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Components- Old CV.
Kate Lewis 
97, Neath road, Resolven, Neath Port Talbot, SA11 4AN 
Tel: 01639710948
Mobile: 07593826932
Email: katelewis1998@hotmail.com
 
Personal Profile 
I am a polite, reliable and motivated person who has developed a mature and responsible approach to any task that I undertake or situation that I am presented with. I am also bilingual which I feel will enable me to work in a vast range of areas. I am happy to work as part of a team as well as an individual. I also have good communication skills as well as having a helpful manner and am willing to learn new things.
Skills 
- Committed to completing work to a high standard.
-Highly organized and punctual.
-Ability to contribute effectively to a team or work independently. 
-Fluent in Welsh and English.
-Considerate and respectful of others.
 
Education and Qualifications
WJEC-GCSE 
Sociology                          C Grade
English Literature           C Grade 
Welsh literature              C Grade 
Science                              C Grade 
Drama                                B Grade 
Religious education         B Grade 
English                               B Grade 
Math                                  C Grade 
History                               B Grade 
Welsh                                 B Grade

Work Experience 
Ysgol Gynradd Cwmnedd, teaching assistant, Sep 2014 – Sep 2014 
Glynneath I did my work experience as a level 1 teaching assistance where i carried out simple classroom task such as leading activities and helping within the classroom as well as on the yard. And offering support to students with their work.
 Employment History 
Lee's garden Chinese takeaway, Kitchen staff, Glynneath 
I also worked in a local Chinese takeaway doing tasks such as basic kitchen tasks and cleaning. Dealing with customers and taking orders at the desk and on the phone. I also packed and bagged food as well as taking payment and giving change. which involved adding up orders and using the register. 
References
References available on request.


