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[bookmark: _Toc27410098]1. Part A
1.1 [bookmark: _Toc27410099]Introduction

This portfolio aims to discuss and analyse the pre-placement experience including the benefits and rationale for completing a placement as well as the placement opportunities evaluated before selecting the final placement. Additionally, this portfolio will provide an audit of current qualifications and how these benefit the chosen career path of Human Resources and recruitment. A skills analysis will be completed to identify skill gaps to be improved to enhance employability for Human Resources roles. The pre-placement experience will be discussed including difficulties and what would be done differently. Finally, a personal development plan has been created with an attached CV and cover letter for the chosen placement company. 

Jones, Green & Higson (2012) discuss how graduates with placement experience have an 8% higher salary in the six months post-graduation than those who have not, supporting that placements hold employment benefits for students such as higher pay rates and better jobs. 









[bookmark: _Toc27410100]1.2 Placement Benefits
Undertaking a work placement yields many benefits for students. These benefits include increased experience in a chosen field which is likely to improve performance in that role post-graduation and an improved skill set. Harvey, Gael & Moon (1997) support this by concluding that employees with previous work experience developed more successfully on a personal and professional basis according to their managers. Additionally, Harvey, Gael and Moon found that graduates with work experience demonstrated better skills including teamwork and communication. As placement allows practising professional development and enhancing a skill set, individuals become more employable. My chosen placement is at the Human Resources department in Fieldbay, primarily working within recruitment. Fieldbay is a care service for those with mental disabilities and dementia (Fieldbay, 2020). Working in an office environment alongside HR professionals and being an active contributor during the recruitment process will be beneficial as improvements can be made to communication skills as well as gaining exposure within a role I wish to attain in the future.












[bookmark: _Toc27410101]1.3 Placement Rationale
Completing a placement can benefit students from an academic standpoint. Patel & Coughlan (2012) discuss how 58% of students who completed a placement during their degree achieved a 1st class or 2:1 classification compared to 37% for students who did not. By having exposure to a workplace environment, students can add this knowledge to assessments, resulting in higher grades and classifications improving their employability. ASET (2020) the Work Based and Placement Learning association describe placements as an integral part of the Higher Education experience as they improve graduate employability. This is important as employers fear that graduates skill gaps are widening due University’s reliance on hard skills, meaning many graduates lack soft skills such as communication (Jackson, 2010) By undertaking a placement, students have the opportunity to work on soft skills which they can coincide with the hard skills taught in the degree, increasing their competitiveness in the job market. CIPD (2020) who are the chartered institute for HR professionals state that while not essential, employers place a lot of value onto people with previous experience as skills are enhanced and there is an opportunity to have conversations with HR professionals. This can create a more desirable candidate for employers.  











[bookmark: _Toc27410102]1.4 Placement Opportunities

When searching for a placement, an HR-related role with focus on recruitment was required as that is my desired career path. The first option was at  UWTSD focussing on the Student Ambassador programme. Student Ambassadors help universities to attract new students and support the marketing team by discussing positive aspects of their student experience (UWTSD, 2020). This role included exposure to the recruitment process for new ambassadors including CV sifting and training. However, the placement was based within the marketing office, meaning there was little opportunity to converse with HR professionals, making it less relevant to HR.

 A second placement option was at Ellipsis Process Analysers which is a chemical engineering company focusing on helping clients finish projects by offering analytical testing services (Evans, 2018). The company has one employee who is the director meaning tasks included helping the expansion of the business by drawing up job descriptions and helping advertise vacancies, making it relevant to HR and recruitment. Additionally, working one on one provides plentiful learning opportunities as it is a personal experience. However, as there were no HR professionals at this placement, HR knowledge was limited with no opportunity to ask HR-related queries, making it less suitable. 

The final option was Fieldbay which has been chosen to carry out the placement. Fieldbay (2020) offered extensive recruitment exposure by attending recruitment fairs and interviews, making it a beneficial experience for my desired career path and most suitable of the three options. The placement is also office-based with several HR professionals, making it the ideal setting to learn more about HR with the opportunity to ask for advice and shadow others, which the previous two options lacked.  

