organisation Home Start. This is a service that supports vulnerable families that need support in many areas. It allows their volunteers into the families’ homes and offer whatever help and support is needed; this can be emotional or practical support, financial guidance or sign posting. This required me to use my people skills, manage my time efficiently and to stay professional by keeping my personal and professional feelings and issues separate. Confidentiality and communication were key skills that were used on every visit.   I had to develop a good and trusting relationship between myself and the family, but also, I needed to communicate efficiently and accurately between myself and staff members so that the best interests of the children were always kept.  Following visits I had to fill out diary sheets which had information on how the visit went, what my role was during the visit, and if I had any concerns following a visit.  However, if I had any issues with child or parent safety I would call the office showing immediate concern.This section highlights five different competencies that have been a key factor of employability skills.
This is an area that has been highlighted throughout the module for its value when applying for jobs


Following my time at Home start I did not feel from what the degree had taught me that this type of work was for me. As the degree has covered many areas of children’s learning and holistic development, I wanted to experience a more hands-on approach with children to be able to put what I have learnt into practice. I then volunteered for a local nursery that catered for children aged 0 to 8 years. Many times, through the degree it has been made paramount that all children deserve the right to play and the best possible start in life, and the importance of early intervention. This meant I was able to help children reach their full potential. Although this involved the practical aspects, I also had to write daily records monitoring the well-being of each child. I also had to demonstrate my academic skills, by ensuring I wrote in a clear and precise manner. Having the opportunity to put what I had learnt during the degree into practise.
The value of volunteering means that I gained transferable skills, but I also realised that this type of role was not what I wanted as a long term career

As the time in the nursery passed, I began to feel more confident that this role was more what I had been wanting out of this degree. I then had in my mind that becoming a manager at such setting, or going on to open my own Nursery was my goal. I was fully aware that there are personal and academic skills I need to develop to ensure I deliver the best work in this role. Having worked as part of a team I know I am fully capable of communicating well, co-operating with others, offering support and demonstrating a good work ethic as this has been demonstrated in past job roles. However, I do not have the confidence to believe in myself enough that I can reach my full personal development, I often turn to others for reassurance. This area is something that I am continuing to work upon, and the degree has helped me to take the first steps in believing in myself and overcoming fears. During lectures we have had to show our involvement by doing group work and presentations. However, at the beginning I would hold back as I did not feel comfortable speaking in front of people I had never met before. To help improve this area as part of my Personal Development Plan I have included courses that I feel will help increase my confidence and self-esteem.
Highlighted here are five key skills that I was able to identify in myself that I had demonstrated in current volunteering.
Here I can identify what it is I want and identify the skills I need to work on.


As I am working towards finishing my degree I will have the relevant qualification to work with children.  Areas that I need to develop skills in, that I feel will help me in this role would be to complete a management/leadership course/module as I feel this will help build my confidence, and taking a course for mental health in children, as this is an area that is becoming better known about, and a child behaviour course. Moving forward these are the key areas I feel will help with furthering my career when working with children. It is clearly highlighted in my personal development plan how I am going to achieve this.  






















Personal Development Plan

	Areas of development
	Timescale
	Method
	Benefits
	

	Developing knowledge of mental health in children.
	Within 6 months of completing my degree.

Mind run courses at various times through the year.
	Look into on-line and college courses.
Volunteering in Banardos or Mind.

Available at:
https://www.barnardos.org.uk/what-we-do/helping-families/mental-health 

https://www.mind.org.uk/information-support/for-young-people/ 
	To gain the confidence in recognizing signs and offer support and strategies to help children overcome their struggles. Also, I can understand what may trigger their anxiety or depression, and knowing when to refer the child to a more qualified practitioner. 
	It is an important aspect that is being picked up in young children and is getting more press coverage.

So, moving forward I feel that this is an important field to gain an under-standing in.



	Challenging behavior in children
	With immediate effect upon finishing my degree
	There are several on-line courses.

Available at: https://www.highspeedtraining.co.uk/safeguarding-people/challenging-behaviour-training



	This will help me gain the confidence to deal with, and recognize challenging behavior, and to learn techniques for children to help them deal with these emotions. 
	This would be a valuable area of learning to help pursue my career when working with children.


	Management and leadership course
	By the end of 2020
	There are many online and local courses. Available at:
http://www.trainingwales.com/forthcoming-courses/detail.php?course=188&cat=2

https://join.shawacademy.com/online-leadership-course?utm_source=google&utm_medium=cpc&utm_campaign=uk_search_generic_leadership%20management_courses_bmm&gclid=Cj
	This course will help develop my leadership skills, by providing me with the tools to help motivate and lead others. 
	This will help to build my confidence. And help with future development if I run my own nursery.