Developed CV
Kate Lewis 
97, Neath road, Resolven, Neath Port Talbot, SA11 4AN 
Tel: 01639710948
Mobile: 07593826932
Email: katelewis1998@hotmail.com
Personal Profile
I am Polite, reliable and motivated person who has developed a mature and responsible approach to any task that I undertake or situation that I am presented with. I am also highly organized and enjoy planning with great time management skills and can work to deadlines. I am also bilingual which I feel will enable me to work in a vast range of areas. I am happy to work as part of a team and have good teamwork skills as well as the ability to use my own initiative and make informed decisions in a quick paced environment. I also have good communication skills as well as having a helpful manner and am willing to learn new things and undertake training to further my professional development. 	Comment by Kate Lewis: Overall, I have developed my personal profile to include the competencies I feel I have developed throughout this module. And I believe that this evidences my teamwork skills, ability to use own initiative as well as my adaptability skills in relation to making informed decisions in a real working environment which in turn enhances my employability opportunities. 
Skills
-Committed to completing work to a high standard.	Comment by Kate Lewis: I have again further developed my skills section of my CV to include competencies I have built upon and developed this module to ensure I am promoting my best professional self to potential employers. For example, the fact that I am punctual and highly organized as these are competencies employers look for in candidates.
-Ability to contribute effectively to a team and work independently using initiative.
-Good oral and written communication skills in Welsh and English.
-Highly organized and punctual.
-Considerate and respectful of others.
-Ability to problem solve. 
Education and Qualifications
University of Wales Trinity Saint David: Undergraduate degree- Education Studies (BA)- September 2017- June 2020
Classification- Pending
Merthyr Tydfil College: 
NCFE Cache Level 3 Extended Diploma in Children’s care, Learning and Development- September 2016- June 2017. 
Grade: A
City & Guilds- Level 3 Essential Digital Literacy skills.
Grade: Pass
City & Guilds-Level 3 Essential Employability skills
Grade: Pass
Coleg Y Cymoedd Aberdare:
NCFE Cache Level 3 Diploma in Children’s care, Learning and Development- September 2015- June 2016.
Grade: Pass
Pearson Edexcel-Level 3 Essential Skills Wales in Communication.
Grade: Pass
Ysgol Gyfun Rhydywaun: WJEC-GCSE: Summer 2015
Mathematics: C
English Language: B 
English Literature: B
Welsh Language (First): C
Welsh Literature: C
Science (Double Reward): C
History: B
Drama: B
Religious Education: C
Sociology: C
WJEC- Essential Skills Wales- Level 2 Essential Skills Wales in Information and Communication Technology. 
WJEC- GCSE: June 2014
GCSE (Short Course) Religious Studies: B
WJEC Key Skills: May 2011
Key Skills Level 1 Working with others.
Work Experience 
Maesgwyn Special School, Cwmdare (College Placement 2016/17)
During study for my CACHE level 3 Extended Diploma I completed placement within an Additional Learning Needs Secondary School. During my placement I spent the majority of my time within a year 7 classroom of mixed Additional learning needs, I carried out various classroom assistant jobs such as photocopying, monitoring the learners during breaks, collecting the learners from the yard and ensuring they get to their classes on time and supporting them during lessons.	Comment by Kate Lewis: I have also updated my CV to include all my work experience and jobs to date to ensure that my skill set, and competencies are evidenced throughout to employers. And I believe that this provides an example of my ability to be flexible, adaptable and understanding in relation to the requirements of the roles I have undertaken.  
Ysgol Gynradd Gymraeg Aberdare, Cwmdare (College Placement 2015/16)
During my Cache Level 3 Diploma in Children’s Care, Learning and Development, I was required to complete 100 placement days. Most of my placement days were carried out within a Welsh medium Primary School in Aberdare as a level 3 teaching assistant, mainly within the year 1 Foundation Phase Classroom. Within my role I lead activities and class work, as well as carried out basic classroom tasks such as photo copying, laminating and replacing wall displays. 
I had to listen carefully and follow instructions, to ensure that I presented work correctly to pupils and completed tasks to the required standard. I also worked closely within a team with other staff members as well as with groups of children and individuals. For my Course I had to plan and carry out my own class work, which was assessed and had to fill out assessment sheets on individuals and group tasks. During this time, I also took part in many literacy and numeracy tasks and worked with focus groups on all areas of learning within the Foundation Phase Curriculum. My role also required me to assist with monitoring the children during breaks and on school trips to ensure the safety of pupils. 
First steps Nursery- Aberdare Campus nursery (College Placement 2015)
For my 100 placement days I also completed a baby placement within the college nursery. Whilst at the nursery I assisted in the care of children from 1- 3 Years old, as a level 3 nursery nurse. My role required me to carry out tasks such as cleaning and disinfecting after breakfast, lunch and snack as well as after messy play. At the end of the week I would also help ensure that the nursery and kitchen were clean for the week ahead. I helped with serving food and sitting with the children while they ate and assisted in carrying out play tasks such as song and dance. I often read to the children and joined in with play where appropriate and helped with settling the children to sleep during nap time. 
Ysgol Gynradd Cwmnedd, Glynneath
From September 15th -19th September 2014, I carried out my year 11 work experience as a level 1 teaching assistant. I carried out simple classroom tasks such as leading activities and helping within the classroom as well as on the yard. I provided support to the class teacher and helped students with their work. 
Employment History
Personal assistant ALN.
I am currently employed as a personal assistant for a young adult with Autism and ADHD and have worked within this role for almost three years, the purpose of my job is to assist the individual to live independently. I do this by ensuring the individual can get about easily by transporting them using my vehicle I take them to any appointments, clubs, or activities they have. I keep them company and spend time with them doing things they enjoy such as going to the cinema, swimming and going for walks. And support them where they require teaching them about time and money management. 
Lee’s Garden Chinese takeaway, Kitchen Staff, Glynneath.
I worked in a local Chinese takeaway doing basic kitchen tasks and cleaning. I also dealt with customers and took orders at the desk and on the phone. I packed and bagged food as well as taking payments and giving change. This involved adding up orders and using the cash register. 








Conflict in the workplace scenarios (Original)
 

	Scenarios 
	-Consider a possible solution to the problem 
- are there any factors that may make the scenario worse?

	The general manager has left you in charge, but the staff refuses to follow your direction
	 Tell them I have been left in charge.

