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[bookmark: _Toc164345585]Introduction

[bookmark: _Int_QV8jpKum]In order for an individual to be successful in the workplace, they must have the relevant and correct skillset so that they can succeed in the job that they are applying for (Harris and Clayton, 2018). Being successful in the workplace is beneficial because it gives the employee the opportunity to get a promotion within their area of employment (Coun et al., 2021). This report will discuss some skills that are important and lead to success in the workplace.
[bookmark: _Toc164345586]Communication 

People use communication skills in multiple of ways such as social interactions, social media, written communication, emails, presentations and much more (Harris and Clayton, 2018). Communication skills are important for success in the workplace because they can boost an Individual's relationship with their colleagues and manager, which improves the work that they produce in the workplace (Bailey, 1953; LaGree et al., 2023; McKeown and Ayoko, 2020; Verhoeven and Madsen, 2022). Another way that communication skills are important for success in the workplace is that it encourages workers to be open-minded and actively listen to their colleagues regarding anything that is work-related, as this will increase employee satisfaction and reduction in alienation (Gander, 2019; Saari and Judge, 2004). This can be beneficial for organisations regarding being successful in the workplace because it promotes innovation, as employees are able to freely communicate their plans and suggestions to work colleagues without the fear of being ridiculed (Gander, 2019). Poor communication skills within a workplace will cause members of staff to lose confidence in the work that they do, and this will have a negative impact on the organisation (Coun et al., 2021). From the above, it is clear that communication skills are crucial to become successful in the workplace. 
[bookmark: _Toc164345587]Problem-solving
Problem-solving skills are important for success in the workplace because they help workers strategise the work that they do, such as finding effective solutions to handle difficult tasks and situations within the workplace (Rausch et al., 2015). Problem-solving skills help workers to identify the strengths and weaknesses of their colleagues which can highlight the areas their colleagues are most efficient in the workplace and what areas they need help improving on. This is good for success in the workplace because it can find a solution for workers to focus on so that they can become more efficient (Rios et al., 2020). Problem-solving is a transferrable skill, which means that it can be used and applied in any type of job setting, which is important for success in the workplace because it can be used in different situations (Rios et al., 2020; Urhahne, 2021). For example, the police service has a whole system dedicated to problem-solving which is called problem-solving policing or problem-oriented policing, and it is about determining what are the best resources and approaches to use and implement in order to increase public safety and trust (College of Policing, 2024). From the above, it is clear to see that problem-solving skills are effective regarding being successful in the workplace. 
[bookmark: _Toc164345588]Teamwork
Teamwork is important for success in the workplace because it encourages workers to have a common goal, which is necessary when it comes to prioritising tasks in the workplace (Kozlowski, 2018). With multiple colleagues working on different jobs, a common goal ensures that the tasks are completed effectively, and objectives are achieved (Johnson, 2021).  Another reason why teamwork is a crucial skill for success in the workplace is that it improves brainstorming (Johnson, 2021). Having good teamwork would allow colleagues to openly communicate any ideas or suggestions to further boost the organisation’s reputation and abilities (Sundstrom et al.,1990).  This can include services, processes, products, plans, and campaigns (Katzenbach and Smith, 1993). Teamwork can be used in any job setting that highly emphasises working together to achieve aims and objectives that are expected from them. For example, during a major incident, the police service will have to work together with other public services such as the ambulance and fire and rescue, so that they can carry out the tasks that are required for them to complete in the most efficient way possible. In summary, teamwork is crucial for being successful in the workplace because it produces the most effective result. 
[bookmark: _Toc164345589]Conclusion
It is clear that the skills mentioned above contribute to success in the workplace. Skills such as communication, problem-solving and teamwork are just three skills that are necessary for being outstanding and exceptional in a professional setting by improving relationships with colleagues and being able to deal with difficult situations and circumstances. 
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16/03/2024
Hiring Manager 
Seargent 
South Wales Police
Cowbridge Road
Bridgend, CF31 3SU 

Dear Hiring Manager, 

Dear Sir or Madam,
 
I am currently studying for a degree in Criminology and Policing from the University of Wales Trinity Saint David. This degree course allows me to learn and become accomplished in the relevant skills and knowledge required to be able to achieve success in the workplace as a Police Detective.
I am excited to apply for the position through the fast-track detective program with South Wales Police as I am passionate about helping people from all walks of life and want to ensure that they are safe and protected.  I believe that I have the attributes to perform to the highest of standards that are essential for the role.
 