[bookmark: _Toc27410103]2. Part B
[bookmark: _Toc27410104]2.1 Qualifications Audit

When considering placement opportunities, qualifications should be assessed. This can increase employability and discover any additional required qualifications (Career Connect, 2020). The Fieldbay placement is a general HR assistant role for which entry qualifications are four GCSEs including Maths and English (Monster, 2020). I achieved ten A-B grades during my GCSEs meaning this requirement is fulfilled. Furthermore, an A grade was achieved in Maths providing a strong foundation for the finance side of HR such as payroll.

I hold three A-grade A-Levels, including Business Studies and ICT. Business Studies provided a general understanding of business including HR, providing knowledge which can be used in the workplace. ICT has provided me with the skills required, to create and analyse spreadsheets, and use presentation software, all of which is required for an HR role.

The A levels achieved enabled the progression to study Business with HR at University. UWTSD is a CIPD approved study centre and Swansea Business School achieved silver at the CIPD Wales awards in 2018 (UWTSD, 2020). Attending a University which works closely with CIPD could provide a competitive advantage when looking for an HR job.






[bookmark: _Toc27410105]2.2 Training Needs Analysis
To benefit from a placement, required skills to be improved should be assessed. Kemp et al (2009) discuss that addressing skill gaps can improve student's employability profiles. One knowledge gap that requires attention is recruitment knowledge. I am looking to follow a recruitment career path, so recruitment knowledge needs to be addressed to aid with creating job posts, holding interviews and analysing application forms.

A skill that needs addressing is leading and managing. Mason (2019) states that management and leadership skills are a key responsibility of HR professionals. This is due to HR professionals often being represented as a role model within businesses and the responsibility they have to look after employee wellbeing. I have little leadership experience, so during placement, I aim to shadow management to take onboard their leadership skills and ask advice on the best way to manage a team. 

A final skill to be addressed is analytical thinking. Armstrong (2014) discusses how analytical thinking is the basis of effective problem solving and decision making for HR professionals. My analytical thinking skills have improved through group work at university, however, exposure to this in the workplace is important as HR roles rely on this to solve employee problems such as teamwork issues or grievance cases.








[bookmark: _Toc27410106]2.5 Pre-Placement Review

The pre-placement experience was difficult due to a sudden placement change. 
In December 2019 I embarked on the UWTSD placement, however after completing twenty hours, tasks were becoming increasingly less HR-related and I was lacking exposure to the required HR skills. Consequently, the decision was made to search for a different option to get the most out of the opportunity. This was a difficult decision as there was no guarantee another placement would be secured. However, there was an opportunity to undertake a placement at Fieldbay, which was accepted.  

If I were to do the preplacement experience again, I would search for multiple placements rather than accepting the first available option and research placement offers in-depth to better understand the roles. Additionally, placement would be searched for earlier in the academic year as the final placement was not secured until midway through the second semester, leaving timing tight. 














[bookmark: _Toc27410107]3. Reference List
Armstrong, M. & Taylor, S. (2014) Armstrong's handbook of human resource management practice. 13th ed. London: Kogan Page. 
ASET (2020) ASET Viewpoints. Available at: https://www.asetonline.org/wp-content/uploads/2016/02/2-ASET-Viewpoints-The-Benefits-of-Placement.pdf  (Accessed: 4th June 2020). 
Bregman, P. (2019) To Develop Leadership Skills, Practice In A Low-Risk Environment. Available at: https://hbr.org/2019/04/to-develop-leadership-skills-practice-in-a-low-risk-environment (Accessed: 10th June 2020). 
Career Connect (2020) Self Assessment. Available at: https://www.careerconnect.org.uk/Self-Assessment-i11.html (Accessed: 10th June 2020). 
CIPD (2020) Endless possibilities. Available at: https://www.cipd.co.uk/Images/endless-possibilities-a-career-in-HR-takes-you-further_tcm18-18074.pdf (Accessed: 4th June 2020).
Evans, A. (2018) Ellipsis Process Analyser LTD. Available at: https://www.slideshare.net/mobile/slideshow/embed_code/key/MuTUUIjbpBBggL (Accessed: 4th June 2020). ​

