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1. Part A


1.1 Introduction 


This report will go into detail on why I choose to undertake a professional placement in human Resource Management, the benefits of placement and opportunities which placement will provide, due to Human Resource Management being my chosen career pathway. Human resource management has not always been a career aim due to not knowing what I want to do however after doing research and visiting career wales ‘website I undertook a ‘job matching quiz’ (Careers wales, 2020). Career wales advised on a career within human resources which then persuades further by research. Furthermore, this report will examine my qualifications and then broaden my training needs for a Human resource career. Including a pre-placement review, to review my findings, challenges and adjustments on what I would do differently, and a personal career action plan, including four objectives on what I want to achieve, how I will measure my actions and implementation.  

After knowing that Human Resource could be a potential career pathway, I wanted to know more so I decided to pick a Human Resource placement opportunity this way I could know if this career is right. I considered three suitable placement that met the requirements I was looking for these were castle bingo Human Resource team, Gower College Human Resource team, and University of Wales Trinity Saint David in the Business Campus Human Resource team. Therefore, applying to all three organisations with a personal curriculum vitae and cover letter, I accepted the position of a Human Resource intern at University Wales Trinity Saint David, Swansea business campus. 

1.2 Placement Benefits


A professional placement offers many benefits to progress a chosen career pathway, such as the opportunity it provides for students to get an inside their dream profession. Getting an inside opportunity can determine whether a career is correct (The big choice, 2020). For example, ASET provides memberships run by practitioners for all placement benefits and employability professionals (ASET, 2014). According to Science Council, students discuss the opportunities they’ve experienced from being on a professional placement mentioning how placements provided positivity on knowing they've chosen the right degree, and it tested their skills, interests, and new aims (Council, 2017).

Commencing my professional placement will provide many benefits such as employability skills. Placement opportunities mange to give students newly developed skills, specifically to students chosen industry. Research suggests ‘placements are extremely valuable to students in terms of personal academic performance and employability skills’ (Wilson, 2012). Team-based working, my personal CIPD professional map on blog six identifies a core behaviour in which I wish to improve. This core behaviour is working collaborating, placement will increase this awareness of problem-solving skills with the ability to work collaboratively, by taking on new challenges during placement. Research shown by the University of Aston explored the link between ‘placements and academic achievement and found that placements do improve degree performance’ (Business, 2020). 


1.3 Placement Rationale 

Students undertaking a professional placement are more likely to get employment than undergraduates who do not have professional work experience (Conor, 2017). 
I believe that undertaking this professional placement module is very beneficial for me to gain experience in human resources. Getting an inside to this job role will set myself a mission to see if I succeed and continue a chosen career path in HR, this can include setting myself aims such as getting a clear inside to the job role, therefore I can determine whether it is suited to myself (Pugh, 2017).

Human resource departments today are highly needed within a business, due to managing staff takes time and requires a specific set of skills suitable for a Human Resource professional (Benstead, 2019). Human Resource professionals impact how the organisation is run and have a lot of responsibilities, such as recruitment and managing employees' well-being (Hamel, 2020). Due to AI enhancement, I still believe that HR positions will be around in the foreseeable future. AI is being used today in this sector; payroll is an example. However, Human Resource managers will always require a human at the helm to manage interpersonal conflict with reasoning skills (Bernazzani, 2019).


1.4 Placement Opportunities

Three different placement opportunities have been considered which allow placement opportunities. I will be applying to each organisation, by sending a curriculum vitae and cover letter to apply specifically for a Human Resource placement to see if the three organisations will consider. 
The three considered organisations are:
· Castel Bingo
· UWTSD business campus 
· Gower College Swansea
Firstly, castle bingo was considered as an option due to a family friend directing myself towards the organisation. After applying using my Curriculum Vitae and Cover Letter they invited me to a formal meeting to discuss a position and then offered me the placement opportunity. The organisation has core values to provide 'quality, value, and service'. They also provide learning and development opportunities such as taking pride in developing and supporting their staff to achieve their potential at all levels through exiting opportunities and training' (Working at Castle, 2020). Castle Bingo is also proud to achieved re-accreditation as 'Investors in People Gold'.   

