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Element 1: Write a Zander letter to yourself.

Dear Laura,

I am writing to you from the end of your degree and I’m happy to tell you, that you have passed with flying colours and achieved the first you were hoping for. You have pushed yourself to limits you did not think were possible and invested in your future. You should be so proud.
You have shown resilience and determination, persevering when you felt you could not. I know full time employment and a busy family life have seemed too much at times, but you did not let that stop you. Despite the social construct that working mothers cannot ‘have it all’ Cook, R., Jones, L. and Connolly, S. (2024). According to research, the gendered devaluation theory suggests that work undertaken by women and mothers has less cultural and societal value.’ García-Mainar, I., García-Ruiz, P. and Montuenga, V.M. (2025). You have debunked that statement and proven that you can thrive in a high-powered job, well paid job, complete a degree and run a household. Of course, there have been times you have wanted to give up, but you have found and developed healthy and productive methods to persevere. 
As someone with attention deficit hyperactivity disorder (ADHD) I know time management has been an area of concern, ‘numerous studies have investigated aspects of time processing in ADHD and neuropsychological tests, they report that such factors related to time processing deficits are prevalent in ADHD and make time management difficult in both childhood and adulthood.’ (Barkley et al., 1997; Sonuga-Barke et al., 2010) 
However, your persistence to manage your time efficiently using methods such as, the Pomodoro Technique has paid off. The Pomodoro Technique encourages consciousness, concentration and clarity of thought throughout effective time management. Improvements in productivity are achieved through motivation.  (Wang, X (2010) Applying the technique by setting a short timer to complete your work in smaller increments has increased your productivity and created a work, life and study balance that has led you to where you are today.
You have applied metacognition to your studies to understand and modify your process to ensure an improvement in your time management. As stated by the Cambridge dictionary, ‘Metacognition is the knowledge and understanding of your own thinking. Dictionary.cambridge.org (2025). Taking the time to understand your mind and thought process to develop you Metacognition has had a positive impact on your experience, and the strategies you have put in place have been useful tools to success. (Cambridge International 2025). 
As proposed by Flavell (1987) he offered numerous questions and possible explanations relating to the development of metacognition. He proposed that the emergence in the child of awareness of the flow of time, and specifically awareness of future time could support the ability to form metacognitive goals. (Moritz, S. and Lysaker, P.H. (2018) The self-awareness you have shown throughout the course of your studies gave you the tools to succeed. You have shown many attributes in conjunction with Covey’s (2017) ‘Seven habits of successful people’ which have ultimately steered you to success. You displayed many of the attributes of the theory including being proactive and putting first things first. Your ability to assess and address potential issues before they arose allowed you to plan out your assignments with mind maps and timescales and produced work that you are proud of. 
Academically, despite feeling inadequate amongst your cohort due to your lack of experience and age, your dedication to ‘putting first things first’ allowed you to prioritise your time and tasks in line with your goals for each module. Dunn. J (2024) Whilst this didn’t feel like the case for the first year, you continued and developed a resilience that allowed you ensure that these efforts contributed to your overall success. 
To conclude, over the course of these three years you have exceeded your expectations, produced excellent work and produced a result you could only have dreamed about in the early days of your course. You remained resilient and dedicated to achieving success and I cannot wait to see how we utilise and develop newfound skills into future endeavours.
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Element 2: Produce a professional CV.

Laura Glover 
07432403995
mrslglover@hotmail.co.uk
Employment
[image: ]July 2023 – Present
Clase Primary School
Level 3 Teaching Assistant
I am currently in a KS2 STF with children who have additional learning needs.
My role involves supporting the class teacher to plan and prepare work in a multi-approach way to ensure the tasks are inclusive to the varied abilities in the class. It is my responsibility to lead group and focused tasks with the children as well as supporting their emotional, social, and physical welfare.
The children I work with have experienced many traumas, are looked after by external agencies, or have social workers whom I regularly liaise with. The children have many acers of which we must consider in our teaching and day to day activities to avoid triggering or distressing the children.
Completing relevant assessments to support and build Individual Development Plan’s (IDP) for each child is an integral part of my role. The information needs to be accurate and recorded frequently to ensure the targets are current and relevant to the needs and ability of then children
This school recognises the Thrive approach and during my employment I have participated in many training sessions and webinars.