	Building on my confidence and self-esteem
	Immediate-ly
	Seek advice from the Mind organization

Available at:
https://www.mind.org.uk/media/715750/how-to-increase-your-self-esteem-2013.pdf


	Mind will offer advice and support to help me increase my confidence and self-esteem.
	This was something that I identified within myself that could prevent myself from reaching full potential 
























Old CV
Michelle Roberts
Mroberts2012.mr@gmail.com 07817318376
50 Pemberton Rd, Llanelli, SA14 9BG
Personal profile
I am a motivated, adaptable and responsible individual.  I am reliable and will always give 100% with all that I do. I am currently a full-time student in Trinity Saint David while studying a degree for Early Years Education and Care: Early Years Practitioner Status. I am coming to the end of my second year with having one more year before graduating. From my previous employment I have had many opportunities to work with the public, I have gained the experience to be a team player and work to targets and deadlines.This section needed to be shorted, this is displayed in the new cv


 Education
September 2018-present Trinity Saint DavidFar too lengthy and included too much detail. This section needs to include limited information. However enough to give the reader an idea of what you have studied. Heading fonts are far too big

· Research methods in early years education and care-pass mark 62
· Reflections on early years provision-pass mark 65
· Well-being, care and healthy living-pass mark 67
· Language and literacy in the early years-pass mark 74
· Learning Environments: indoors and out-awaiting result
· Safeguarding in the early years-awaiting result
	
	

	
	

	
	

	
	

	
	
	
	


September 2017- May 2018 Trinity Saint David
· The professional practitioner-pass mark 67I should have included this with my second year above and used the same technique to reduce content

· Human Development-pass mark 63
· Children’s play: principles and practice-pass mark 65
· The young Mathematician: exploration and problem solving-pass mark 60
· Multilingualism, multi-thinking-pass mark 62
· Academic Study Skills for Students-pass mark 56
· 
July 2000-August 2002 FootholdNo clear description about what FootHold is. This has been made more clear in the new CV.

· Child development NVQ level 2
· Child development NVQ Level 3
· Complete this while in Ragamuffins Day Nursery
September 1999-July 2000 Ammonford College 
· Child development NVQ Level1 passed with a distinction 

Work experience
March 2019-present Murtle house NurseryIn both areas I listed what I did within the role without  really expanding on my skills. 
This should have been a great opportunity to sell myself, as this is an area where I want to pursue my career further. 

· Volunteering
· Under go indoor and outdoor activities with the children
· Prepare snack and lunch time meals
· Assist children into achieving their full potential 
October 2017-present Homestart
· Volunteer 
· Building trust between myself and the family
· Sign posting families to get the right support
· Remain professional while continuing to have the best interest of the children
· Provide families with emotional and practical support
· Complete daily sheets of family’s process or concerns
August 2014-September 2017 Jenkins BakeryAgain, displayed here and below there is far too much information which is not relevant for the job applied for. This needs to be summarised and more emphasis put on key skills

· Assistant Manageress 
· Customer service
· Working as part of a team
· Managing stock
· Daily ordering
· Daily handling of cash and card payments
· Daily banking
· Working towards targets
· Completing rotas
· Preparing food daily
· Processing and handling complaints
January 2012-August 2014 Double Glazing department, LeekesSee below for comments on this page


· Sales Assistant
· Customer service
· Work to targets
· Working as part of a team
· Arrange appointments
· Taking and processing orders
· Handling payments 
February 2010-january 2012 Bridal elegance
· Sales Assistant
· Customer service
· Processing orders
· Arranging appointments and fittings
· Teaming and preparation of wedding/bridesmaid and prom dresses
· Dressing the bride 
· Working as part of a team
· Working to deadlines
· Handling cash and processing card payments
February 2008- February 2010 HSBC Call Centre
· Business telephone Banker
· Answering phones
· High quality customer service
· Working towards targets
· Being part of a team
· Computer skills
August 2005-december 2007 Brushing brides
· Sales Assistant 
· High quality customer service
· Processing ordersIn my past jobs that are not child orientated I am now aware that these need to be shortened and to the point. I have not shown the reader what skills I developed during these roles. 
Changes have been made and this can be seen in the new CV

· Arranging appointments and fittings
· Teaming and preparation of wedding/bridesmaid and prom dresses
· Working as part of a team
· Working to deadlines
· Handling cash and processing card payments
· Flower arranging and bow making
July 2002-August 2005 Jenkins Bakery 
· Assistant Manageress 
· Customer service
· Working as part of a team
· Managing stock
· Daily ordering
· Daily handling of cash and card payments
· Daily banking
· Working towards targetsUntil taking careers advice I never realised I had to include references or if I had a full driving licence.

