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CV at the Start of module

Rhodri Lennox

   21 Brynfield Road,

Langland

Swansea,

SA34SX

Tel: 07825308887

E-mail: rhodri.lennox@btinternet.com 

Professional Profile

An enthusiastic, hard working individual, who strives to do his best in every situation. A retail employee who always provides excellent customer service. Six years’ experience in food retail customer service roles. Able to function very well independently or as part of a team. Looking for a role which combines my passion for providing exemplary customer service and my love of fitness. Currently have a wide range of availability on weekdays and weekends. 
Employment history

Tesco Express Sketty- Customer Assistant 

February 2017-August 2019. 

Duties and responsibilities-

Giving excellent customer service at all times, stock replenishment, responsible for scanning out wasted products, date code checks are done accurately, correct labels are on display with the correct price, making sure warehouse and shop floor are tidy and taking payment for products. 

Cooperative Food Trawler Road- Team leader

August 2016 to February 2017.

Duties and responsibilities- 

Leading a team to exceed sales targets while obtaining high standards. Daily tasks include cash management, stock rotation, stock replenishment, following health and safety procedures, providing excellent customer service, responsible for availability scan, participating in conference calls with area manager, evaluating methods of increasing sales.

Cooperative Food Bishopston Road- Customer Team Member

November 2014 – August 2016

Duties and responsibilities-

Always providing excellent customer service to all customers. Daily tasks included using till registers, stock replenishment and stock rotation.

Education and Qualifications

· Finance Extended Diploma- grade A

· Geography A level- grade C

· Business Studies A level- grade C

· Maths GCSE- grade C

· English Literature GCSE- grade B

· English Language GCSE- grade C

· Double Science GCSE- grade C

· Business Studies GCSE- grade B

· History GCSE- grade C

· Religious Studies GCSE- grade B

· Media Studies GCSE- grade B

· Personal license holder

Key Skills

The skills that I have acquired include:

· Adapt successfully to changing situations and environments.

· Ability to plan the most efficient way to tackle workload.

· Computing skills

· Ability to handle high levels of stress.

· Being flexible to meet the needs of the business. 

· Managing the day to day running of a retail store. 

Hobbies

Keen golfer playing off a handicap of 5.

References

Mike Savory- Bishopston Cooperative 01792 323154

Nicola King- St Michaels School Llanelli 01554 820325

CV at the end of the module

Rhodri Lennox
   21 Brynfield Road,
Langland
Swansea,

SA34SX
Tel: 07825308887
E-mail: rhodri.lennox@btinternet.com 
Professional Profile

An enthusiastic, hard working individual, who strives to do his best in every situation. A retail employee who always provides excellent customer service. Six years’ experience in food retail customer service roles. Able to function very well independently or as part of a team. Looking for a role which combines my passion for providing exemplary customer service and my love of fitness. Currently have a wide range of availability on weekdays and weekends. 
Employment history

Tesco Express Sketty- Customer Assistant 
February 2017-August 2019. 
Duties and responsibilities-
Giving excellent customer service at all times, stock replenishment, responsible for scanning out wasted products, date code checks are done accurately, correct labels are on display with the correct price, making sure warehouse and shop floor are tidy and taking payment for products. 
Cooperative Food Trawler Road- Team leader
August 2016 to February 2017.
Duties and responsibilities- 

Leading a team to exceed sales targets while obtaining high standards. Daily tasks include cash management, stock rotation, stock replenishment, following health and safety procedures, providing excellent customer service, responsible for availability scan, participating in conference calls with area manager, evaluating methods of increasing sales.
Cooperative Food Bishopston Road- Customer Team Member
November 2014 – August 2016
Duties and responsibilities-

Always providing excellent customer service to all customers. Daily tasks included using till registers, stock replenishment and stock rotation.
Education and Qualifications
· Finance Extended Diploma- grade A

· Geography A level- grade C
· Business Studies A level- grade C

· Maths GCSE- grade C

· English Literature GCSE- grade B

· English Language GCSE- grade C

· Double Science GCSE- grade C

· Business Studies GCSE- grade B

· History GCSE- grade C

· Religious Studies GCSE- grade B

· Media Studies GCSE- grade B

· Personal license holder
Key Skills
The skills that I have acquired include:

· Excellent communication skills
.
· Work well as part of a team
. 
· Adapt successfully to changing situations and environments.
· Managing time effectively. 

