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Hannah Jones                                                                                                                                                        
59 Ashford Park, Crundale, Haverfordwest, Pembrokeshire SA62 4FG 
07854418932 / 01437 763492 |  hannh_jones@msn.com

Mrs Jane Harries
Headteacher
Haverfordwest High V C School
Haverfordwest
Pembrokeshire
SA61 2NX

29th October 2022

Dear Mrs Jane Harries,
Cover Supervisor – reference REQAA3629

I believe my many years of experience supporting children with their learning, along with my enthusiasm and passion would make me an ideal candidate for the role of cover supervisor at Haverfordwest High VC School. My previous experience as cover supervisor alongside 9 years’ experience in the role of a learning support assistant, I believe I have gained vital experience to transfer to this sector of education. 

As both a LSA and Cover supervisor I have implemented current policies at Haverfordwest High VC School and used SIMS to ensure attendance was recorded correctly to prevent any safeguarding concerns, I understand the importance of this and I am used to following protocols and dealing with any discrepancies. I have gained extensive knowledge of subjects across the curriculum and have supported children with ALN access them. This experience of working with children through all key stages, gives me the ability to help answer questions from pupils and to adapt quickly when you must think on your feet. I regularly communicate with teachers to discuss pupils and to help put strategies in place to support them in lessons. I then work under the guidance of the teacher while fulfilling my role in the classroom. As a Cover Supervisor, it is important to have professional working relationships with staff, so that you can express concerns or ask for help and guidance from other staff when needed. I have also participated in several school trips where I have supervised a group of children and been responsible for ensuring their safety.

During my time as a ride operator at Oakwood Theme Park, I worked in a position of responsibility. In this role I gained valuable skills in customer service, time management and working both as a team and independently. I am a positive role model both in and outside of work. It is important while working within a school environment to be a positive role model to the pupils as they often learn from others how to behave in a correct manner. Children need a safe and calm learning environment to ensure they are fully engaged and able to complete work to the best of their ability. For this reason, It is paramount to assert authority and manage student behaviour to be able to create an inclusive learning environment to ensure excellence and high expectations are met. As a Cover Supervisor I gained vital experience in behaviour management, recognising both positive and negative behaviour and dealing with it appropriately. Using the pivotal approach and putting more emphasis on positive behaviour, by praising in public and reprimanding in private. 

I feel I am the perfect person for the role of Cover Supervisor due to my extensive skills and prior experience within a school setting. I am passionate about working with children and appreciate how challenging yet rewarding the role of Cover Supervisor would be. I am a calm and confident person with good organisation skills and the ability to adapt to any given situation. If you require any further information at this stage please get in touch, I look forward to hearing from you.

Sincerely 




Hannah Jones
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Hannah Jones
59 Ashford Park, Crundale, Haverfordwest, Pembrokeshire. SA624FG
07854418932 / 01437763294 | hannh_jones@msn.com

Career objective
I am currently studying a foundation degree in Inclusive Education, predicted a 2:1. I have nine years’ experience as a secondary school LSA. I am currently level 2 working with a visually impaired student in which I am completing the RNIB Unified English Braille Course. I am a calm, confident and caring individual who is well organised and self-motivated with articulate and professional speaking abilities. 

I wish to further my experience and seek personal growth and development within another sector of education to fulfil prospects of being a teacher.  

Education and Qualifications
2020-Present   Foundation Degree in Inclusive Education, UWTSD.        (Results Pending – Predicted: 2:1)
The foundation degree has deepened my understanding and knowledge of inclusion allowing me to develop as an LSA. I have developed a range of skills which are transferable to any future job, these include time management, problem solving and teamwork. I will progress onto the BA Inclusive education in September 2022 to obtain the full degree. This will compliment my future goal of become a teacher, allowing me to use my knowledge of inclusion in my teaching profession. 