· Completing rotas
· Preparing food daily
· Processing and handling complaints
Additional skills
· Completed Food hygiene level 1 and 2 (2017)
· Paediatrician first aid course (2019)
· Baby massage course (2019)
· Level 1 domestic violence (2019)
· Safeguarding (2017 refresher completed 2019)
New CV
Michelle Roberts
Mroberts2012.mr@gmail.com
07817318376
Profile             
I am a motivated, adaptable, reliable and responsible individual. I continue to give 100% with all that I do to ensure I get the best result. I am currently a full-time student at the University of Wales, Trinity Saint David studying a degree for Early Years Education and Care: Early Years Practitioner Status. In my past employment I have had many opportunities to work as part of a team, communicate well and be creative. Following research at Trinity Saint David I learnt to shorten this section as my aim is to capture the reader’s interest




Education
September 2017-present: University of Wales: Trinity Saint David
· Early Years Education and Care: Early Years Practitioner Status
During my time at the University we have covered a wide range of modules, looking at different theorists, discussing children’s development and learning styles and policies and legislation.  This has given me a better understanding of children’s holistic development and the confidence to provide that high standard of care that children deserve. From this module I understand the importance of highlighting relevant information to promote my knowledge and skills. Have also reduced heading fonts sizes 



 
July 2000-August 2002: Foothold Training scheme
· Children’s Development NVQ levels 2 and 3
This was a work experience scheme, allowing you to work while gaining a qualification. I undertook this placement at Ragamuffins Day Nursery and left with my NVQ Level 2 and 3 qualification. Relevant for the job role and future pathway I am looking to pursue.


September 1999-July 2000:  Ammanford College: 
· NVQ Level 1 Children’s Development: Distinction
Covered children’s physical, intellectual, language, emotional and social development.As above it is important to bring the reader’s attention that my skills are relevant for the job role and future pathway I am looking to pursue.




Experience
March 2019- present:   Nursery Assistant: Myrtle House Nursery Llanelli 
Working in co-operation with other team members to offer a high standard of care to children aged three months to eight years. The nursery is based around child-led activities both indoors and outdoors and I am part of a team ensuring that children learn in a happy and a safe environment, while also undertaking general child-care duties. Liaise with parents on a regular basis.Keeping it short and to the point only high lighting what is important for the job you are applying for, again learnt from independent research following this module.


 
October 2017-September 2019: Home Start: Community support worker 
An organisation that helped provide vulnerable families with support. This involved an intensive three-week course covering areas such as confidentiality and safeguarding. My main role was to build a trusting relationship with the family; this allowed them to confide in me so that I could provide a service that would help them and their children. The value of volunteering and for it to be highlighted as employers like to see hands-on experience




August 2014- September 2017:  Jenkins Bakery: Assistant Manager
My duties at the bakery were to lead a team of people to ensure that we delivered a high standard of customer service. I had to be adaptable to both customers and the members of my team while also displaying patience, being professional and agreeable. I had to be highly motivated to ensure weekly and daily targets were met. 
These aspects are something that this module has taught me as being important qualities from an employer’s perspective.



January 2012-August 2014: Leekes: Double glazing sales assistant
My role was working closely with the public, communicating with salespeople and managing paperwork quickly and efficiently. I had to manage my time well and remain professional at all times.
February 2010- January 2012:  Bridal Elegance: Sales assistant
I had to provide a professional, agreeable and punctual service with up and coming brides. As it was based on personal experience, a close relationship was important, communicating not just between myself and clients, but also with many suppliers.Showing the importance of building a professional rapport with customers, making them feel comfortable in your company


 
February 2008-February 2010: HSBC call centre: Business Telephone Banker
Although this was an over-the-phone customer service, I still needed to have a professional manner.  I had to take instructions from the customer and ensure they were followed correctly and efficiently.  Always remaining professional with my phone manner


August 2005- December 2007: Blushing Brides: Sales Assistant
While undertaking this role I had to provide a professional, agreeable and punctual service with up and coming brides and build a close relationship. Communication was key in organising deliveries with suppliers. Again, highlighting the importance of communication and how this is a transferable skill over many areas/job roles.




July 2002-August 2005: Jenkins Bakery: Assistant Manageress
My duties at the bakery were to lead a team of people and deliver a high standard of customer service. I had to be adaptable to both customers and team members while also displaying patience and being professional and agreeable. I had to be highly motivated to ensure weekly and daily targets were met. These qualities are something that this module has taught me as being important from an employer’s perspective.




Additional skills
· Paediatrician first aid course (2019)This section has been ordered so that the more appropriate skills are placed in order and mentions the useful fact I have a full driving licence. References  are included unlike my earlier one


· Baby massage course (2019)
· Level 1 domestic violence (2019)
· Safeguarding (2017 refresher completed 2019)
· Completed Food hygiene levels 1 and 2 (2017)
· Full driving licence
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