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Component One: CV and Updated CV 
Original : 

Curriculum Vitae 
Sara Rhiannon Jones 
DOB: 27/03/1996      Email: jonessararhiannon@gmail.com      Phone: 07415990628 
 
Profile 
I am currently a second-year student at University of Wales Trinity St David studying Counselling and Psychology. With this degree I hope to achieve my goal of working with the police and to understand the human mind. I am a very motivated, enthusiastic person, I work hard to reach goals and targets and I work well independently, as well as in a team. I am looking for part time employment to apply and expand my skills alongside my university course. 
 
Key Skills  
• Fluent in both English and Welsh 
• Friendly, polite, helpful and honest 
• Good communicator 
 
Employment History 
Caraway Restaurant – Duty Manager: June 2014 – May 2017 
Here I worked my way up from a waitress to a Key Holder (Duty Manager) over the three years that I was employed. My duties here included managing the restaurant, ensuring that all the needs of customers, staff and business were met, from dealing with complaints to counting the registers at the end of the night. Working here improved my communication skills as well as my numeracy skills, and I learned some personal skills such as communication, patience and motivation to reach business targets.  
 
West Pier Deli – Waitress/Barista: July 2017 – May 2018 
Dorothy Perkins – Sales Assistant: November 2013 – June 2014 
Pantri Blakeman – Waitress: April 2012 – November 2013  
 
(References are available if requested)  
 
Education  
Bro Myrddin Welsh Comprehensive School: 2007 – 2014 
Qualifications 
GCSE 
· English: C 
· Mathematics: B 
· Welsh: C  
· Business: C  
· Science (Double Award): C 
AS Level  
· Health and Social Care: C 
· English Literature: C 
A Level:  
· Psychology: C 
· Welsh Baccalauriate: PASS 
 
Availability  
Sunday – not available 
Monday – all day 
Tuesday – 3pm onwards 
Wednesday 1pm onwards 
Thursday – 4pm onwards  
Friday – all day 
Saturday – not available  


	









Updated: 


Sara Jones 	Comment by Sara Jones (1703134): I have changed the headings of each of my sections to the colour blue so that my Cv stands out slightly more than just plain black and white. 
 
E-mail: jonessararhiannon@gmail.com 
DOB: 27.03.96 
Contact: 07415990628 
 
I am currently a third-year student at the University of Wales Trinity St David studying Counselling Studies and Psychology. I am a very enthusiastic, motivated person who works hard to achieve goals and targets. I work well independently as well as part of a team. In my employment I look to expand my skills and knowledge for personal and professional development. 	Comment by Sara Jones (1703134): I have updated this so that my future employer can see directly what my plans and intentions are for my development in the future. 
 
 
Experience 
 
Caraway, Marston’s, Carmarthen - Duty Manager 
June 2014 - May 2017 
 
Here I worked as a waitress for a year before becoming a Duty Manager. My role in this position was to ensure the running of the restaurant was smooth and efficient, ensuring that all the needs of the customers, staff and business were met. 
 
West Pier Deli, Swansea- Waitress/Barista 
July 2017 - May 2018 
 
In my role here as a coffee barista/waitress I learned valuable skills of working under pressure in a busy environment whilst ensuring all the customer's needs were met as well as ensuring colleagues were managing significant workloads in the busy periods of the year. 	Comment by Sara Jones (1703134): My original CV only had a job role description for one of my previous employments, for this updated one I have described each of my previous employments so that my future employer can see what skills I gained in each workplace that I will be able to transfer these competencies to the new role. 
 
Opinion Research Services, Swansea - Telephone Interviewer 
November 2018 – current 
 
In this employment I have learned valuable communication skills as well as persuasive skills in attempt to attract members of the public to partake in telephone social research. 
 
In this employment I have been vetted by North Wales Police to be able to undertake sensitive surveys with victims of crime and domestic abuse. 
 
 
 
Education 	Comment by Sara Jones (1703134): I believe that the overall layout of this updated CV is better so that everything is spread only over two pages. I think this is better for the employer/interviewer so that they won’t need to look too far for each section they look for. And overall, I think it just looks better and more professional. 
 