UWTSD Swansea business school. After having a one-to-one discussion with Julie Hayward, my Human Resource lecturer at UWTSD put me in touch with the Human Resource department about a placement role, I accepted this kind offer. I was required to provide my CV and Cover Letter which was forwarded to the Human Resource director for consideration. I was very happy with the outcome of University Wales Trinity Saint David Human Resource department offering me a placement as a paid Human Resource intern after a meeting, I accepted this offer straight away. This placement offered a relevant placement as it was in a Human Resource office and it sounded more suitable as I was employed as a Human Resource intern, I felt it was more professional than Castel Bingo. The benefits included a living national wage (UWTSD.ac.uk) and also visiting another university campus' such as Carmarthen and meet other HR professionals. UWTSD is also my place of study, so I knew the organisation, UWTSD is also close to home.  

Lastly, Gower College Swansea. Applying through email I forwarded my Curriculum Vitae and Cover Letter looking for professional placement and in chosen department human resources. Unfortunately, the College had no placements to offer in the Human Resources department. I considered this placement as the college praises themselves to be a good organisation to work for. I considered this placement opportunity due to the college having many staff benefits including assistance programs and additional benefits. They also have been awarded disability confidence and many other awards (Gower College Swansea, 2017). Though the college offered other placements in different departments I felt this decision wasn't suitable or relevant for the experience I wanted to gain.


2. Part B


2.1 Qualifications Audit 

All the above qualifications which I have already achieved will be helpful starting my career in Human Resources, my business studies skill shows that I have been studying business for almost four years and progressed onto a business management degree. I currently hold a short course qualification in Welsh enabling myself to speak and understand basic sentences in Welsh, Mathematic and English qualifications are minatory, without these qualifications it can set myself back. 

I also have certificates in:
· Welsh baccalaureate 
· Working with others
· Communication 

During placement, I hope to see career progression grow including taking on new challenges such as my welsh skills, although Welsh is a qualification, I hold I would like to progress further. For myself to get a career pathway in Human Resource I will need a degree in business management, which I am currently working towards and hoping to achieve a 2:1 or above since employers look for at least a 2:1. 

2.2 Training Needs Analysis

A Chartered Institute Personnel Development qualification is very useful and sometimes minatory in high paid HR roles (Swain,2019). The majority of Human Resource employers hold a CIPD qualification, particularly Human Resource professionals who wish to career development in the sector (personnel today, 2018). Undertaking a CIPD course and developing different levels will maximise my search and put me in favour of getting employment within the Human Resource sector (Cook, 2018).  

Human Resource Management knowledge skills will open up other skills, such as organisation, negotiation, and conflict management (Vassallo, 2015). Understanding these Human resource skills will then develop my understanding of human resource roles such as recruitment, selection, data reporting, and the absence or disciplinary procedures (AIHR Digital, 2019). Communication is a skill in which I need to better, I lack confidence when public speaking, this needs improvement. Although some HR roles don’t require public speaking, this skill will increase my confidence and every worker is expected to have a clear confident communication skill (Human resources, 2020). 

2.3 Pre-Placement Review 

Overall, finding a professional placement was fairly straight forward. However, at the start of being told to find a professional placement it was very new, I did not know where to start. The University of Exeter has a step to step guide on how to find work experience (University of Exeter, 2020), this helped me undertake to find a professional placement. Although I knew I wanted a placement within a Human Resource role, I thought finding and applying to organisations would be challenging. After enquiring the challenge got more relaxed. 

Another small challenge was needing to adapt my CV to suit my needs in finding a professional placement in a Human Resource department, expressing my skills, and why this chosen career pathway, CV library taught me how to tailor my CV to different jobs (Fennell, 2018). 
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3. Appendix 


3.1 Personal Career Action Plan 



Personal Development Plan

Name:	Glesni Loveridge								Date:  01.05.2020

	Objectives
What do I want to be able to do
or do better?
	Success criteria
How will I recognise success?
How will I review and measure my improvement?
	Actions
What methods will I use to achieve my learning objectives?

	Implementation
How will I practice and apply what I learn?

	Increase skills I have such as organisation, multi-tasking, and IT skills. 





	I will recognise my success in developing these skills further by knowing I am confident using these skills.

I will then review and measure improvements by keeping a note on what needs improvements and having reviews with my placement mentor.
	Developing an IT qualification to work better with technology, HR departments require IT skills (Target jobs, 2019).







	I will practice these skills by undertaking my professional placement in HR. 
I will learn and develop these skills better.

	Develop communication skills such as public speaking 




	I will recognise my success by seeing if my confidence grows, during public speaking and review by seeing where I went wrong.
	Taking on challenges such as public speaking, presentations will develop this skill. 