2011-2012       Multimedia UWTSD                                                              Certificate of Higher Education
This course has given me extensive experience with a range of media equipment allowing effective use of ICT. 
2009-2011       2 x A-Level – Sir Thomas Picton School	                          Grades: DD
                        2 x AS Level – Sir Thomas Picton School                                                              Grades: CD
2004-2009      11 x GCSE’s – Sir Thomas Picton School                                                             Grades: B-C

Vocational Training and Qualifications
2022-Present RNIB Unified English Braille Course                                                              (Results Pending)
2021-2024     QNUK Level 3 Award in First aid at work (RQF) (valid for 3 years)                                    Pass
2011              Key Skills - Communication, Problem solving, Application of number,
                      Working with others and Improving learning and Performance                                       Level 3 
2009              The Duke of Edinburgh’s Award                                                                                      Bronze
2008              Impetus Award.
2007              Young Lifesaver Senior Award.
2006              6th Haverfordwest Guides Fire Safety Awareness Award

Employment
2013-Present   LSA at Sir Thomas Picton School / Haverfordwest High V C School
Duties: Supporting children within the age range 11-18 with ALN, either one to one or multiple students within a classroom. Currently working with a visually impaired student one to one, producing resources in braille or that are tactile. Daily supervising duties at lunch or break. Scribe and reader in classroom lessons and exams and adhering to polices and procedure. This role had allowed me to develop various skills including communication, organisation, and time management. 

2021-2022       Sales Assistant at Spar, AF Blakemore & Son Ltd
Duties: Cash handling, customer service and replenishing stock. I have expanded skills in communication in particular customer service and working as a team. 

2018-2020       Hotel Facilities Assistant at Withybush Hospital
Duties: Use specific cleaning products safely while following cleaning procedures. Cleaning designated areas thoroughly and to a high standard. Deliver meals and drinks to patients. I developed communication and time management, along with the safe organisation of cleaning materials.  
 
2016-2018       Cover Supervisor at Sir Thomas Picton School
Duties: Supervising a class of up to 30 students to complete their work in a calm, positive learning environment. Supporting student to access the curriculum and deal with any negative behaviour in a professional and controlled manor, following school policies. This role allowed me to recognise how adaptable I am to any given situation. 

2015-2018       Cleaner at Sir Thomas Picton School
Duties: Clean a certain area of the school to a high standard ensuring you use the correct cleaning products and use your time effectively. 

2010-2018       Ride Operator at Oakwood Theme Park (Seasonal)
Duties: Operate rides safely and correctly following the operating procedure. Undertake daily checks to ensure safe running of the rides. Undertake light cleaning duties ensuring ride areas are clean. 

2012                Sales Assistant at Comet
Duties: Cash handling, customer service, meeting sales targets and stock replenishment. 

2007-2011       Assistant and Marshall at B.P. Go-Karting
Duties: Marshalling on the track ensuring safe operation of the karts. Delivering safety briefings to customers on arrival and issuing safety equipment. Cash handling and booking responsibilities and customer service.

2010-2011       Sales Assistant at GAME
Duties: Cash handling and customer service. Replenishing of stock and meeting sale targets.

2009                Ride Operator (Side Stalls) at Folly Farm (seasonal)
Duties: Customer service, running of side stalls and assisting on site entertainment shows/demonstrations. 

2009                Waitress at Platform One Diner/Coco’s Coffee Bar
Duties: Customer service, cash handling and the preparation of teas and coffee. 

Skills
Communication
Throughout my employment I have been able to develop this skill within many settings. Working at Spar 
And Oakwood Theme Park I have developed customer service and had the privilege to build up a repour with customers who often visit. As Hotel Facilities Assistant I often had to serve patients their food and drinks and developed the ability to communicate with a diverse range of people, along with showing them empathy. As a LSA I must communicate with both pupils and teachers efficiently and effectively. Often, I must communicate differently with children with certain ALN so you are constantly adapting your communication to suit the individual Infront of you. 

Time management and Organisation
In my current role as a LSA working with a visually impaired child I must manage my time wisely and be 
organised in preparing work into braille or making tactile diagrams. This must be complete in advance of 
lessons so it is important to communicate with staff in enough time to produce resources. While at 
Oakwood Theme Park I had the role of Rides 1 which meant I had the responsibility of ensuring rides 
were staffed and that lunch and toilet breaks were completed in a time frame. 

Teamwork
In a school setting you often liaise with other staff about pupils then work together to support their needs 
and give them the correct support they need, as a LSA and Cover supervisor you work under the guidance 
of the teacher. As a ride operator at Oakwood Theme Park, I often worked with others whilst operating the
rides ensuring the safety of customers was paramount and following the correct operating procedure. In 
Spar I worked with a team daily to endure shelves were stacked and deliveries were complete. As Hotel 
Facilities Assistant I often worked as part of a team to efficiently clean departments or wards to a high
standard. 

