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Donna James (Old CV)
20 Lowless Close, Grove Hill, Pembroke, Pembrokeshire SA71 5QL Tel:(01646) 689090
Mobile: 07738 467649 E:Mail donnajjames@googlemail.com
Personal Statement
I’m highly motivated, work well as part of a team and individually.  I am kind, caring and patient.  I have a nurturing personality gained through raising my own family and over ten years work experience within a school environment.  I am adaptable and can apply different skills to a given situation.
Experience
I currently work in Pembroke Dock Community School as a support assistant, within the speech and language department.  My role is to support pupils with their specific learning programmes. 
I have successfully completed many training courses during my employment:
· Child Protection training level 1
· Numicon Intervention programme training
· Level 2 Emergency first aid
· Manual handling
· Accelerated literacy
· Basic sign language
· Team Teach  
Employment History
September 2006 – present date
Pembroke Dock Community School, support assistant – Speech and language department
I have worked in many areas within the school, from flying start to year 6.  I have also gained experience working in the LRC (learning resource centre).  I have previously worked as an SEN Support assistant and 1-1 support LSA.
2002 – 2006
Took time away from employment to raise my family full time.





2002 (6-month contract)
Friday-Ad - Pembroke Dock 
Canvasser contacting customers by telephone to promote Friday-Ad’s services by offering free advertisements on a range of their web-sites and paper based publications across the country.
1997-2002
Llanion Signs & Graphics – Pembroke Dock
Office manager/credit controller – responsible for the running of the office.  Dealing with customers both verbally and face to face.  Producing of invoices and statements using SAGE.  Contacting customers regarding payments.  Keeping files up to date and easily accessible.
1996 – 1997
Fersina Windows (Basenet) Ltd – Pembroke Dock
Receptionist – responsible for general office duties.  Answering the telephone, dealing with customers.  Filing, assisting sales staff with quotes and keeping customer files up to date.
1994-1997
Bush House Nursing and Residential Home – Pembroke Dock
Kitchen assistant preparing breakfasts for residents, serving hot beverages, laying tables, preparing vegetables, general kitchen duties – washing and drying of dishes.  During my employment, I gained a basic food hygiene certificate.
Education and Qualifications
Pembroke Comprehensive School 1989 – 1996
G.N.V.Q Business Intermediate Level – Distinction
G.C.S.E. including Design technology, Art, English Lit/Lang all B – C grades.
Pembrokeshire Learning and Development Centre 1996 – 1997
N.V.Q. Business Administration Level 2 – Pass
Pembrokeshire College 2006
N.V.Q. Cache level 2 for teaching assistant – Pass
N.V.Q Cache Level 3 Support teaching and learning in schools – Pass
Pembroke Dock Community Learning Centre 2015
Level 1 & 2 Essential skills Wales application of number – Pass
University of Wales – Trinity Saint David 2016/17
Currently studying a foundation degree – Inclusive Education.
I hold a current full driving license. 
Interests 
Keeping fit, reading, walking, camping and spending time with my family.
References
Mrs Michele Thomas (Headmistress)			Mr Ted Bamford
Pembroke Dock Community School			Llanion Signs & Graphics	
Bush Street						Stockwell Road 
Pembroke Dock					West Llanion Industrial Park
Pembrokeshire					Pembroke Dock
SA72 6LF						Pembrokeshire
(01646) 684872					SA72 6TQ
							(01646) 683181



Donna James (New CV)
20 Lowless Close, Grove Hill, Pembroke, Pembrokeshire SA71 5QL Tel:(01646) 689090
Mobile: 07738 467649 E:Mail donnajjames@googlemail.com

Personal Statement
I am in my final year studying a BA in Inclusive Education, due to graduate July 2020.  I am looking to apply my knowledge to assist families and young children with Speech and Language Communication Needs (SLCN).  I’m highly motivated, flexible and hardworking, I work well as part of a team and individually.  I am kind, caring and patient.  I have a nurturing personality gained through raising my own family and over fourteen years work experience within a school environment.  I am adaptable and can apply different skills to a given situation.  I have good communication and organisational skills.  I can be relied upon to follow instructions.  I can deal with sensitive information and uphold confidentiality. 	Comment by Donna James: Initially I embarked on this degree to help me grow as a person and gain experience that would assist my knowledge in my current role.  Working with the children gives me such pleasure seeing them grow in confidence.  As a mother this also brings me pride that aspires me to be the best I can, which I hope inspires them.  According to Bandura - Social Learning Theory, children observe those around them behaving in certain ways including parents, these influences children pay attention to. ‘These models provide examples of behavior to observe and imitate’. (McLeod. 2016). 