March 2022 – July 2023                      
St Joseph’s Cathedral Primary School        
Teaching Assistant
This position began as voluntary, however after one month I was offered a paid position. During this time, I worked in both morning and afternoon nursery sessions, alongside providing one to one support for a child with complex cognitive needs. I was responsible for delivering group tasks with the children and making notes on their development.  It was also a shared responsibility to prepare the classroom before the children’s arrival, provide healthy snacks and to supervise outdoor play. 
During my time at St. Josephs, I worked 1-1 with a child who had complex cognitive needs and challenging behaviours. It was my responsibility to create and deliver 1-1 tasks with the child that were both engaging and appropriate to their needs and IDP targets. My personal and professional experience of additional learning needs, primarily autism spectrum disorders proved to be an asset during my time with the child.
I also lead PPA cover in the teacher’s absence on a weekly basis for the afternoon nursery session. During these sessions, I was entrusted to manage staff members, whilst preparing child centred activities suitable for the needs of the children. It was also my responsibility during these sessions to ensure the routine followed in the absence of the teacher to nurture and support such young children.
Whilst employed I was also provided with Elklan training for language communication.

October ’15 – March ‘22
There is a gap in my employment during this time because of my personal circumstances. My son was diagnosed with medical issues that required multiple surgeries and full-time care.
I used this time to work alongside my child’ therapy teams. I learned how to use now and next boards, trained to communicate using the Picture Exchange Communication (PECS) and learned basic Makaton skills. I have also trained in play skills, Lego therapy and can use many activities to encourage eye contact, emotional responses and incorporate sensory play.

Feb ‘08 - Oct ’15 
TUI UK LTD	
Travel and Foreign Exchange Advisor
During my time at TUI, I became skilled in many areas.  
Customer service was always at the forefront of my mind and customer is key. I was able to use multiple systems to find and book the perfect holiday. I became the primary foreign exchange specialist for two years which involved dealing with large amounts of money and the competitive nature that is involved whilst working in a city centre shop.  
As I advanced in my role, I began dealing with customer complaints and overseeing the shop whilst management were away. By the time I left TUI I was extremely skilled in both the sales and business side of the role. I could happily read and decipher the daily figures, establish our daily and monthly targets and relay that back to the team.  
Working with various computer systems also became part of my daily routine. I am a quick learner and use computers regularly, so adapted to multiple systems confidently.

Apr ‘05 - Feb ‘08	
DIY.com
Cashier and Checkout Operator
During the weekdays customer service was my focus. I would serve on the checkout, answer customer queries, manage stock and supervise other members of staff in my managers absence.  
On the weekends my role would become cash office supervisor. It was my responsibility to prepare the stores weekly takings for security collection whilst also preparing the till stock for the coming week. This was a huge responsibility and great experience as I dealt with large amounts of cash and was crucial to the running of a busy store. I also had to investigate discrepancies and pinpoint any errors that had been made. This involved reading the daily reports and actioning them appropriately.
 
Various Dates
Skewen Medical Centre
I completed work experience in the practice and enjoyed the experiencing the administrative side of a busy NHS GP surgery.
I volunteered on various days for administrative experience and to explore the various systems used to book appointments, scan and file documents and establish professional boundaries with both doctors and patients.

Education
[image: ]September 2023 – Present
Inclusive Education Foundation Degree
I am currently participating in my degree and have begun my third year. I am on track to graduate in 2026.

September 2022
Introduction to Teaching & Learning in Schools     
Gower College Swansea
I have completed and passed my level 3 support teaching and learning in schools and have just begun studying for my foundation degree on a part time basis. 

September 2022
Prevent Awareness Course
Gov.uk

July 2022
Supporting Speech & Language in Early Years
High Speed Training

June 2022
Adult Learners Wales
I have completed my supporting teaching and learning in schools’ qualification which allowed me to progress onto my Level 2.

Secondary Education 
Bishop Vaughan Catholic School 2000-2007

A Level
English Literature – C
Sociology – D

AS Level 

English Literature – C
Sociology – D
Art - C

GCSE

English Literature – C
English Language – B
Mathematics – B
Science (Double Award) - CC
Religious Education – B
Art – C
ICT EDXL – Pass
History – D
Graphic Design – D
History – D
Welsh - D


Skills & Achievements
[image: ]
My biggest professional achievement is my work ethic, as an individual I am extremely motivated to be the best version of myself possible and enjoy acquiring new skills. My determination to succeed and excel makes me an excellent candidate for employment and is something I am very proud of.

