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Curriculum vitae- linked to teamwork.




Emma Davies
3 Cnwc Y Lili, New Quay, Ceredigion SA45 9SG
07487747127    daviesemma1@live.co.uk

Final year studying BA (Hons) Early Years Education and Care: Early Years Practitioners Status at University of Wales Trinity Saint David, Carmarthen. 

Education and Qualifications
December 2018:                         NVQ Level 3 Playwork.
Modules studied include: Understand children and young people’s self-directed play.

September 1997- July 1999:      Coleg Ceredigion, Cardigan. 
                                                    BTEC National Diploma in Childhood Studies.
Modules studied include: Practices in childcare and Early Childhood Learning.

September 1992- July 1997:      Ysgol Dyffryn Teifi, Llandysul.
                                                    French (B), Science (B), Maths (C), English (C), Welsh (C)
                                                    Geography (C)
                                               



Additional Training

March 2018:               Level 2 Child Protection

March 2018:               Level 2 Food safety in Catering

February 2019:           Level 3 Paediatric First Aid

May 2019:                 Healthy Pre-school Scheme Training


Work Experience
2015- 2019:          Nursery Assistant at Meithrinfa Y Dyfodol, Cellan.
· Planned activities for children from 6 weeks of age to 12 years.	Comment by Emma Davies (1806321): In the nursery there are planning sheet for the theme that is being done for example animals. The practitioners have a brain storming session together where we discuss ideas for activities. Weightman (1999) states that working in an organisation means working in teams to do tasks and make decisions.  According to Bolton and Thompson (2013) team working is about getting people to act as a single unit, pulling together in the same direction. 
· Carried out activities with children. 	Comment by Emma Davies (1806321): In the nursery activities such as teeth brushing, circle time and games are carried out as part of a team with other practitioners to help these activities run more smoothly and effectively. 
Bales (1950) cited in Weightman (1999) says that effective teams need people who get things done. 
· Created displays of the children’s work.	Comment by Emma Davies (1806321): Displays are made with all members of the team’s involvement. we discuss what the display is going to be about and what is needed to go on the display.  The practitioners then do craft activities with the children for the display. Then the team work together to put the children’s work up on the wall to display it in the best way possible.  
According to Weightman (1999) teamwork is needed to provide support for individual team members, some tasks are better shared, and some tasks need more than one person with different skills. 
· Record accidents and incidents correctly.
· Help children with toileting and nappy changing.
· Filled in the children’s daily sheets.	Comment by Emma Davies (1806321): In the nursery I have  to communicate with the other practitioners to find out what activities have been carried out with the children so I can put it on the daily sheets that go home with the child.
 Cottrell (2013) says that good communication is need for teamwork. 
· Spoke to the parents about their child’s day.
· Attend regular meetings including team bonding sessions. 	Comment by Emma Davies (1806321): As a team we went on a team bonding session to a mud assault course where we had to work as a team to help each other get around the course. Meetings are held every three months to discuss anything new that is happening or if anyone has anything they wish to say to the whole team.
 Weightman (1999) suggests that team meetings and team bonding sessions are needed to ensure that everyone knows if a particular method is changing, if there is a new policy or to raise morale in the team. 
 Driskell (2018) suggests that team training is designed to target teamwork competencies. 


2015:                 Volunteer Nursery Assistant at Cylch Meithrin Bro Sion Cwilt.
· Delivered play activities for children aged 2 -4 
· Helped the children at snack time.

2000-2015:          Full time mother.

1998:                    Volunteer Teaching Assistant at Llwyncelyn Primary School.
· Helped the children understand the task given by the teacher. 
· Supervised the children at lunch break	Comment by Emma Davies (1806321): I worked in a small team to supervise the children at lunch break with the other break time supervisors. 
Weightman (1999) suggests that smaller teams are closer knit and less formal. 

1996:                   Volunteer at Priory Vets Cardigan.

Skills and other information
· Excellent communication skills
· Welsh speaker
· Good team player	Comment by Emma Davies (1806321): I think I work well in a team. I feel that I am easy to get along with and am approachable. 
Burns (2011) states that an  effective team works closely together , making the most of resources and being supportive to each other. 
· Punctual and reliable
· Several years’ experience in childcare
· Full clean drivers’ licence
· Hard working
 
Interests
· Reading
· Walking my dog
· Caring for my pets
· Caring for my children
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Personal Development Plan- linked to communication. 

	Area for further development (provide further details)
	Why?
	How?
	Who/Where?
	When? 

	1. Develop my welsh speaking 	Comment by Emma Davies (1806321): It is important that I can communicate with the welsh speaking children, their parents and the staff confidently. 
 Weightman (1999) suggests that all human interaction needs communication.  


	· I work in a welsh setting so it is important that I am confident in speaking welsh to the children, parents and other staff members. 
· Other staff members will find it easier to approach me.
· This would help me to support the children. 
	· Practice my welsh speaking.
· Ask the other staff members to correct me. 
	· I need to practice speaking welsh wherever I am.
· Ask the other staff members to help me.
	Over the next three months. 