	A person you work with has worn a strong fragrance, even though you have asked him/her not to because it gives you headaches.  You have to work in close contact with this 
 
	 Try and ignore it and if it gets worse report to the boss or file a formal complaint. 

	Your boss accuses you of leaving a huge mess in one area because you have a history of not picking up after yourself.              
                
                
  
	 Discuss the issue and explain that it was not me.

	You are get stuck in traffic and this makes you late for work.  When you arrive at work, your boss is annoyed with your tardiness. 
	 Apologize and ensure to leave earlier from now on.

	Your boss has noticed that you are slower than others in completing tasks.  You believe that you work just as hard as everybody else does. 
	 Request a meeting to discuss the issue privately. 

	Any further thoughts:
 
 
 
 
 
	


(Hutchings, 2019).






Conflict in the workplace scenarios (Developed after module session delivery).
 

	Scenarios 
	-Consider a possible solution to the problem 
- are there any factors that may make the scenario worse?

	The general manager has left you in charge, but the staff refuses to follow your direction
	 Request that the manager lets them know that I have been left in charge next time. Remain calm and discuss the issue appropriately with the staff. 

	A person you work with has worn a strong fragrance, even though you have asked him/her not to because it gives you headaches.  You have to work in close contact with this 
 
	 Try and remain calm and understanding of the other persons reasoning for doing so. And politely ask again if they could wear less, explain my issues with it and ensure that they are understanding what I am communicating. Before taking any further action allow them the opportunity to rectify the situation.	Comment by Kate Lewis: I Believe that my development of communication skills is evident here as prior to the module I would have just tried to ignore the situation. However now I would remain calm and communicate effectively with the individual ensuring that I am being understood and allowing them the chance to change before issuing a complaint

	Your boss accuses you of leaving a huge mess in one area because you have a history of not picking up after yourself.              
                
                
  
	Calmly discuss the issue at hand and explain that I was not the one who left the mess but offer to clear it up. 	Comment by Kate Lewis: I believe that my developed response to the situation here evidences my developed skills in relation to the importance of apologizing and remaining calm and undertaking the module has taught me the importance of taking ownership of your own behaviour and actions and making situations right.
Apologize for previous messes I have left and ensure that I will make effort to clean up after myself in the future.

	You are get stuck in traffic and this makes you late for work.  When you arrive at work, your boss is annoyed with your tardiness. 
	Apologize and explain my reasoning for being late, reassure the boss I will make the effort to leave earlier from now on and improve my time management skills. Also say I will call to allow warning if this happens again. 

	Your boss has noticed that you are slower than others in completing tasks.  You believe that you work just as hard as everybody else does. 
	Request a progression meeting explain to the boss that I am trying my best but ask if there’s anything they think I could do to improve my productivity. 	Comment by Kate Lewis: My development of initiative and problem solving is evidenced here by my development of my previous answer as instead of just requesting a meeting, I would now seek out further assistance and suggest solutions on how to better myself and develop my work.
Request a mentor or to shadow a more experienced staff member to better my work. And request further training.

	Any further thoughts:
 
 
 
 
 
	


(Hutchings, 2019). 


First draft of PGCE Personal Statement (Pre-module). 
I feel that I am a suitable candidate for PGCE study due to my wide range of many and varied experiences linked to childcare and education. I have ensured that my further and higher education has greatly focused upon the development of children as well as their wellbeing and education.
All of my post sixteen education has been focused on child development and education and has required me to complete over 700 hours of work experience. Within nurseries, primary schools and secondary schools covering an age range of 0-19 years.
I completed a placement in a Welsh Primary School as a level 3 classroom assistant in a year one class, throughout this role I lead activities and class work as well as carried out basic tasks such as photo copying, laminating, and taking down and replacing wall displays. I feel that this experience taught me about the day to day running of a classroom and further developed my understanding of the implementation of The Foundation Phase in practice. Involvement in other areas of the everyday running of a school such as meetings, filling out risk assessments and assisting on school trips. Allowed me to develop my understanding in relation to legal and safeguarding matters and built upon my knowledge of the importance of policies and procedures.
My course also required me to create and carry out literacy and numeracy lesson plans linked to the curriculum which were assessed by my assessor and I had to fill out assessment sheets on individuals and group tasks. I also had to assist with monitoring the children during breaks and on school trips to ensure the safety of pupils.
During this time, I also completed placement within the college nursery as a level 3 nursery nurse assisting with children between 1-3 years of age. This role required me to clean and disinfect after mealtimes, messy play as well as clean up the toys, the sand pit and play areas. I also assisted during nap times settling the children and assisted with serving food and monitoring the children while they ate. And monitored them during outdoor play, read to them and joined in with activities where appropriate.
I have always been passionate about the education of learners with additional learning needs and have been fortunate enough to gain experience within a Special Needs Secondary School, which I have returned to on more than one occasion across the last three years and am hoping to conduct my dissertation research there.