Experience
I currently work in Pembroke Dock Community School as a support assistant, within the speech and language department.  My role is to support pupils with their specific learning programmes.  As part of this I plan and manage my own working timetable and liaise with outside agencies to support and manage target programmes alongside the speech and language therapist.  I undertake and collate assessments and attend the Early years forum meeting which is held bi-annually to identify SLCN.  I then plan and manage the previsions advised.  I currently run the Parent & Toddler weekly sessions within the setting, aimed at providing sessions which are fun, engaging and enriched with early language experiences, through stories, rhymes and songs.	Comment by Donna James: Working within the Early years setting I noted through early assessments that children were accessing school at the age of two without the knowledge of rhymes and nursery songs.  These early experiences aid language development.  “Song is a special type of speech. Lullabies, songs and rhymes of every culture carry the 'signature' melodies and inflections of a mother tongue, preparing a child's ear, voice and brain for language. “ (Hill.2011).
Employment History
September 2006 – present date
Pembroke Dock Community School, support assistant – Speech and language department
I have worked in many areas within the school, from flying start to year 6.  I have also gained experience working in the LRC (learning resource centre).  I have previously worked as a SEN Support assistant and 1-1 support LSA.  
2002 – 2006
Took time away from employment to raise my family full time.
2002 (6-month contract)
Friday-Ad - Pembroke Dock 
Canvasser contacting customers by telephone to promote Friday-Ad’s services by offering free advertisements on a range of their web-sites and paper based publications across the country.

1997-2002
Llanion Signs & Graphics – Pembroke Dock
Office manager/credit controller – responsible for the running of the office.  Dealing with customers both verbally and face to face.  Producing of invoices and statements using SAGE.  Contacting customers regarding payments.  Keeping files up to date and easily accessible.
1996 – 1997
Fersina Windows (Basenet) Ltd – Pembroke Dock
Receptionist – responsible for general office duties.  Answering the telephone, dealing with customers.  Filing, assisting sales staff with quotes and keeping customer files up to date.
1994-1997
Bush House Nursing and Residential Home – Pembroke Dock
Kitchen assistant preparing breakfasts for residents, serving hot beverages, laying tables, preparing vegetables, general kitchen duties – washing and drying of dishes.  During my employment, I gained a basic food hygiene certificate.
Education and Qualifications
· Pembroke Comprehensive School 1989 – 1996
G.N.V.Q Business Intermediate Level – Distinction
G.C.S.E. including Design technology, Art, English Lit/Lang all B – C grades.
· Pembrokeshire Learning and Development Centre 1996 – 1997
N.V.Q. Business Administration Level 2 – Pass
· Pembrokeshire College 2006
N.V.Q. Cache level 2 for teaching assistant – Pass
N.V.Q Cache Level 3 Support teaching and learning in schools – Pass
· Pembroke Dock Community Learning Centre 2015
Level 1 & 2 Essential skills Wales application of number – Pass
· University of Wales – Trinity Saint David 2016/2020
Foundation Degree – Inclusive Education - Merit
BA Hons Degree – Inclusive Education. (July 2020 to complete).
· Pembrokeshire College 2019/2020
Level 3 Diploma for Children’s Care, Learning and Development CCLD (ongoing)
· Platform 3: Study, Learn, Qualify 2019/2020
Level 3 Supporting Children and Young People’s Speech, Language & Communication (ongoing).
Professional qualifications and training
Child Protection training level 1,2,3. Elklan – Level 2 (5yrs-11yrs). Wellcomm.  DEST/Hands on Literacy.  Elklan – Level 2 (0-3 yrs).  Bucket – Attention to autism (In-house training).  SALLEY.  Language Enrichment (in-house training).  Story Narrative (in-house training).   Accelerated literacy.  Signalong.  Hearing Aid Care.  Numicon Intervention programme training.  Level 2 Emergency first aid.  Manual handling.  Team Teach.  Level 2 in Food safety in Catering.  Design to Smile – Cross infection Procedures and Dental Health Education.  	Comment by Donna James: Working in Education it is my job to be aware of safeguarding procedures and by undertaking the child protection training it has enabled me to be aware of a range of signs such as; abuse, neglect or grooming.  Child Protection states the safeguarding is everybody’s concern (Pembrokeshire County Council. 2019).
Hobbies and Interests 
Keeping fit, reading, walking my dogs, camping and spending time with my family.
Driving Status: Full, clean licence and own transport.
References
Available on request


















Personal Development Plan (PDP)
	Areas for further development
	Why?
	How?
	Who/Where
	When?