· Ability to plan the most efficient way to tackle workload.

· Computing skills

· Ability to handle high levels of stress.

· Being flexible to meet the needs of the business. 

· Managing the day to day running of a retail store. 
· Self-motivation, through a drive to continuously improve my skills. 

Hobbies

Keen golfer playing off a handicap of 5.
References
Mike Savory- Bishopston Cooperative 01792 323154

Nicola King- St Michaels School Llanelli 01554 820325

Personal statement
An enthusiastic, hardworking individual, who strives to do his best in every situation. A retail employee who always provides excellent customer service. Six years’ experience in food retail customer service roles. Achieved three A-level qualifications ranging from A-C grade. Reputation of being integral, being trusted with a range of confidential information. Ability to communicate efficiently and effectively to other members of staff and customers, this ability extends to writing legibly; conscious of the importance of listening to others; able to adapt communication strategy to suit different customers and situations. Empathetic nature, showing compassion and care to fellow colleges and customers. Able to manage time effectively, through proven punctuality and meeting deadlines, in work and education settings. Take pride in my appearance in a professional sense, dressing appropriately to suit the working environment. Always demonstrating a respectful professional nature to all staff members and customers. Previous experience working in a successful team which harboured a culture of helping and supporting each over, open communication in order to discuss any issues which arise. Also viewing change as an integral part of everyday business operations. Motivated to keep learning new skills and competencies, as well as developing on current skills and competencies. Striving for excellence on a daily basis, within all areas of professional activity, through strong self-motivation to continuously improve. Always taking advantage of any training opportunities offered. Competent with my computer skills with experience using varies computer programmes, such as Microsoft excel. 

Entrepreneurship Capabilities Self-Assessment
	Capability
	Statement
	Self-Assessment

	Personal organisation
	· Set and plan to achieve personal and business goals
	3

	
	· Take personal responsibility for the outcomes and consequences of my actions
	4

	
	· Plan and use time productively to achieve my goals
	2

	
	· Apply energy and dynamism to achieve results effectively
	3

	
	· Apply self-awareness of personal strengths and limitations to achieving goals
	3

	
	· Seek creative and effective ways of solving problems and meeting needs
	3

	
	· Manage stress and pressure which may result from uncertainty and investment of effort
	3

	Total score (out of 28)
	21


	Capability
	Statement
	Self-Assessment

	Interpersonal interaction
	· Grow and maintain networks of social and industry contacts
	3

	
	· Find out what is important to people and understand their perspectives
	3

	
	· Influence and persuade people to understand, accept and trust my point of view
	2

	
	· Negotiate and conclude agreements with people
	3

	
	· Lead individuals and groups to achieve common goals
	3

	
	· Coach and provide feedback to people on their behaviour and performance
	3

	Total score (out of 24)
	17


	Capability
	Statement
	Self-Assessment

	Investigating opportunity
	· Identify and investigate the potential value of new opportunities
	2

	
	· Investigate and develop options for exploiting opportunities
	2

	
	· Identify resources which could be connected to exploit opportunities
	2

	
	· Assess, evaluate and select the opportunities which offer greatest potential
	3

	Total score (out of 16)
	9


	Capability
	Statement
	Self-Assessment

	Applying innovation
	· Identify new possibilities and apply creative thinking to initiate new products, services and processes
	3

	
	· Connect needs, resources, knowledge and technologies to create new products, services and processes
	1

	
	· Develop innovations which can be applied to solve problems and meet actual and potential needs
	2

	
	· Ensure innovations can be produced to meet service user and funding body requirements and expectations
	2