Developed PGCE Personal Statement. (After module).
I feel that I am a suitable candidate for PGCE study due to my wide range of many and varied experiences linked to childcare and education. I have ensured that my further and higher education has greatly focused upon the development of children as well as their wellbeing and education. In order to provided me with a solid foundation on which to develop further as an individual and as an educator of future generations. 
All of my post sixteen education has been focused on child development and education and has required me to complete over 700 hours of work experience. Within nurseries, primary schools and secondary schools covering an age range of 0-19 years. My placements have enabled me to develop a range of skills and wider knowledge that I believe has benefited me and ensured that I am an asset to the classroom environment. 
I completed a placement in a Welsh Primary School as a level 3 classroom assistant in a year one class, throughout this role I lead activities and class work as well as carried out basic tasks such as photo copying, laminating, and taking down and replacing wall displays. I feel that this experience taught me about the day to day running of a classroom and further developed my understanding of the implementation of The Foundation Phase in practice. Involvement in other areas of the everyday running of a school such as meetings, filling out risk assessments and assisting on school trips. Allowed me to develop my understanding in relation to legal and safeguarding matters and built upon my knowledge of the importance of policies and procedures. 	Comment by Kate Lewis: After undertaking this module, I also further enhanced my personal statement to include the tasks and experience I gained by completing my placements. And I believe that this module allowed me to further develop my understanding of the competencies I have and can develop through various tasks and experiences. 
I have always been passionate about the education of learners with additional learning needs and have been fortunate enough to gain experience within a Special Needs Secondary School, which I have returned to on more than one occasion across the last three years and am hoping to conduct my dissertation research there. Gaining access to such a diverse working environment has developed both my individual and professional skills in ways I could have never imagined. Working alongside highly skilled staff members and working with learners has greatly shaped my ability to be more empathetic, caring, trustworthy and considerate. For me it has strengthened my desire to become a teacher.  	Comment by Kate Lewis: I further developed my personal statement to include my placement within a Special educational needs school. And by completing this module it allowed me to consider the competencies I had developed through my experiences such as empathy, honesty, consideration of others, and the ability to care for others. 
I am currently in the third year of my BA Education studies degree, which I have found to be integral to my educational development as the course has covered and raised a vast range of educational topics and issues that I was otherwise unaware of. Studying such a variety of topics has broadened my knowledge and interests and provided me with a deeper understanding of the complexities of the modern-day education. 
I have also been fortunate enough to gain employment as personal assistant for a young adult with Autism and ADHD I have worked within this role for almost three years, the purpose of my job is to assist the individual to live independently. Having this job has increased my confidence to work alone and use my initiative. It has also further developed my ability to diffuse situations, problem solve and calm down others.	Comment by Kate Lewis: To develop my personal statement to support my application further I included my current job to provide examples of the competencies I use to meet the requirements of my role. Such as problem-solving skills, confidence, initiative and reliability all of which I have been provided with the opportunities to develop further during this module.