	Knowledge:
After completing BA Inclusive Education Degree – seek options to become a HLTA 




	I am currently a level 1 support assistant working with children with targeted SLCN programmes.  I would like to further my career in my current role and achieve a higher status.
	Search for HLTA courses – Online, with UK Open College : 
https://ukopencollege.co.uk/product/teaching-assistant-level-4-award/

Speak with Local authority to seek advice if able to achieve through setting
	Uk Open College – Home study 1 year course.  Worked around current commitments & family



Pembrokeshire County Council
	Look for course options after completion of BA Hons Degree.

To start; Sept. 2020 

	Knowledge:
Gain more knowledge and experience in SLCN




	To enable me to be more informed and be able to support pupils needs.  By applying a range of techniques.
	To complete training advised by the Speech & Language Therapist.
	Speech & Language Department.
Hywel Dda University Health Board.
Haverfordwest.
	Sept 2020

On completion of BA Hons Degree

	Skills:
Leadership.




	Become more confident in training other practitioners 
	Continuing to train others in the BUCKET programme.	Comment by Donna James: Having the opportunity to train others to use the BUCKET intervention programme has boosted my confidence.  I do not follow a programme all activities are planned and undertaken by me, so with those that I have trained has enabled us to share our idea’s and good practice.  The pupils that I take for these sessions thoroughly enjoy them and look forward to them, as do I! Gina Davies (2020) founder of Attention to Autism (BUCKET) states ‘engaging a child is the first critical step to success’
	Attend re-fresher sessions with Speech & Language Assistant.

Attend Gina Davies (founder) workshops http://ginadavies.co.uk/professional-services/
	When available

	Skills:
Decision Making.



	Become more assertive and have confidence when dealing with other professionals regrading pupils targets
	By having up to date literature/notes taking ownership to support amendments. 
	By attending all assessment meetings between child and therapist.	Comment by Donna James: By attending meetings, I have a greater understanding of their needs and the advice the therapist has given – so I can bring it into practice when working with the pupil.  By cooperatively working with colleagues and professionals we can work together to meet the child’s needs.  
Communicating effectively with all practitioners.
	In everyday work practice.

	Values.
Respect




	Treat people as I would like to be treated.
	By how I conduct myself with children, colleagues and parents.  To feel valued as a member of staff. 	Comment by Donna James: Feeling valued as a member of staff motivates me to want to succeed in everything that I am involved with.  It is beneficial to my well-being as a person and those surrounding me.  Maslows five stage model motivates our behaviours one of which; esteem needs, ‘the desire for reputation or respect from others’ (McLeod. 2020).
	Attending meetings, feel confident to share an opinion.  That I respect another person’s point of view and any conflicts of interest can be addressed maturely. 
	Everyday working collaboratively with children, colleagues and parents.  

	Values.
Flexible




	Situations arise that can affect my planned timetable; I need to be able to make changes where necessary.
	By re-planning my day of “pick-ups” and being accommodating to all members of staff to ensure the smooth running of lessons, with minimal disruption.
	All class teachers that my “pick-ups” reside in.  This builds a good rapport with staff, by being mindful of the importance of pupils needing to partake in class activities with their peers, as well as 1:1 session with myself. 
	In everyday work practices.