On a personal level I am proud that I have volunteered for many charities and will continue to do so. Throughout the past ten years I have completed annual Christmas Toy collections for The Salvation Army, organised wellbeing packs for local families and completed several food bank collections for the local church. This is something I enjoy doing with my children to show them how important it is to help others and give back. I have also spent my time fundraising and volunteering for the National Autistic society who have become like family over time.

Interests & Hobbies
[image: ]
In my spare time I enjoy reading. As an extension of this I enjoy completing reading challenges, attending my local book club and visiting significant literary sites throughout the UK. I enjoy travelling and try to do so as regularly as my busy lifestyle will allow me as I am keen to explore different cultures on my travels.
As I have demonstrated above, I enjoy developing new knowledge and skills to not only encourage professional development, but personal too. 


References
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Available on request.












Element 2: Reference List.

Whilst I have completed the CV myself on a Word document, I did take advantage of the University's careers page and used CV 360 to ensure my CV was desirable to employers.

UWTSD Careers Service: ‘CV360’. Available at: https://uwtsd.careercentre.me/CV360 [Accessed on: October 1st, 2025].



























Element 3: Write a cover letter for a job application.

I am applying for the role of education welfare officer within Swansea Council; I have a strong background in supporting families within the school setting to overcome barriers to learning and ensure every pupil has access to education. I am committed to the Councils commitment to safeguarding, inclusion, and improving attendance and I believe my skills alongside my passion to making a difference align closely with the responsibilities required in the post.
Alongside this I have developed a personal and professional in-depth knowledge of the education system, safeguarding legislation and attendance frameworks, including the Education Act 1996 and the All Wales Attendance Framework (AWAF). We have studied these and many more policies throughout my degree and previous diplomas and I am confident in applying policy and legislation consistently to ensure compliance and best practice. The United Nations Convention on the Rights of the Child (UNCRC) also features heavily throughout my studies, as well as my previous professional experience. I truly believe in the UNCRC and its ethos to remove the barriers to learning that may prevent a child from learning opportunities. careerswales.org (2025)
Through my education and professional background, I have gained multi-agency experience, working with and understanding the roles we all play a part in when considering the best interests of pupils and their families. I have experience of handling sensitive and emotive situations, where I can use my existing strong conflict-resolution skills from years of customer service to build trust with families and diffuse conflict. As a foundation for the Children’s Wellbeing and Schools Bill which states, ‘The Bill focuses on making sure no child falls through gaps between different services and that families can get help when they need it’. Department for Education (2025). I understand this to be an important aspect of the role to ensure we build positive relationships between school and home for the best interests of the child and their education.
My approach is always rooted in inclusion, equality and safeguarding and to ensure the childs physical, mental and emotional welfare is always supported and protected. My priority is to always advocate for the child in line with school policies, safeguarding legislation and the UNCRC guidelines. 
I have completed safeguarding training and have experience with disclosure procedures, which I take very seriously. I have recently completed a safeguarding course with the National Society for the Prevention of Cruelty to Children (NSPCC) to ensure my knowledge is current and relevant.
As an individual, I am respectful, empathetic, and driven, with the ability to work independently or collaboratively across multi-agency settings. One of my strengths is having the ability to adapt my personality and behaviour in line with the situation I find myself in, my current colleagues view me as a people person. I can judge situations well and adapt accordingly to ensure a positive outcome. With the job specification in mind, I do believe this would be an asset to the role.
My experience in Pensions Administration will be an asset to the role as I have developed a strong ability to work independently and manage large caseloads and work volumes, meet deadlines and maintain accuracy while also collaborating effectively with a team to deliver high quality service. This role has also enhanced my already strong IT competencies, with daily use of Microsoft packages as well as the finance systems we use to administer the Pension fund. These skills are directly transferable to monitoring attendance, producing reports and maintaining accurate caseloads.
I believe my history of case management experience, combined with my strong IT skills, multi-agency collaboration and academic experience of inclusive education make me well placed to exceed in this role. I am committed to training and learning where necessary to develop myself further and would welcome the opportunity to contribute my skills to assist Swansea Council, helping children and young people achieve their full potential through regular school attendance.
Whilst I appreciate I have been employed outside of the education sector for almost 2 years, my studies and previous experience have been an asset in keeping my knowledge relevant and growing. Education is the direction I see my professional career developing and where I envision myself making a difference to children’s lives. I graduate in the summer of 2026, and I am excited to continue my learning and further develop my skills to ensure I have a skillset worthy of the role.
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