Fieldbay (2020) About Fieldbay. Available at: https://www.fieldbay.co.uk/ (Accessed: 4th June 2020).  
  Harvey, L., Geall, V. and Moon, S. (1997) ‘Graduates’ Work: Implications of Organizational Change for the Development of Student Attributes’, Industry and Higher Education, 11(5), pp. 287-296.
Jackson, D. (2010) ‘An international profile of industry-relevant competencies and skill gaps in modern graduates’, International Journal of Management Education, 8(3), pp.29-58.
Jones, C.M., Green, J.P. & Higson, H.E. (2017) ‘Do work placements improve final year academic performance or do high-calibre students choose to do work placements?’, Studies in Higher Education, 42(6), pp.976-992. 
Kemp, S. Et al (2009) ‘A gap analysis of student employability profiles, employer engagement and work placements’, Planet, 21(1), pp.16-20. 
Mason, H. (2019) what skills are required to work in an HR or L&D role? Available at: https://pmjobs.cipd.co.uk/article/what-skills-are-required-to-work-in-an-hr-or-l-and-d-role-/ (Accessed: 6th June 2020). 
Monster (2020) What qualifications are important in HR? Available at: https://www.monster.co.uk/career-advice/article/what-qualifications-are-important-in-hr (Accessed: 6th June 2020). 
Patel, N. and Coughlan, J. (2012) ‘Work placements and academic achievement: undergraduate computing students’, Education & Training, 54(6), pp. 523-533.
Paton, G. (2012) Top jobs restricted to graduates with first-class degrees. Available at: https://www.telegraph.co.uk/education/educationnews/9373058/Top-jobs-restricted-to-graduates-with-first-class-degrees.html (Accessed: 8th June 2020). 
Redford, K. (2006) ‘What can light up your CV?’, Training & Coaching Today, pp.31. 
UWTSD (2020a) Join the UWTSD student ambassador team. Available at: https://www.uwtsd.ac.uk/student-ambassadors/ (Accessed: 6th June 2020). 
UWTSD (2020b) Business Management (Human Resource Management) (BA). Available at: https://www.uwtsd.ac.uk/ba-business-management-human-resource-management/ (Accessed: 6th June 2020). 
Weiss, D. (2012) Leadership-Driven HR: transforming HR to deliver value to the business. Hoboken: John Wiley & Sons. 








0


1



[bookmark: _Toc27410108]4. Appendix
[bookmark: _Toc27410109]4.1 Personal Career Action Plan


Personal Development Plan


	Objectives
	Success criteria
	Actions


	Implementation

	


Gain CIPD post-graduation. Redford (2006) explains that a CIPD qualification tops HR recruiter lists with a minimum expectation of a CIPD certificate in training practice. 




	Success will be recognised upon application, commencement and completion of the course.
	Research available courses on CIPD.

Apply for the most suitable course based on current knowledge and employer’s expectations.


	Understanding of the course can be demonstrated throughout assignments. 

Knowledge can be applied practically during job roles and interviews. 

	

Improve recruitment knowledge and experience as this is my chosen career path. 





	  Success will be recognised through a better understanding of the recruitment process. 

Success can be measured through personal performance on job applications and interviews.                                                                                                                                                                                                                    
	Increased recruitment exposure during placement by attending interviews and analysing application forms/CVs.
	Learning can be applied by holding mock interviews with family and other students.

Learning can also be applied during further work experience. 



	

Improve leadership skills. Weiss (2012) discusses that due to the high ratio of employees to HR staff, HR needs to become leadership-driven to be successful. 





	Success can be recognised by increased confidence and communication when working with a team. 
	Taking team leader roles in group work activities in university. 

Research on the qualities of a good leader. 
	Skills can be practised during group work

Bregman (2019)  recommends applying these skills to low-risk situations such as contacting a company about a mistake to understand the emotions and complications felt in a high-risk setting.

	

Achieve a first-class honours degree to improve employability. Paton (2012) states that top jobs are being reserved for students with first-class degrees due to competitiveness.

	Success can be recognised upon completion of the degree. 
	Monitor results throughout the degree to identify weak areas to be worked on. 