Other
Registered with the Education Workforce Council (EWC)

References
Given on request.
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Hannah Jones
59 Ashford Park
Crundale
Haverfordwest
Pembrokeshire
SA62 4FG

20th July 2023

Dear Hannah, 

I got a first in the Foundation degree in Inclusive education, because I took a pause and decided what is important in life, I have focused my energy and time into these priorities and built a plan and achieved the end goal. Using Lev Vygotsky’s scaffolding as a tool for growth, you created manageable steps to achieve my desired outcome (Kurt, 2020). 

To begin with I developed the skill of time management, I removed barriers, such as an additional job and put a plan in place to get the most of my time. This process was completed for each module this removed the time spent procrastinating (Williams and Reid, 2011). This allowed me to focus time more affectively and be organised, I was then prepared in advance of deadlines to allow more time to go through and proofread. This is the third habit of Covey, to prioritise, to put first things first (Hussain, 2022). A big factor was changing my mindset this developed belief in myself and gain self-confidence because I understood that I can grow and develop to achieve a first. Bates (2019) asserts “Dweck argues growth mindset learners are motivated by inner desires…” developing belief in myself made me want it more as I could see the room to grow and knew it was within my grasp. I went from a fixed mindset to someone who has a growth mindset, with this I gained a positive outlook. This developed self-determination which in hand gave me motivation. Cherry (2022) states “that people feel more motivated to take action when they think that what they do will have an effect on the outcome.” 

During this last year I have developed my written communication, this was not a strong skill of mine at the start of the degree. Having dyslexia, you have always overcome barriers within education, and this was no different, time management has helped me overcome and allow extra time to research and read over materials. While the skill of problem-solving has been with me for many years I have continued to develop it to overcome these barriers. I used to get disheartened with criticism, but I learned to use it to my advantage. I have taken the constructive criticism and worked on it to improve the next module. This has helped to develop my written communication allowing me to progress and achieve, working on this has helped you become better and more successful. To become a more successful person both academically and professionally I became a catalytic leader. Willing to speak up to suggest change and lead others to achieve this change or action, instead of standing back and following I developed a voice to use to speak up for action (Bates, 2018). This follows on to the first habit of the 7 habits of highly effective people by Stephen Covey, to be proactive rather than reactive, the second is where you begin with the end in mind, like this letter, you think deeply on how you will get there (Practical Psychology, 2017). The 4th habit is win-win type of relationships these are the type of relationships you want to succeed, continuing with this is habit 5, seek first to understand then to be understood, you must be an empathetic listener (Hussain, 2022). The 6th habit is to be open to others, understand and respect differences and you can synergise, the last habit, the 7th, is to sharpen the saw, to renew ourselves to become your greatest asset (Practical Psychology,2017). The 7th habit is something I have done over the past year, taking care, and developing myself. 

I have signed up for the BA Inclusive Education due to start in September, I will continue to use all these transferable skills I have developed up to now, to progress onto the next step where I will be able to grow more. 

Yours Sincerely 



Hannah Jones
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HANNAH JONES
58 Ashlord Park, Crundale, Haverfordwes1, Pembrokeshire. SAG2 4FG
Home: 01437 763294 Mobll.07854418932
hanoh jones@msn com

1ama veryreabl, honest and rustworthy individual,who works well as part of a eam. | am a sef-motated person who
Pas 2 passion fleaning new skils and experiencing new siuations. | erjoy the working environmert and trve 0 ahays
achieve my best potental n any situation given o me. Throughoul my previous working experience | have gained vial
Sk sllowing me to work wel 25 an inchidual wih minmum supervison,whi underaking beath and safely procedures.

‘Employment History
‘Seplember 2016 - Present
‘Cover Supervisor
i Thomas Pion Schoal
« Tocovera secondary school class KSIKS4 pupls
= To delive he wrk which has been ftand suparvia the class.
« Contol betaviour issues usingthe corret school procedures.

‘October 2015 - Present
Cleaner

S Thomas Picion School

« Thoroughly clean my area, Tolets, classrooms, café and comridor
« Use correctequipment and products on the correc areas.

Noverber 2013 - Presert
ish
S Thomas Piton Schaol
« Asist chidron withloarning dificulie o disabities
. Scrbe and reader in classroom lessons and exams.