Bro Myrddin Welsh Comprehensive School 
2008 - 2014 
 
Awards 
AS Level 
· Health and Social Care 
· English Literature 
A Level 
· Psychology 
 
 
University of Wales Trinity St David 
2017 – current – Counselling Studies and Psychology 
 
• Modules include: Research Design and Analysis, Developmental Psychology, Social Knowledge and Identity, Skills or Life, Postmodern Counselling Theories, Counselling Therapy Theories, Supporting Human Flourishing, History of Counselling 	Comment by Sara Jones (1703134): I think this section would be quite helpful for future employers to see what kind of knowledge I have from university so that they can see if any are applicable for the job role I would apply for. 
 
 
Hobbies and Interests 
 
Gym 
Cycling 
Paddle boarding 
	 
 
 
 




























Brynteg, Brynmeurig 
Llangunnor, 
Carmarthen 
SA312EE 
Carmarthenshire 
 
 
 
 
 
 
Key Skills 	Comment by Sara Jones (1703134): Here I have added more applicable skills that future employers will look for, also I have put them nearer the top so that they are clearer for the interviewer 
 
•Confident 
 
•Good communicator 
 
•Honest 
 
•Reliable 
 
•Good organisation 
 
•Creative 
 
•Good critical thinking skills 
 
 
Languages 
 
Welsh 
 
English 
 
 
Other 	Comment by Sara Jones (1703134): On my original CV I did not include many of these as I thought they were irrelevant; however, I have included them to this CV so that it looks a bit more impressive. 
 
•Food Hygiene (Level 2) 
 
•Health and Safety (Level 2) 
 
•ALPS (Award for Licensed Premises Staff) 
 
•Duke of Edinburgh (Silver & Gold Awards) 
 
•Application of Number (Level 2) 
  
•Welsh Baccalaureate   
 
•Full clean driving licence 
 
•Good ability to use Microsoft Office applications 
 
•North Wales Police vetted 







Component 2 – Professional Behaviour Evaluation 

NAME: SARA RHIANNON JONES 
DATE OF EVALUATION: 7/10/2019 
 
	SKILL 
	COMPETENT 
	NOT YET COMPETENT 

	INTEGRITY 
	X
	 

	EMPATHY 
	X
	 

	SELF-MOTIVTION 
	X
	 

	APPEARANCE AND PERSONAL HYGIENE 
	X
	 

	SELF-CONFIDENCE 
	 
	X

	COMMUNICATION 
	
	X

	TIME MANAGEMENT 
	X
	 

	TEAMWORK AND DIPLOMACY 
	X
	 

	RESPECT 
	X
	 

	PATIENT ADVOCACY 
	 
	X

	CAREFUL DELIVERY OF SERVICE 
	X
	 


 
Use the space below to explain any ‘not yet competent’ ratings. When possible, use specific behaviours and corrective actions.  

SELF CONFIDENCE  	Comment by Sara Jones (1703134): My confidence has been enhanced through forcing myself to complete tasks that are outside of my comfort zone, this has allowed me to grow inside and outside of university. These tasks include presentations, joining a gym and doing more activities on my own so not to rely on others for comfort. 
Must improve on having enough confidence to be able to portray my ideas when working in a group setting. I feel uncomfortable doing this because I don’t believe in the credibility of my work.  
How to improve: Seek help from experienced peers, take up a hobby that requires a form of pressurised workload to consciously desensitise myself from external anxieties.  

COMMUNICATION 	Comment by Sara Jones (1703134): My communication skills have enhanced this year through presentations and also through my job which is a telephone interviewer which has also developed my persuasion skills in order to convince people to take part in surveys. 
I must develop my abilities to communicate my ideas clearly and concisely in order to achieve full understanding by others. 
How to improve: Ask peers for honest feedback in order to improve communication for next time, practise being brief but specific and not to ramble on so not to confuse listeners, practice mindfulness to reduce anxiety of presenting ideas, consciously speak slower day to day.  
 