	2. Develop my self-confidence in verbal communication. 	Comment by Emma Davies (1806321): In get self-conscious when I am talking to parents that I do not know very well and quite often ask another staff member to do the handover for me. 
 Ellis (2002) states that communication is vital for career development. Effective communication skills are high on the list of what employers look for. Feeling confident in communicating increases self-esteem. 
	· Although I am confident with the children, I am not very confident when it comes to doing handovers of the children to their parents. 
· It is important so that I can share information about the child with their parents. 
	I need to observe and listen to the other staff members when they do handovers to the parents. 
	Ask my manager to show me how to do a handover. 
	Over the next three months. 

	3. Listening skills 	Comment by Emma Davies (1806321): Sometimes when someone is talking to me if I have something to say I interrupt to say it before I forget what I want to say. 
Weightman (1999) states that all communication is a two-way process and it needs a listener to receive and understand the message that has been sent. Cottrell (2015) says good listening skills make other people feel at ease and trust the listener. 
	· Although I actively listen to others when they are talking, I sometimes interrupt to say what I want to say. 
· This is needed for good communication skills. 
	When someone is listening to me, I listen and try to understand what they are saying from their perspective. 
I need to learn not to interrupt others. 
	It is important to always listen to the children, their parents and the other team.
	At all times. 

	4. Written communication 	Comment by Emma Davies (1806321): When writying accident and incident forms I find it difficult to do in welsh. As these are important documents they need to be clear and concise so I fill the forms in in English.
According to Ellis (2002) written communication should be brief, clear and concise but ensure that vital elements are not left out. 
	· This is important where I work to be able to write accident and incident forms. Also, to write the child’s daily sheets that are given to the parents at the end of the session. 
· It is important that these are clear and concise. 
· I find writing in welsh difficult sometimes and get the spellings and mutations wrong. 
· My handwriting is not always tidy. 
	I need to practice my handwriting and practice writing in welsh. 
	Ask the other staff members for help if I am unsure. 
	

	5. Nonverbal communication and sign language. 	Comment by Emma Davies (1806321): In the nursery there is a Polish boy who does not speak English or welsh, he communicates through sign language and body language.
 According to Weightman (1999) a lot of communication in teamwork is expressed nonverbally through body language. This could be done through a smile, nodding or shaking the head, turning the body away from the person that is been spoken to.  Alvesson and Willmott (2001) states that by understanding others their social worlds can be illuminating and enlightening. 
	· The way I stand and giving eye contact. When I’m talking to someone, I give eye contact as this lets the person know that I am listening and interested in what is being said. 
· I would like to learn sign language so that I can communicate with others that use it 
	Learn to read body language and to use sign language. 
	Ask my employer about doing a sign language course. 
	Apply for the next course.

	6. Phone skills 	Comment by Emma Davies (1806321): I am self-conscious when answering the phone and I worry that oi do not get all of the message written down.
 Ellis (2002) suggests that a welcoming and friendly tone should be used on the phone as the words spoken may be forgotten but the impression will linger. 
	· Where I work it is important that I can answer the phone. 
· I lack in confidence on the phone. 
· I must be able to take messages and pass them on to the correct person. 
	Practice answering the phone and writing messages. 
	Ask other staff members if I can listen in to them answering the phone. 
Ask other staff members for feedback on my telephone manner, 
	










Personal statement – linked to time management. 

I am a hardworking, creative nursery assistant. I have worked with children for many years. I left school and completed a BTEC in childhood studies. In the summer I spent my time volunteering in the local vets. I then went on to volunteer In a local Cylch Meithrin where I helped plan and carry out activities with the children. From here I went to work in a busy nursery for four and a half years. Here I had to organise the setting into the different sections of the Foundation Phase. As a team we created planning sheets and then I had to plan and carry out activities for the children. It is a demanding job and so good time management is needed to prioritise and complete the most important tasks first and follow the days schedule, such as food times, nappy changing times and sleep times for the children.  I am always punctual to work; this is important to ensure that the staff to child ratio is always correct. I am wanting to use my skills to take me to the next step in my career. 	Comment by Emma Davies (1806321):  I enjoyed the volunteer work; it gave me an insight into what working with children is like. It also taught me about time management, communication and many other skills. 
Trought (2017) suggests that by committing to volunteer work it shows motivation, organisational, planning and time management skills.  	Comment by Emma Davies (1806321): I had to plan games and craft activities to go with the theme in the Cylch Meithrin.
 According to Steinhouse and West (2008) a plan should map out the use of your time.  	Comment by Emma Davies (1806321): For the nursery setting to work well for the children it is important to have different areas set up, such as a mathematics area, a reading area and an arts and crafts area. As a team we arranged the nursery into these areas. 
Weightman (1999) states to be effective one needs to be well organised. Making a mind map is one way to be more organised. 	Comment by Emma Davies (1806321): In the nursery we have planning sheets to help us plan activities, crafts and games to do with the chosen theme. All the practitioners write any ideas they have on the plan and this can be added to on a daily basis. 
Burns (2011) planning helps to do things in a coordinated fashion, this means that others can comment and help improve the plan. 	Comment by Emma Davies (1806321): In a busy nursery it is important that all the activities including mealtimes, brushing teeth time, nappy changing time and the children’s sleep times run on time for the nursery to run smoothly and effectively.
 Weightman (1999) says that in a demanding job time needs to be managed effectively. This includes making choices of what has to be done and what can be left for another time. 	Comment by Emma Davies (1806321): In the busy nursery I had to decide what is most important to do. Activities for the children are important but ensuring that they are happy, fed, had their nappies changed and had their sleep times should be prioritised. Without these the child will not be happy. 
 EWeightman (1999) planning is about prioritising.