	Total score (out of 16)
	8


	Capability
	Statement
	Self-Assessment

	Strategic venture planning
	· Propose a strategic vision and strategic plan for the future development and growth of a venture
	2

	
	· Prepare a credible business proposal to gain support from and identify the benefits to investors, funding bodies, service users and other stakeholders
	1

	
	· Define a realistic business model which will enable a venture to meet service user requirements and create value from the opportunity
	1

	
	· Identify and plan the resources needed for the launch and development of a venture: what will be required, when and potential resource implications
	1

	
	· Identify and assess the strengths and weaknesses of competitors and differentiate a venture from these in ways that service users and/or funding bodies will value
	1

	
	· 
	

	Total score (out of 24)
	6


	Capability
	Statement
	Self-Assessment

	Market development
	· Identify markets, opportunities and needs and their characteristics
	2

	
	· Find out actual and emerging service user and/or funding body needs, preferences and decision-making criteria
	2

	
	· Develop and implement marketing plans to communicate and promote to service users and/or funding bodies
	2

	
	· Contact, meet, present to, negotiate with and sell to service users and/or funding bodies
	1

	
	· Set targets and monitor performance
	2

	
	· Review and evaluate the effectiveness of marketing plans
	2

	Total score (out of 24)
	11

	Overall total score (out of 132)
	72

	Divide your overall score by 132 and multiply by 100 to give a percentage.
	55%


	How might these capabilities apply to a career in ___Personal Training_____________

	Being organised is critical to any jobs setting, in particular as a personal trainer, as client’s expectations will be for perfect punctuality and all sessions to be planned in detail in advance to suit the fitness needs/ requirements of that particular client. It is also important to be flexible and dynamic in nature in order to fit in with client’s weekly schedule and commitments. Personally I feel this is a strength of mine, having developed these skills to a competent level through education and work commitments. 

Communication is vital in any role which involves teaching or demonstrating actions to people. Personal trainer need to be great listeners, influential and persuasive in nature. Instructions needs to be delivered in a clear concise manner in which all client’s can understand. Also communication style needs to be adapted to suit individual clients.  This area is another in which I feel competent, however further improvement is needed in order to reach the standards expected by fitness employers. 

A critical aspect of a personal trainer is innovating your skill set into specific areas such as injury recovery; strength and endurance training; OAP chronic condition training. Widening the scope for a greater number of potential cliental.  It is also important to concentrate time and resources in the specialist areas which are more likely to entice customers. 

As part of my long term plan in the fitness industry, I’m planning to set a gym where I can independently carry out personal training sessions. This will involve me drawing up a strategic venture plan. In order to secure investment for the gym facility, I will have to show my business model reflects realistic returns on investment, with intensive research conducted into the competition in the area, sales forecasts and contingency planning for a number of eventualities.  This is a skill that would need to be developed through large amounts of research from varies sources. 

Monitoring trends in the market is pivotal to success as a personal trainer, as academic literature and scientific research is continually evolving, so being able to adapt to these changes is critical to success in this competitive market. This is an area in which I will need to continuously develop and set up the business to reflect a flexible nature towards changing market trends. 




Critical Reflection

This module was designed to help me understand the principles of employability and enterprising skills in relation to my career choice, and why they are so vital to develop in order to stand out to potential employers over other candidates. Also showing me the importance of continual learning and thinking of the skills needed to benefit my own personal development in the future, along a pathway to employability. My expectations for the module are for me to develop my skills in areas I feel I’m lacking competency and confidence. Will allow me to Understand the importance of varies competencies to my future career path, while learning about which competencies employer’s desire most. At the beginning of the module I knew some areas in which I needed to develop my skills, but at the same time was open minded to discovering new areas in which I needed to develop. 