PATIENT ADVOCACY 	Comment by Sara Jones (1703134): I have improved my patient advocacy skills through taking the time to get to know people on a deeper level to understand their point of view and to appreciate their comments when completing tasks.
I need to improve on accepting other ideas or suggestions by others and not always assume that my ideas are better, and not let my prejudice affect how much effort I put into my work.  
How to improve: Do more research to understand colleagues, acquaintances and peers’ ideas before contradicting with negative aspects.  

Component 3 – Personal Development Plan

	Personal Development Plan 

	Sara Rhiannon Jones 
 
	Student ID: 1703134 
	Skills for Life 
	UWTSD 

	Skills to develop  
 
	Why do I need to develop them?  
	How to develop them 
	Where to get support  

	Communication 
	So that I can get my points across clearly and effectively. 
	Online courses on how to communicate better with team members and other staff. 
	Online, counsellors, getting involved in clubs, team sports.  	Comment by Sara Jones (1703134): I have managed to develop these skills through speaking in public and practicing how quickly to speak and also worked on my confidence in public speaking by practicing presentations in front of my peers. 

	Teamwork 	Comment by Sara Jones (1703134): I have managed to enhance my abilities of teamwork by working with my classmates to complete tasks in university. 
	So that all team members can work together to achieve one common goal and focus all energy in one direction. 
	Through teamwork exercises in the workplace and practicing the techniques. 
	Online, through the company with team building exercises, join a sports team, volunteering. 

	Negotiation 	Comment by Sara Jones (1703134): I have practiced my negotiation skills by resolving small arguments and concluding the discussion where both parties are happy with the outcome.
	So that both parties can secure win-win results. 
	Online courses and practicing the approaches. 
	Online courses, tutors, managers. 

	Organization 	Comment by Sara Jones (1703134): I have managed to better my organizational skills by buying a diary in order to set out my tasks for each day and completing them when needed. 
	To allow to reduce errors and be time effective. 
	Plan before-hand and structure weeks. 
	Ask for help from experienced colleagues, learn to prioritize most important tasks.  

	Problem solving 	Comment by Sara Jones (1703134): I have developed my problem-solving skills through doing puzzles and attempting to complete riddles which has allowed me to think outside of the box.
	To quickly resolve obstacles. 
	Practice critical thinking and creating hypothetical scenarios to overcome potential problematic situations.  
	Experienced colleagues, critical thinking courses, dealing with complaints at the workplace.  

	Leadership  	Comment by Sara Jones (1703134): I have boosted my leadership skills through creating a schedule for myself and my housemates for chores that need to be completed each week. 
	To be able to motivate others to achieve objectives.  
	Online courses and using confidence growing methods.  
	Online courses, training courses, shadowing higher ranked colleagues such as managers, understand strengths and use them. 

	Motivation  	Comment by Sara Jones (1703134): I have enhanced my motivation by joining a gym which has improved my want to complete tasks and has given me more energy to focus on my work. 
	To will myself to do more work and to work more efficiently.  
	Positive affirmation, rewarding myself after completing tasks. 
	My peers, tutors, mentors, join the gym to teach myself discipline.  

	Ability to work under pressure 	Comment by Sara Jones (1703134): My skills to work under pressure have been heightened through this module by only having three weeks to complete my coursework which has given me the ability to work more efficiently for my other modules. 
	So that I can perform at an acceptable standard while completing stressful tasks. 
	Change how I deal with pressure and stress, break down big tasks into small tasks and chip away at them. 
	Practice mindfulness for stress management – download Calm or Headspace, get a diary/make a to do list, counsellors, get advice from experienced co-workers.  

	Creative thinking 	Comment by Sara Jones (1703134): My skills to work under pressure have been heightened through this module by only having three weeks to complete my coursework which has given me the ability to work more efficiently for my other modules. 
	To be able to come up with innovative ideas and to be able to think more critically about problems and situations.  
	Look up ideas online of how to overcome and adapt to situations in a positive way. Reflect, identify and explore information to generate new ideas.  
	Online, forums for the work sector that I am in, take courses on creative thinking. 