I am proficient with academic writing, essays and reports, this can be evidenced by the requirements from both college and university assignments criteria, these are skills I have developed which can be applied directly to police procedures such as incident reporting.
 
I have developed strong communication, time management, planning, and organisation skills, these have been essential to build upon to successfully complete my college and university work to high standards. I continue to develop and improve upon existing skills and endeavour gaining and learning new skills which will enable me to become the most effective Police Detective that I can.  I am good at working both independently and as team member, which is essential when working with my colleagues or the members of the public.  
 
Health and fitness are important in my everyday life, I exercise by jogging and running so that I can stay physically fit and healthy. Fitness is a crucial part of policing, and I believe I  can achieve the fitness standards and requirements to become a Police Detective.
 
Thank you very much for your time and consideration to read my application, I have attached my Curriculum Vitae for your attention.
I look forward to hearing from you soon.    
 
Yours faithfully, 
Ifaz
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'am an organised, and effective planner. | complete tasks efficiently with attention to
detail. | am a team player who listens to colleagues to ensure the best outcomes. As a
member of the BAME community | can help to improve communication and relations
with the police service. | am currently studying a degree in Policing and Criminology to
support my future aim to work full-time for South Wales Police as a police detective
constable. | am someone who is committed. In difficult situations, | always prioritise my
honesty and maintain my integrity, even when it is hard to do so. I will also be applying
to be a police student volunteer to further increase my experience.

Education

25th September 2023 - Present

University of Wales Trinity Saint David | Swansea

BSc Policing and Criminology

Grade - 2:1 (average)

I have gained new knowledge and skills such as problem-solving, critical analysis, creativity,
Office 365 and reflection. Two modules that was particularly interesting was Behavioural
Dynamics and Evidence-Based Policing. My average grade/mark is a 2:1 (60%-69% [Merit]).
1st September 2021 - June 2023

Gower College Swansea | Swansea

Level 3 Uniformed Protective Services

Grade - Merit Merit Pass

College allowed me to develop and advance my research, planning, organisation skills and time
management. It taught me to work under pressure and to meet deadlines. Whilst also giving me
the chance to gain expertise within policing and other public service sectors. | leant the
importance of communication between different emergency services during major incidents.
The course helped me to leam about working with other agencies in partnership, teamwork,
leadership, and much more.

Experience

5th May 2022 - 2nd September 2022
Panshee | Swansea
Waiter

I worked as a waiter in Panshee Restaurant which allowed me to enhance my verbal and wri
communication skills as | had to interact with customers face to face and writing down their
orders. Communicating with customers and my colleagues also boosted my active listening skills
hat | understood the customers needs efficiently, such as food allergies or
re that their time at the restaurant is a good one.
use my problem-solving skills so that | can quickly
and effectively find a solution to deal with the issue in the most appropriate manner such as
ng alternative food options from the menu. Teamwork is ial skill that |
had to implement when working as a waiter because | had to embrace
collaboration by communicating effectively with kitchen staff and other waiters to ensure that

en

as | had to make sure
specific preferences with the food, making

Additionally, regarding food allergies, | had

showing and o

spirit of teamwork and

the objectives are completed by high standards of the customer experience.

10th September 2018 - 20th January 2019

St John’s Ambulance | Swansea
I planned and organise a first aid event in a local youth club which was a part of my Welsh
s and communication.

laureate. This helped me develop my planning and organisatior
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About Va

I am currently studying a BSc (Hons) in Criminology and Policing at the University of Wales Trinity Saint David (UWTSD).
On completion of my degree, | am hoping to become a police detective constable for South Wales Police.

Resilience, perseverance, determination, and focus are aspects that define who | am. I've obtained many skills relevant to
the workplace such as excellent time management, communication and organisational skills. These | have developed and
refined from my time at college and university where to succeed | have had to complete to high standards multiple
assignments within a strict time frame.

Teamwork has played an important part of our learning at college and university where we have had many group
assignments and collaborative workshops to enable us to develop the necessary skill set. These have taught me how to
communicate and work within a team effectively and professionally. My experience working in a restaurant as a part time
waiter further has improved on my skills of working in a team environment, where communication and collaboration is
essential for smooth running of the service and the full enjoyment of the customer experience.

Through experience, | have learnt that my drive and resilience has proved to support me to overcome barriers when faced
with adversity, stress and pressure. | have discovered | have a strength that enables me to deal with any unexpected or
adverse events that comes my way, | think that this ability, my other skills, and mindset when applied in the workplace will
enable me to become a highly valued member of the team.