 
Reflection.  

[bookmark: _Hlk30772578]The module Skills for Life: Employability and Future Pathways is about how to make me more employable. For this reflection I am going to use Gibbs reflective cycle. According to Hargreaves and Page (2013) Gibbs reflective cycle consist of a set of questions to guide you through what happened, your thoughts and feelings, analysis and actions. This model is straightforward and the questions are not difficult to answer and can be used in most situations.  
Harvey and Knight (2003) cited in Maher (2005) suggests that there are four areas that students need to develop to make them more employable. These are employability attribute development; self-promotional skills; willingness to learn and reflection. This module covered these four areas including competencies such as teamwork, communication, creativity, motivation; attitudes such as positive, negative and reflective; personalities and professional behaviours in the workplace, teamworking and leadership. It also covered conflict in the workplace. 
I started studying this module just at the right time as I had left my previous employment in a busy nursery the month before and I was currently looking for a new employment, but I was not sure how the module could help me. However, the first lecture included a guest speaker, a careers advisor who gave advice on writing a curriculum vitae. The careers adviser said that a curriculum vitae should be the course of my life written in chronological order. It should include any additional training that I have completed such a first aid. The information on a curriculum vitae should be relevant to the job being applied for. This helped me a lot as I did not know what to put on my curricular vitae and I knew I would need one to help me apply for new jobs. The next day I wrote a new curriculum vitae using the information given to me in the first lecture. 
The module has shown me that there are many skills used in the workplace. The module has helped me to be aware of what skills I have. It has helped me to develop and to self asses those skills. The skills I have include good communication skills; however, I need to be more confident when I talk to the parents of the children that I care for in the setting. I have realised that I have good planning and time management skills. I can plan a day’s activities for the children in the nursery and also plan times to feed, change the children and put them down for their sleep, this is important when working in a busy nursery for the days to run smoothly and effectively. I also have good conflict resolution skills; I am calm and patient and have good listening skills and I can remain non bias and non-judgemental. I have good organisational skills; these are needed in my job in a busy nursery to organise the day so that it includes the children’s sleep times, nappy changing times and mealtimes. 
I felt that developing my employability skills was important for my career. I need to be able to sell myself in the employment market on paper and in person, this includes being able to fill in job application forms, write a curriculum vitae and write a personal statement.
During the lectures I looked at the various handouts given to me including a professional behaviour evaluation, an entrepreneurship capabilities self-assessment form and the STAR technique. I decided that I would not use the professional behaviour evaluation and the entrepreneurship capabilities self-assessment form in my portfolio because I find it difficult to assess my own level of capability. I felt that the STAR technique which stands for Situation, Task, Action and Result would not give the freedom to write enough information on what I have done in my employment history. In the sessions I worked in small group to do tasks such as filling in the ‘What do graduates do?’ sheet, in the group we discussed what we thought and then decided on which answer to choose. 
The areas that I struggled with most is talking about my own skills and reflection. I have low confidence and self-esteem and I find it difficult to talk about myself and making myself seem better than I am. Self-reflection does not come naturally to me and I find this a big challenge. I would also like to improve on my presentation skills but again I believe this comes down to my low self-esteem and confidence. 
Doing my Personal Development Plan has helped me to see what I need to develop further in the communication skills.  I would like to be more confident in communicating with other adults, this will help me when I am talking to the parents of the children I look after. I would also like to learn how to communicate using sign language to be able to communicate with people who cannot talk or who cannot speak English or welsh. 
After the first lecture I wrote a new curriculum vitae and I read through the rest of the slides for the module because at the end of the week I had a job interview for a one to one nursery assistant in a Cylch Meithrin. The slides helped me realise what competencies and characteristics I have for employment, this helped me to be more confident in the interview and when I was asked what skills I could bring to the Cylch Meithrin I could answer the question confidently with the skills hardworking, creativity, dependability and good time management skills. The next day I received a phone call accepting me for the job. 
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