Reflective Piece:
Skills for Life was a module that was offered to us in our third and final year of university, studying Counselling Studies and Psychology. To reflect on this module, I have used Gibbs’ (1988) Reflective Cycle. With this I will describe the situations I have been put through and my feelings towards the module; I will then proceed to evaluate and analyse my abilities to complete the module; followed by a conclusion and an action plan for the future.
My initial expectations of this enterprise and employability module were that it would provide me with skills that I could take with me to future endeavours such as interviews for future employment, possible presentations and generally doing well in a workplace. My assumptions of this module were that I would gain advice in order to understand the different routes I am able to take after I graduate from university, in order to obtain the job I would desire in the future. According to Tymon (2013), graduate employment has become far more competitive because of the doubling rate of the number of people graduating from university. Because of this, I feel this module has given me the upper hand through gaining knowledge and skills of what employers look for in interview candidates.
Throughout this module, we were asked to partake in various exercises, and complete worksheets such as the Professional Behaviour Evaluation that we are able to include in our portfolio assessment. Although my initial thoughts of these exercises were tedious and trivial, in hindsight I enjoyed these exercises as they gave me a great insight of how to do well in an interview. I was able to assess to capabilities such as communication, confidence, leadership, etc. After assessing these skills, I was able to develop them in order to apply them to future employment and to do well in that workplace. I was glad to take up this module so that I could further my employability skills, I now feel that I have more confidence in applying for graduate jobs and how to present myself in interviews.
Within this module, I was advised to book an appointment with the career’s advisor Mark. In this half an hour session, he gave me a great deal of knowledge on where to find guidance when looking for postgraduate and master’s courses in order to develop more knowledge before looking for future employment. Mark showed me a website called ‘Prospects’ which had hundreds of courses and job descriptions which I am able to access at any time to gain knowledge of what training/qualifications/experience I need for my future objectives.
The area I feel I have succeeded in the most is my organisational skills. According to Grant & Hartley (2013) organisational skills are vital for developing leadership abilities; which is an element that I hope to incorporate into my work ethic in future. To improve this, I bought myself a diary and proceeded to write ‘to do’ lists for each day including tasks and assessments that needed to be completed for each day so that I wouldn’t leave my responsibilities until the latest possible moment. In doing this, I have managed to reduce the levels of stress I put on myself as I am able to set out goals and organize my days. By doing this, I have improved my sense of wellbeing and become more confident in my work as I’m no longer rushing to complete assignments. As well as this, I have also been able to attend more of my classes due to not having a significant workload to finish.
The matter that I struggled with mostly is the concept of ‘block taught’ modules. This is because I have never been taught in this manner and usually have more time to prepare for deadlines. This module has provided me with the skill of time management and has allowed me to improve the way I work under pressure as the time scales to complete tasks have been much shorter than usual. Lunenburg (2011) states that employers look to employ people who have good self-efficiency skills so that they so that tasks are completed with motivation behind them. Although this has brought me some stress, this module has given me the ability to work more efficiently which will uphold in future endeavours. Another task that I struggled with was the presentation; I felt the guidance for this was rather vague, also my confidence levels aren’t as high as I’d like them to be. However, the lecturer did allow us to present in front of our choice of peers which eased my mind a little.
If I was to take this module again in an educational setting, the one thing I would change is that I would spend more time on my presentation; perfecting the timings of each slide and not to speak too fast as this is my main fault when I am nervous, also perfecting the script so not to forget key points to my audience. My biggest mistake with the presentation was that I did not refer to the module and how it helped me develop each skill that was mentioned. However, I am very glad that I must complete these kinds of tasks so that my confidence continues to improve and hopefully be at a good standard when it comes to applying for graduate employment.
At the beginning of this module I was apprehensive about what types of things we would be learning as I wasn’t completely sure how well my day to day skills could improve in such a short period of time. However, this module has allowed me to gain confidence and helped me realise what aspects of employment related skills I need to develop. It has also given me the knowledge to pursue a career in criminology after obtaining the information I needed in order to take each step towards my goals.
In future, I will ensure that if I need any help or guidance with tasks, I will ask for help from experienced peers or tutors instead of trying to figure a task out for myself. This will help me perform to a standard that is expected of me, this advice will prove especially well for me when it comes to my upcoming dissertation. In future, I will also refer back to Gibbs’ Reflective Cycle to allow me to grow as a professional, as well as in my personal life in order to advance independently.
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