Reflective piece.
The following reflective piece will be structured using Gibbs Reflective Cycle 1988 as The University of Edinburgh, (2019) suggests that the model can assist in providing structure when reflecting allowing a breakdown of experiences enabling individuals to learn and create an action plan for future practice. The module this term focused on employability and enterprise opportunities and the competencies required to enhance employability.  My original expectations and initial thoughts in relation to the module were that I was unsure of what to fully expect from the module but was interested to see where it would go and looking forward to it.  I expected to further develop my understanding of enterprise and entrepreneurship and my knowledge and understanding of competencies as well as build upon my own skills and competencies to enhance employability. And was expecting to better my ability to critically reflect on my own practice and skills.  
I was feeling open and willing to develop my employability and enterprise skills further, and overall, I felt enthusiastic and eager to fully immerse myself and engage with the module, teaching sessions and opportunities that were on offer. I was fortunate enough to attend the employability and enterprise day where we had various sessions delivered by individuals with expertise in their area. And I attended a session on leaderships and management which was thought provoking and eye opening into the ways leaderships and management can best be implemented within a range of contexts and job opportunities. I also developed understanding and knowledge about how I can best develop and use my own leaderships and management skills in ways that benefit both myself and those around me. As ‘’In today‘s vigorous workplace, organizations need both effective management, and effective leadership for optimal success’’ Kotterman (2006 quoted in Wajdi, 2017, p. 76).
I also attended a LinkedIn session which discussed how to best showcase yourself on a platform which provides job and enterprise opportunities. And developed my knowledge on how to best sell myself confidently and professionally, promoting my own skills and competencies and considering ways in which I could evidence these to provide potential employers with examples. Which I found to be highly relevant as ‘’employability skills make a link from learning to earning.’’ (Thennakoon, 2016, p.2). I also made use of the career's appointments made available to us during this module to discuss the PGCE course I have applied for I used this time to talk through the course requirements, discussing where I could better myself and my skills to meet the requirements further. We also discussed the interview process and what would occur during that time and spoke about the equivalency test and how I could best prepare myself for it, and how it would further enhance my employability opportunities. 
In relation to my further engagement of the module I feel that the above included components evidence and outline my developed understanding and knowledge of competencies using the annotations that highlight the developments in my work. For example, In relation to my own CV I feel that I have included my developed competencies within my skills section and have polished my personal profile to include information that enhances my employability and to create a CV that better presents me as a professional. 
In terms of the challenges throughout this module I would say I feel that I was challenged in my ways of thinking about enterprise and employability opportunities and was required to break out of my usual pattern of thought. And consider and remain open to other ideas and opinions about what is important in terms of the skills employers look for and how best to develop and practice these. I also found it challenging at times to remain impartial and reflect effectively upon competencies I did not have or was not efficient at, while trying to do so without being overly negative. 
While personally I feel that I succeeded in taking advantage of all opportunities offered during the module that in turn assisted me in further developing my knowledge and understanding in relation to competencies and how to best apply these to enterprise and employability opportunities.  I also feel that I succeeded in developing my competencies and skills especially in relation to conflict resolution, the importance of apologizing, problem solving and building and maintaining professional relationships which I feel has been demonstrated in the development of my included component of conflict in the workplace worksheet.
However, in terms of what I think I could have done differently through the module I feel I could have focused on theories that related to enterprise and employability and possibly used a wider range of sources when searching for supporting references. And if I were to complete this module again, I would personally place greater focus on enterprise opportunities and activities to better my understanding and knowledge of enterprise and entrepreneurship and how I could apply my skills to these areas. And I would research into how these enterprise opportunities can develop my competencies and enhance my employability while enabling me to recognize and pick out opportunities for learning.  As a study on future employability skills has discovered that the ‘’ the future workforce will need broad-based knowledge in addition to the more specialised features that will be needed for specific occupations.’’ (Bakshi, et al, 2017).
This module had helped me develop a range of competencies and skills some of which I unaware that employers sought for in potential candidates. And has taught me how to apply these competencies to a vast range of job and enterprise opportunities as well as how to link these competencies to requirements within job descriptions and seek out opportunities for further development and learning. However, I do believe that I would benefit greatly from using a personal development plan (PDP) as ‘’instead of being locked into a routine learning cycle, you enter into an upwards learning spiral’’ (Cottrell, 2010, p.3). And by continuing to practice reflection to ensure continued professional and personal development and to promote best possible practice. 
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