Personal Statement
My desire to pursue a career in Education came from having my own children.  Originally, I worked within the business sector as an administrative assistant.  When I became a mother at twenty years of age, I felt my current role lacked job satisfaction and fulfilment.  After my third child started full time school, an opportunity arose to study a Cache level 2 teaching assistant NVQ whilst voluntarily working within the school.  This opportunity gave me the passion to embark on a career within education.  It also gave me the confidence to support my own children with their schoolwork, as I become more knowledgeable with the curriculum and different strategies to improve and assist their learning.   I become employed within the authority in 2006 of which I have had the pleasure of working in multiple year groups within the school supporting and developing various levels of need.  These achievements and experiences led me to complete Cache Level 3 Support teaching and learning in schools NVQ and aspired me to pursue the next stage of my career, to become more skilled to engage pupils and aid self-confidence throughout their learning journey.	Comment by Donna James: After starting a family my mindset changed and I no longer felt challenged, being employed in a small company I felt there was no incentive to progress professionally.  Maslow stated that human motivation is based on people seeking fulfillment and change through personal growth. (MacLeod.2020).
On commencing my employment, I was appointed as a one-to-one support assistant in year 6 working with two pupils which were diagnosed with autism.  Both pupils accessed mainstream teaching where I supported them to access their learning daily, whilst working under the class teacher to differentiate work to promote a fully inclusive timetable.  This experience also enabled me to observe class practices, the class environment allowed each child to feel valued, secure and safe.  Pupils were engaged in independent activities and were aware of their learning intention and were able to use a variety of class resources to assist their learning.  Working with both pupils with a specific learning need broadened my knowledge to support pupils to overcome barriers within the setting.  An experience I brought into many areas within the school when supporting children with or without a diagnosed specific need.  The diversity of age groups experienced has enhanced my academic and professional ability, to support their learning.  Strategies and initiatives which have been used and observed have been adapted to be implemented to aid the development of pupils in other year groups.   I’m highly motivated, flexible and hardworking, with a passion to assist children through their education.  I have worked independently as a Learning Support Assistant (LSA) and as part of a team within the Learning Resource Centre (LRC) and Flying Start, assisting in many areas; supporting the class teacher, making resources, working in groups and carrying out specific programmes.  Always maintaining a high level of professionalism, whilst having a friendly, approachable and nurturing disposition.  	Comment by Donna James: By working closely with both pupils, I was in a position to assist the class teacher to differentiate work, I constructed and used a range of strategies, such as; visual, questioning and utilising their interests (cars) to engage learning further, ‘work needs to be tailored to the individual needs and preferred learning styles’ (Grigg. 2010. p251).
Supporting children with Additional Learning Needs (ALN), has enabled me to become more aware of a range of pupils learning styles and needs.  I can adapt support to suit individual pupils; as what may work for one child does not necessarily work for another.  I have had the opportunity to implement many initiatives for children with Dyslexia, working in a classroom environment and in small groups such as the Hands on Literacy intervention.  
Throughout my fourteen years’ experience within the authority my main passion is supporting children with Speech, Language and Communication Needs (SLCN), I pride myself on making their target programmes fun and engaging for all ages to promote successful participation.  I work closely with the Speech and Language Therapist and Additional Learning Needs Coordinator (ALNco) supporting assessments and feeding back progress or barriers to their current programmes.  Seeing children make progress whilst working with me is very rewarding and signifies the importance of early identification of SLCN.  This position has enabled me to attend many courses to implement many initiatives such as; ELKLAN (0-3 and 5-11years), WELLCOMM, Signalong and DEST which are beneficial when supporting children’s language development.  I work closely with the Foundation Phase to plan and administer BUCKET (Attention to Autism programme) activities, which links to their planning following the national curriculum.  These sessions encourage attention and listening through engaging pupils by using fun, entertaining and amusing activities, whilst supporting language learning through signalong and pre-teaching topic vocabulary.   	Comment by Donna James: By identifying SLCN early means provision can be put in place, in some instances a referral to the speech & language therapist is not required as the child may just require extra support to assist with language development.  ‘The earlier action is taken, the quicker appropriate help can be provided without unduly disrupting the organisation of the school, and the more responsive the pupil is likely to be’ (Welsh Assembly Government. 2004. Section 6:11 of the code).
Through my knowledge and experience of the importance of early language development, I have recently undertaken the running of the Parent & Toddler group within the setting which has enabled me to bring my skills to this current role.  By building positive relationships with parents to support their engagement with their children through; rhymes, songs, playing and sharing stories.  BUCKET has also been introduced to these sessions which has received positive feedback and aided shared attainment.
I am a creative person, I enjoy up-cycling old and tired pieces of furniture within my home and giving it a new lease of live, spending time with my family and walking my two dogs.  As a former administrative assistant, I obtained various word processing qualifications.  During inset and CPD sessions every Friday I been able to widen my IT knowledge, to become able to use and support pupils with a variety of packages, such as; Seesaw, JITT, I-Movie and Minecraft.  Fortunately, the headmistress and senior leading team encourages professional development, which has been very beneficial to enhance my skill set, knowledge and confidence to support children further within my job role.  