Personally I felt this module was a brilliant opportunity to explore and discovery areas in which I could develop my employability and enterprise skills. At the beginning of the module I understood the importance of developing these skills as the current job market is extremely competitive and demonstrating of advanced competencies within skill areas, could significantly improve my chances of getting a job in my desired career path. There are areas I already feel competent such as being able to work effectively in a team environment, ability to communicate effectively with others and being able to manage time effectively. But there are always ways in which you can improve, so I was open to new suggestions and ideas throughout the module, as there are always ways in which one can improve. 

During this module I have developed my ability to work as a team, using each member of the team’s specialist skills, in order to give a more rounded conclusion to discussions. I’ve developed the confidence to take part in group discussions and understanding the importance of working as a team to obtain better results. However there are still areas in which can be improved upon, such as my listening skills, being able to listen intently to other team members is a vital component of a successful team. Larry Levine expresses this view, “The core of team dialogue is collectively listening with spirit, that is: in a group, people listen (individually) with selfless receptivity to each other’s′ ideas…” (Levine, 1994, pp1). This developed skill has been added to my CV to show potential employers, I recognise this skill as being important but also shows my competency within this area. While conducting an ‘Entrepreneurship Capabilities Self-Assessment’ as part of my portfolio, I expressed how team working skills would help me in my future career path. 

During this module I have developed my ability to manage time effectively, planning university work in to my weekly schedule in order to insure in is completed on time and to a high standard. This being said this is an area in which I have recognised improvement needs to be made, to improve my chances of employment. Employers are viewing time management skill as of critically important. Bill Thomack articulates, “An effective employee must arrange work time to accomplish what needs to be done in the time available.” (Thomack, 2012, pp1). Within my ‘Entrepreneurship Capabilities Self-Assessment’, I have explained exactly how this skill will assist me in a career as a personal trainer. 

Another skill I have developed is my communication skills.  Throughout the module I have taken part in classroom discussions which have led to me developing my ability to clearly elaborate, my point of view of view as well as listening to other members of the class and responding appropriately, as well as building important relationship with others through appropriate communication. Nancy Borkowski agrees stating, “Communication is essential to building and maintaining relationships in the workplace.” (Borkowski, 2011,p.71). That being said I believe my personal development needs require myself to further improve my communication skills, in order to increase my chances of obtaining my desired job. Within my ‘Entrepreneurship Capabilities Self-Assessment’, I have explained exactly how this skill will assist me in a career as a personal trainer. 

Within the personal statement part of my portfolio of evidence I have provided as part of my portfolio, which lists all the competencies which I feel have been developed throughout this module and through my experience throughout education and workplace settings. 

In conclusion this module has helped me to develop a wide range of competencies which are vital to my future career path. Along with understanding the importance of demonstrating competencies and skills through an effective CV or personal statement. Also has taught me the importance of constructing an effective personal development plan or action plan which looks at how weaknesses can be transformed into strengths. Personally I feel, certain competencies are core to any job role, these being communication skills, being able to work effectively within a team and being able to manage time effectively. These competencies need to be continually developed throughout life, and should always be the starting point when looking to improve chances of being desirable for employers. 
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�During class discussions relating to the module, I fell my communication skills have developed. Also the module has enhanced my understanding of the importance of good communications within the workplace. 


�Teamwork is critical skill in almost all job roles, as most will involve working with other people. During the module I have worked with other class mates to analyse and interpret the appropriateness of varies employability and enterprising skills, which has led to me developing the skill of working well as part of a team. 


�Being able to manage workload is an integral part of most job roles. Over the course of this module I have been planning time within my week to complete the appropriate work for assignments. Plan my week around lecture commitments and allowing time to analyse notes taken from taught sessions. Also the module has taught me the importance of managing time effectively, as it is a desired skill within industry which I would have to show my competency in this area in order to enhance my chances of being successful in a job application process. 


�During this module it has helped me to understand the importance of being a self-motivated individual.  Never contemplating giving up on any goals no matter how ambitious. Also I now understand the importance of grasping every opportunity that comes my way to improve my skills and competencies. I have demonstrated self-motivation in this module by attending lectures, conducting wider research and completing assignments. 