Complete additional reading to provide a better understanding of the modules. 
	Skills learnt during the degree can be used to progress to further education courses. 

Learning can be used in the workplace.
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Block A Flat 14
St Davids, New Cut Road
Swansea
SA1 2DN
07712218293
lucycpatterson@aol.com
 
 
PROFILE
 
I am a conscientious, confident, reliable, outgoing, self-motivated and computer literate individual who is undertaking a Business Management with Human Resources degree at UWTSD. I have customer service experience in a face to face environment, allowing me to interact and collaborate effectively with people. 
 
 
EMPLOYMENT
 
September 2015 – Present – Tesco
• Work within a fast-paced environment and dealing with circumstances under pressure
• Showing responsibility by completing various duties such as till checks
• Work within a team including attendance of all staff meetings in order to create and maintain high staff morale and a positive atmosphere on the shop floor
 
March 2015- September 2015 – Templeton Hotel
 
• Provision of excellent customer service by interacting with customers and building rapport to ensure repeat business
• Work within lounge bar making and serving speciality coffees and food
• Work within many of the Hotel’s departments showing my ability to adapt to different jobs and environments
 
 
Jan 2015 Work Experience – Templeton Hotel
 
Nov 2014-Dec 2014 – Argento (temporary position over Christmas)
 
• Sales assistant customer service role
• Matching customer needs to products
• Seeking to identify additional products to complement their purchases to further increase sales
 
 
EDUCATION
 
 
BELFAST HIGH SCHOOL​
Sept 2008 to June 2016​​​​
 
A Level Results
Business Studies – A
ICT- A
Geography- A
 
 
GCSE Results
English Language – A
Maths - A
English Literature – A​​​
ICT – A
French - A         ​​​​
Geography – A
History – A                     ​​​
Child Development - A
German - B                       ​​​
RE – B
    ​
 

 
ACTIVITIES & ACHIEVEMENTS
 
• Studying British Sign Language – Achieved a pass in British Sign Language Unit 101
• Language & Subject Mentor – providing help, support, coaching and advice to pupils who are finding the subject challenging
• Year 12 Liaison for the Community Service Group – acting as a point of information to Year 12 on the activities of the group and encouraging their support and involvement
• 6th Form Prefect- showing excellent organisational skills by helping to arrange school events and demonstrating responsibility and maturity by supporting teachers as well as students and going above and beyond the required duties
 
 
 
ADDITIONAL INFORMATION
 
I am friendly, helpful, quick to learn and easily build rapport with new people.  
 
 

REFERENCES

Mr Andrew Shannon​​​​​                              Jamie Graham 
     Duty Manager ​​​​​​                                         Manager
   Templeton Hotel​​​​​                          Tesco Express, Fabian Way 
    Templepatrick​​​​​​                                            Swansea 
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4.3 Cover Letter


LUCY PATTERSON
5 Gilfach Road | 07712218293| lucycpatterson@aol.com
06/06/202

Emma Crawford
Fieldbay
Chestnut House Tawe Business Village
Swansea 
SA7 9LA

Dear Emma
Thank you for the opportunity to submit my application for an HR placement. I am writing this letter as I am completing the second year of my Business Management with Human Resources degree at UWTSD and have been allowed to undertake a professional placement.  

 I have always had a passion for HR which started when I sat my A-levels and found myself interested in people management and how it was essential to every business to run efficiently. My degree has only strengthened this passion and I aim to start a career in Human Resources, in particular, recruitment. Aside from my studies, I have spent the past 6 years working in a customer service-based role which has enabled me to interact and communicate well with others as well as effectively collaborate in a team. I have great empathy skills and I am able to think independently to make decisions. 

It would be a great opportunity to undertake this placement at Fieldbay as it is an established and award-winning business and so I feel that I would have plentiful learning opportunities. Additionally, as Fieldbay has over 500 staff, there is a well-established recruitment process and team which can give me invaluable recruitment experience to help start my future career 

Thank you for taking the time to read over my application and I hope to showcase my skills further to you in an interview.

Sincerely,
Lucy Patterson
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