Reflection
Description
This four-year BA Inclusive Education degree provided by University of Wales Trinity Saint David, was studied as a long-distance learning course.  It explores a range of aspects within education such as; numeracy and literacy within schools and how children with additional learning needs (ALN) can experience barriers to learning and ways to promote an inclusive education.  While exploring children’s well-being and holistic development.  This course involves written and practical assignments, which requires the learner to use a variety of technologies and methods to complete.  Using the Gibbs reflective cycle, I will reflect on how this course has development me as a professional and its influence upon my working practices and skills.
Feeling
Initially, I had applied for this course the academic year before I started, but due to the lack of confidence I withdrew!  My family, friends and work colleagues encouraged me to reapply the following year.  Plus, I wanted to prove to myself that I could achieve this qualification at Degree level.  I also felt over-whelmed as I knew nothing about academic writing, or whether my current educational status or experience would be advantageous to the course.   However, after attending the first lecture and meeting the other candidates I soon realised we shared similar apprehensions.  As I have progressed through the course my confidence has grown, as well as my knowledge into the theories behind many educational initiatives that are used throughout the school.   However, after completing my degree I wish to continue to develop knowledge within my current role within the school as a speech and language support assistant, whilst becoming a HLTA.

Evaluation
Throughout this course I have enjoyed learning about theories which have an impact on education.  Researching theorists, noting their opinions and how they transpire into many initiatives and policies, which are visible throughout education today.  I have enjoyed many aspects of each module assigned, such as; story-telling – which enabled me to plan and use Bucket to re-tell a story, an academic scrapbook and learning many skills to produce PowerPoint presentations.   However, I have found the recording of presentations to send tutors extremely troublesome, this has only been required a few times down to the ergonomics of being a long-distance learner.  As my own anxieties and confidence hinder this task, I preferred to present to the tutor face-to-face in order to have immediate feedback and response, which gives instant reassurance.  Therefore, after speaking with my tutor of which I found her to be very sympathetic to my needs, it was arranged that I would have the opportunity to deliver my presentations with her at an arranged date.   However, due to the recent Covid-19 pandemic I was required to do a presentation within my home to complete an assignment, to send to the tutor.  Despite my previous anxieties I rose to the challenge, the experience wasn’t as bad as I had portrayed it to be!  Admittedly, I felt an element of achievement, which has since given me the confidence to be able to do it again – should the opportunity arise.
Analysis
As I want to further my career in Speech & Language support, a role that requires me to have good communication skills, in order to converse with children, parents, professionals and outside agencies.    This course has given me the confidence to participate in meetings and public speaking, ‘the more talks and presentations you give, the more confidence in adapting the talk to suit the audience’ (Cotrell. 2013. p. 268).  In order to communicate effectively I also require good literacy skills, my CV reveals that previous employment as an administrative assistant has helped me to attain these skills, with writing correspondence to business clients to give quotations and obtain outstanding payments.  However, I felt this experience had not equipped me to speak at an academic level, especially when needing to be critical or reflect during a presentation.  This was evident following feedback received during the early stages of this course, my tutor advised me to research critical thinking and provided handouts to assist deepen my understanding of this process. “Critical thinking is a complex process of deliberation which involves a wide range of skills and attitudes” (Cotrell. 2011. p.2). 
Conclusion
By being able to act upon and apply advice given by my tutor, has enabled me to gain many successful outcomes.  However, I do feel being critical is something that has not come naturally and would be an area that requires more support.  As has been noted, I feel my confidence has grown considerably throughout this course, of which was recently noticed by a senior member of staff who undertook my appraisal.  Commenting on my recently held training provision of Bucket which I organised and performed for colleagues, aiding their professional development.
I believe that all aspects of the course have aided me to develop skills to progress within my current role.  Technology skills have been very beneficial, and I have since introduced a more streamline way of documenting pupil progress which is used for ALN meetings to discuss pupil’s targets and assess progress.  
Action Plan
If I were to do this course again, I would have the confidence to believe in myself more.  I would read a wider range of literature to improve my critical thinking to help expand my knowledge.
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