Public speaking training courses are available to complete, public speaking courses can provide many benefits such as teach techniques (Aspire, 2020). 

	Keeping determined to public speak will enable me to practice this skill.

	Understand what qualifications I need to achieve to continue my career in HR
	I could undertake a reflective circle to work with me through placement experience (Gibbs, 1998).
	Speaking to HR professionals during placement and keeping a diary.
	I could practice on placement and understand what I need to learn.

	Understand CIPD courses I need to undertake and how I go about it. 





	During my placement, I will ask questions and understand what I need to do to achieve this qualification. 
	Obtain and expand on a CIPD qualification to advance my learning and development (CIPD, 2020).   
	Apply this qualification to my Curriculum Vitae to develop my career opportunities.







3.2 Curriculum Vitae



Glesni Olivia Loveridge

D.O.B: 27.06.1999	         Mobile: 07469234576 	        Email: Glesniloveridge@icloud.com

Address: 4 Oakwood Close, Clydach, Swansea SA8 4DU


I am Glesni, currently in second year Education studying Business Management due to graduate July 2021, aiming for a 2:1 and above qualification, looking to work in the Human Resource sector.  
A determined, approachable, and flexible individual with an excellent work ethic with experience. Five years' experience in the customer service sector with has a high level of administration skills due to working full time in the DVLA.
Due to my current status studying full time in university, one of my modules enquires myself to undertake a professional placement. I am looking for a placement opportunity in human resources management for myself to progress my knowledge and understanding of the sector, as this would be my future career. 

Education and Qualifications	


Sep. 2019 – Current:                     BA Business Management
University Trinity Saint David

Sep 2010 – Jul 2015 		Secondary School Education
Comprehensive School, Bishop Vaughan 

GCSEs:			English literature (C), Maths (D), English Language (C), 				Science (C), Welsh (C), Religious Studies (C),                                          Business Studies ( Distinction), Welsh Baccalaureate (Pass)
	

Work Experience


Sept 2018 – Sept 2019:  Part-time Assistant (No6Hundred, Swansea)                                       
· Assistant in a coffee shop working upstairs in a gift shop
· Understanding of taking bookings, customer query’s and processing deliveries
· IT skills gained from handling administration and paperwork
May 2019- Sept 2019:	Part Time Sales Assistant (River Island, Swansea)
· Delivered service and fashion to customers 
· Teamwork and problem solving with employees
· Applied an eye for detailed fashion and latest trends
Dec 2017- Jan 2018:	Part Time Sales Assistant (Tesco, Llansamlet)
· Provided stock for customers by filling shelves and customer queries
· Processed deliveries 
· Independent work development
Jul 2017 – Sept 2017: Full-Time Administrative Assistant (DVLA, Swansea)	
· Experience with drivers medical department 
· Investigation skills used 
· Ensuring safety measures for all customers driving licenses were met
Aug 2016 – April 2017:	Part Time Sales Assistant (Next, Neath)
· Helping, providing service for customers
· Processing deliveries with time frame
· Team working skills 

Skills and other information 


· Full driving licence 	
· Excellent IT skills including knowledge of Microsoft Office and Publisher
· Basic Welsh language level 
· Certificates in Communication and Teamwork


Interests


Sport: 	Member of Clydach riding Club						
Fashion: I like to collect clothing and put together 
Activities: Walking, Cycling, going to the gym 




Referees


MRS Karen Walters				MR Peter Williams				
07929 294964					07866 913928
karen.walters17@ntlworld.com		peter.williams1@dvla.gsi.gov.uk
			












































3.3 Cover Letter
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                       Glesni Olivia Loveridge 











Dear [Recipient name],
MOBLIE

07469234576


EMAIL ADDRESS:

glesniloveridge@icloud.com


ADDRESS:

4, Oakwood Close, Clydach, Swansea
SA8 4DU

I would like to express my interest in finding a professional placement with you. My current situation is that I'm 20 years old, studying Business Management second year at University Wales Trinity Saint David.

I have many skills due to being out of education for four years. Customer service is my main skill which is at an intimidate level due to working in retail for five years, stores including Tesco, Next and River Island. I also have experience working full time in the DVLA communication and teamwork was a priority. Having these experiences made me confident and wanting to progress.

I would appreciate you considering me for any suitable vacancies you may have now or in the future. 
 
I look forward to hearing from you.

Kind regards,
Glesni Olivia Loveridge 



Contact:
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