Aitend supervising dutes
Apr 2010 - Novembor 2017 (Seasonal work)
Ride Operator
‘Oslowood Treme Park
« Operating ides.
+ GuestiCustomer servce
. Ensuing safety measures are i place
+ Lightloaning duties
Novembor 2011 - January 2012
‘Saios Assistant
‘Comet

+ Customer senvice
+ Processing payments of varous kinds
+ Stock repleishing

2007 - September 2011

Assistant and Marshall
5. GoXaring

« Marshating

« Cash handing

« Saletybriefings

Customer service

October 2010 — January 2011
Sales Assistant
GANE
Processing paymenés of varous kinds
Customer senvice
Stocking, eplenishing and cleaning sales areas.
Offering advio o customers
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2000-09
Rido Oporator (Sido Stalls)

Fol Farm
« Operating s stals
© Assisting wih on ste enferanmant shows/demonsialons.
+ Generalceanngicusioda dues
2000
aitress

Platform One DieriCoco's Coffee Bar
« Servng customers
+ Coshhanding
+ Teaskolieo making
+ Cleanngtabies

Work Experiance

2008-08
Class Assistant
ST Marks VA School
Workig v chidren

« ChigSupervsor.

+ Assising teacher wih cassroom activtes
Edueation

20052011
Sir Thomas Picton

dovel
oRE
DDrama
A5 Lovl
o
CHstary

erjoy soclising wihmyfencs, 9o 10 he Gemma and shopping as examples  love nothing more thal Faving 3 catch
up wih lose reds and have un nany stualon gen o mo. | am an oo, Social Ingidual who enoys spendng

ima wh frards and farody and who s 70t srad 1o meel pew peogle
CoursesmTrining

2009 Bronze Duke o Ednbugis Avard
2008 - impetus Avard

2007 - Young Liesaver Sanior Avrd.

2006 - 6 Haverorbwest Guces Fro Safety Avareness Award
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Job profile
‘The job requirements are detailed below. Where applicable the skills, qualifications and memberships.
Tequred for s b hav lsobeen nclded

Job details

Jobreference REQAA3G2

Applcation losing date 23/10/2022
Location

Salary Grade 5 £20,444-£21695 prorate
Package

Contractualhours 35

Basis Open Ended

Attachments

Cover Supervisor - Haverfordwest High VC School

Grade 5 - £20444.00 pro rata for 35 hours per week term time only for 456 weeks per annum
Cauating to £1691321 pro fata isng 10 46.6 weeks, £18.341.75 pro rata per annum after S year's
service

Haverfordwest High VC School is seeking 10 appoint a talented and enthusiastic person to join our
tearm of Cover Supernisors.

The successiul candidate will work under the guidance of teachers and/or members of the school
Loadership Team and witin an agreed system of supervision and would join s in the exciing
Joaey of bulding & school which wil be known as one which promtes excelence nclusion and

igh expectations.

s  Cover Supervisor your role wil include covering registration and lessons i the absence of
Leachers ncloding lessans held n an oftsite provision. You wilensure pupis are engaged in pre-set
ork. manage pupi behaviour and ensure the quality of leaning experience for pupis withn the
loss. You should be abl to espond to pupil questions and know where to direct them to gain extra
help

You wilberequired o cover arange o subjects and be able o think on your feet and adept quickly to
the work prowded. You wil aiso need {o be able to show authoriy in the classroom and manage
Student behaviou, using the school policy and f will be important {0 be b fo maintain a level of
3k and have excellent communication skils wih the pupl's. It is essential that you have good
rganiaationa kils, b able to mult task and act as o role model for pupls. The post holder il also
bave opportunies {0 assistin school ps and other cuicular and exta-cumculer activiles.

1 you eel you have the desie, determination and skils 10 jon our eam and fee! abe (o mee the
‘signficant challenges that wil come wih the post we wouid love o heer from you

We are very proud of the achievements of our students at Haverlordwest Figh VC school and are
keen to share infrmation 0 help you to make a successful application. You can vist our websie for
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‘more nformation about the schol o the school Facebook of Twiter accounts
‘You will need to e registered with the Education Workdorce Council (EWC) forthis post.
This post s subject 0.2 DBS disclosure check

‘Safequarding and protecting chidren and adults at isk s 3 high priory for Pembrakeshire County
Council. We aim 10 support vlnerable chidren and adults at sk to ensure they are as safe as they
‘Gan possibly be. We sre comimitied o ensuring thei safety and wil ke action (o safeguard their
welkbeing. The Counci's Corporate Safeguarding Policy provides  framework fo every member of
Staffand Service within the Council setting ou responsibiiies n relation to safeguarding and
protecting chidren and sduls trsk a5 well a5 the methods by which the Counci will be assured
that s fulflingits dutes.

“This policy spple to all Counci employees and warkforce, councilors, volunieers and also service
providers tha are commissioned by the Counci. Safeguarcing s everyone's business whether they.
work fo, or on behalf of the Councl.

We request that ol spplicants submit oline applications. I you are unable to do ths, please contact
the Recrultment Adrministrator a early a5 possible by emailng recruit@pembrokeshire.gov.uk-

Addiionaly,f you have any furtherneeds orrequire any further support inthe recruitment process
please get i touch by emallng recruit@pembrokeshire.gov.uk

Hyou are an existing user, please ensure you are logged n o your sccount prior 1o starting an.
‘appiication form.

Applcants should ensure they have the rght o work i the UK before applying for 2 vacancy.

Local Govermment Employees on Natonal Joint Counci (NJC) tems are subject o national pay
all salaies currenly stated in our adverts are as 01/04/2021 as the pay awerd from

01/0472022 has yet to be finalised.

Please note, we have alegal obligation 1o consider employees for sutable atemative employment f

theirposts areat isk therefore prior consideration wll e given 0 existing employees who mee the

person specication and are registered on our redeployment pool.

Weish language skis are desirable.

Applications may be submited in Welsh and wil not be treated lss favourably than applications.
‘submitted in English.

Back to search resulls.

lob Descrition
C
C
C
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PEMBROKESHIRE COUNTY COUNCIL

JOB DESCRIPTION
JOB TITLE: Cover Supervisor POST REF:
DEPARTMENT: Education & Communiy Services GRADE: 5

DIVISION: School
RESPONSIBLE TO:

JOB PURPOSE

Under the guidance of serior taff Provide specialst support i a specific curricularesource area,
inclucing preparation and maintenance o resources and suppor o staff and pupls.

PRINCIPAL RESPONSIBILITIES.

‘Support for Pupits
= Use speciast skils/raininglexperience o support pupls
+ Provide feedback to pupis in relation to progress and achievement

‘Support for the Teacher
= Create and maintain a purposelul, orderty and productive working environment
Ensure timely and accurate design, preparation and use of specialst equipmentiresources/materials
~ Assistin the development oflessonwork plans, administration of coursework, wortk sheefs efc.
= Contribute to planning, development and organisation of systemslprocedures/policies
~ B responsible for maintaining records, informaton and data, producing analysis and reports as
required
+ Promote and ensure the health and safety and good behaviour of pupil at lltimes
* Undertake marking of puplls work with specalist area and accurately record achievementprogress
* Administer and assess routine tests and Invigiate examsfesis

‘Supportforthe curiculum
‘Monitor and mana
required

+ Maintenance of specalist equipment, check for qualty/safely, undertake specialist
repairsimodifcations within own capabllies and arrange fo other repairs/modifcations to be carried
outby others

« Demontrate and assist n the safe and effoctve use of specialist equipmentimaerials

<) Provide specialst advice and guidance as required

/" Implement agreed work programmes/practical lessons under the guidanc of the teacher

« Atending assembles, registerng the atiendance of pupis and supervising puplt, wheth
are to be performed before, during or afler school sessions

tock within an agreed budget, cataloguing resources and undertaking audits

these duties

o

<82 aware of and comply with policies and procedures relatng to chid protection, health safety and
security and confidentalty,reporting all concems to an appropriate person

+ Bo aware of and support dfference and ensure all pupls have equal access (o opportunities (o learn

and develop

Contrbute 1o the overall ethos/work/aims of the school

« Establih constructve relationships and communicate with other

with the teacher,to support achievement and progress of pupiis

Attend and partcipate in regular mealin

jencies/professionals, in alson
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 Paricpate 1 aing and olher leaming aciiles and performance developmenl as required
Recognise own strengths and areas of expertse and use these [0 advise and support olhers

+ Line management of support as approprate see level three TA comments

Implement planned supervision of pupis out o lesson times e.g. lubs/extra-curricular actviles

PERSON SPECIFICATION
Experience
" Experience in specifc area in a learming environment.

i o
= NVQ 3 or equivalent qualfication or experience i relevant dscpine

equpmentiresources.
Full working knowiedge of relevant poscies/codes of practce and awareness of reevant legisiaion
bty to sel-evakuate loarning needs and actvely seek leaming opportuniies

Abity o relate wel 1o chidren and sdults

Relevant fst aid knowiedge:




