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Curriculum Vitae	Comment by Cerys Jones (1701150): Inadequate title for professional CV (Cottrell, 2015). 
Cerys Jones
Llys-Y-Garn,
Heol Y Capel,
Carmel,
Llanelli,
SA147SG

DOB: 17/03/1999
Email address: cerysj03@gmail.com
Telephone: 01269 850 846
Personal statement	Comment by Cerys Jones (1701150): Use of unprofessional and unclear font (Cottrell, 2015).
I am currently a student at Ysgol Bro Dinefwr, Llandeilo, formerly known as Tre-Gib. I have finished studying for my GCSE’s and hoping to continue on to A-level studies at the school. I am an enthusiastic and punctual individual with a hard-working attitude towards any given tasks. I am eager to learn and enhance my personal skills in all aspects of work experience.	Comment by Cerys Jones (1701150): Use of first person and what some employers consider as cliché phrases (Stranger, 2013).
Education and Work Experience
2010 – Current
Student at Ysgol Bro Dinefwr
I achieved the following grades in August 2014:
Sociology (A*), Geography (A), Mathematics (A), Business Studies (A), English Literature (B), Welsh Literature (B), Science (C).

The grades that I am predicted for August 2015 are as follows:
English Language (A), English Literature (A), Welsh Language (B), Welsh Literature (B), Additional Science (C), Spanish (A), Geography (A*), Sociology (A*), Business Studies (A*), Religious Studies Short Course (A) and Welsh Baccalaureate (Pass).  

I have also studied for the Additional Mathematics Diploma. 

7th July 2014- 11th July 2014
Work Experience at BJP Residential Estate Agents, LLandeilo.

Skills	Comment by Cerys Jones (1701150): No evidence of skills, such as employment or educational related activities.
· Working with others
· Problem solving
· Practical and systematic
· Articulate
· Conscientious
· Determined



Hobbies
· Socialising 
· Walking
· Watching television
· Listening to music
· Reading

References

Mr A. Davies
Head of Year
Ysgol Bro Dinefwr
01558 823 477

Mr J. E. Davies
BJP Residential Estate Agents
01558 822 468






















Cerys Jones	Comment by Cerys Jones (1701150): Headed by name instead of ‘Curriculum Vitae’ (Cottrell, 2015).
Llys-Y-Garn, Carmel, Llanelli, SA147SG.
Email: cerysj03@gmail.com
Mobile: 07503918442

Personal Profile	Comment by Cerys Jones (1701150): Divided into clear and relevant sections, creating a more professional layout, each heading in the same font and size (Cottrell, 2015). Change of font from previous CV.
A highly motivated third year student studying BA (hons) Social Studies on target to achieve a first-class degree. Interested in developing a career in the police service.

Education	Comment by Cerys Jones (1701150): Brief summary of all education added, enabling an easy and quick read for the employer (Jobs.ac.uk, 2019).

	September 2017- Present

September 2010- July 2017:   
	University of Wales Trinity Saint David	Comment by Cerys Jones (1701150): Added to my education, though have not deleted any information as I am still in education and therefore do not have a vast range of experience to add to my CV.


Ysgol Bro Dinefwr

A-Level Geography
A-Level Sociology 
A-Level Welsh Baccalaureate
AS Level Spanish


	
	GCSE Business Studies – A*
GCSE English Language- A
GCSE English Literature - A
GCSE Welsh Language – A
GCSE Welsh Literature – A
GCSE Mathematics – A
GCSE Spanish – A
GCSE Geography – A
GCSE Sociology – A
GCSE Religious Studies – A
GCSE Science – C
GCSE Additional Science – B


	
	



Employment and Work Experience
Employment
	2015 - present:   
	The Co-Operative Group, Llandeilo

	
	Customer Team Member	Comment by Cerys Jones (1701150): Added my employment history, with information detailing my roles and responsibilities. Proof and evidence of skills (Prospects, 2019).
Responsible for the smooth running of a busy market town supermarket; serving customers, dealing with complaints and handling cash and stock control. Part time employment to support my studying, working regular shifts as well as additional shifts at short notice.	Comment by Cerys Jones (1701150): Removed the first person/ ‘I’ as it is more professional to complete a CV without (Talabi, 2015). The use of the first person is believed to be subjective and frowned upon by many employers, especially the higher up the career ladder (Talabi, 2015).

	
	



Work Experience
	February 2019:   
	Nacro Cymru, Carmarthen	Comment by Cerys Jones (1701150): Added to my experience/placement and detailed responsibilities the roles require. This is necessary in a CV as it gives a high-level overview, making it easier for employers to view and scan evidence of knowledge and skills (Fennell, 2015).


	
	Engaging with vulnerable persons, proving bespoke support in the community.

	

July 2015:
	

BJP estate agents, Llandeilo
Day to day running of a rural estate management and sales company.


Skills 

· Communication
· Organisation	Comment by Cerys Jones (1701150): Only essential skills listed briefly, again for a quick and easy read (Cottrell, 2015). 
Also noted the skills that I have developed since completing my previous CV.



· Teamwork
· Flexibility
· Ability to work under pressure
· Time management
· Self-motivation
· Critical thinking skills
· Problem solving skills


Additional Information	Comment by Cerys Jones (1701150): Added additional information section, proving the employer with relevant information only (Cottrell, 2015).

· Full, clean UK Driving licence.
· Fluent English and Welsh speaker.


References	Comment by Cerys Jones (1701150): Up to date references added, although it is argued that references are not always required on a CV (Ginger, 2011). Despite this, some suggest that it is important to choose referees carefully as the best ones are reliable and can give the best possible reference (Ginger, 2009). 

References available on request.	Comment by Cerys Jones (1701150): I have removed the hobbies section as it is inappropriate to list hobbies for future employment. Generally, the more professional CVs do not list hobbies (Lullington, 2018).


Christopher Rees
Manager – The Co-operative Group
01558824491
Co- op, Rhosmaen Street, Llandeilo, SA196LU

Ken Dicks
Lecturer – University of Wales Trinity Saint David
ken.dicks@tsd.ac.uk
University of Wales Trinity Saint David, College Street, Carmarthen, SA313EP












Template taken from Cottrell (2015).
Personal Development Plan
Name: Cerys Jones								Date: 09/10/19
	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 practise and apply what I learn?

	Graduate university with a first-class honours’ degree.

	· View assignment results and work on feedback.	Comment by Cerys Jones (1701150): Studies suggest that students who engage with feedback perform significantly better than those who do not (Cutumisu and Schwartz, 2017). I have therefore begun to develop and improve my performance since studying this module by reviewing feedback on my previous years’ assignments and working on improvements in completing this year’s assignments. Nevertheless, I have also begun to contribute to group activities, with the aim of gaining enough confidence to contribute to whole class discussions by the end of the academic year.
I have also had to develop my organisational skills after studying this module, after learning its importance and its impact on my final degree classification.

· Contribute to group discussions.
· Be organised with deadlines and return date of assignments.
	· Complete at least two hours of additional work each day of the week.
· Read more academic sources in order to enhance knowledge.
· Ask for greater feedback on assignments, with clear explanations as to how I can improve.
· Talk to other students to share ideas on completing assignments.
	· Continue working to the best of my ability.
· Use my feedback to make improvements to my work.
· Use the advice and ideas from my peers in my work.
· Work strategically.	Comment by Cerys Jones (1701150): Studies also show that students who adopt a strategic method to complete their studies improve their academic performance by approximately one third, compared to students who do not (Martinovich, 2017). This ultimately suggests that my academic success is dependent on my approach to studying. This is also linked with the idea of being organised, which I have learnt the importance of.


	Develop my silks regarding applying for jobs and completing interviews in order to achieve my desired career.

	· Review completed and marked application forms to improve performance.
· Recognition by lecturers/employers/mentors that my skills are improving.	Comment by Cerys Jones (1701150): According to research, there are three phases to development and recognition (University of Queensland, 2018). These include planning goals and development, performance and feedback and finally formal appraisal and recognition (University of Queensland, 2018). 
Individuals often set their goals and clarify what is expected of them in the first phase (University of Queensland, 2018). They then work towards their goals and seek feedback regarding what is going well, and what needs to be improved (University of Queensland, 2018). Finally, at the third stage, individuals review their progression and recognition of achievement by mentors and employers (University of Queensland, 2018). 
This phase is particularly important as it is believed that recognition is a strategy used to feel competent (Villani, 2013). 
The above phases again are dependent on being organised, which impacts individuals’ developments and recognition by others.
Studying this module has taught me the importance of developing my skills regarding completing interviews and application forms, and the assignments relating to the module have certainly improved my skills in doing so. Nonetheless, I am aware that I need to continue developing these skills, not only until I achieve my desired career but also for the rest of my working life.


	· Complete application forms as practice.
· Ask my lecturers and/or employers to read over completed application forms and give feedback on improvements for the future.
· Contact my desired future employers and ask for guidance.
· Get individuals to ask interview style questions, and/or ask lecturers to give mock interviews.
	· Use feedback accordingly to improve future application forms.
· Continuous meetings with lecturer/mentors on how to improve and review my progression.
· Review first and final drafts of application form and identify changes to view development.


	Develop my self-confidence.	Comment by Cerys Jones (1701150): Shyness is linked with self-consciousness, lack of self-confidence, as well as social anxiety (Sun et al. 2019).



	· Ease of public speaking.
· Willingness to contribute to group activities.
· Reviewing and taking note of new activities that I participate in.
· Recognition of improvements in confidence by other individuals.
	· Do things that I consider out of my comfort zone.	Comment by Cerys Jones (1701150): However, shyness is believed to be a personality trait rather than a psychological illness (Blair, 2015). Shyness is therefore easily overcome by learning new techniques to manage, improve and develop self-confidence (Blair, 2015).
Such techniques as adapting my body language and avoiding accepting failure and would allow me to overcome such issues and meet my objective (Life Coach, 2019).
I have begun to develop my self-confidence since studying this module as I have learnt that greater confidence allows individuals to succeed in the workplace. I have begun to participate in group activities to gain confidence in public speaking and debates but am aware that this skill needs to be developed further until I am happy and self-assured to talk publicly and make decisions without the fear of other individuals’ opinions.

· Adapt my body language.
· Avoid accepting failure.
· Work to remove negativity from everyday life.
	· Learn confidence boosting techniques to apply to presentations and public speaking.
· Put techniques into practice when participating in group activities.

	Improve decision making skills.

	· Ability to make decisions with ease and without second thought or doubt.
· Ability to trust my instincts.
	· Consider potential impacts of decisions.	Comment by Cerys Jones (1701150): I have learnt that it is important not to make irrational decisions whilst studying this module, yet it is an important skill to have the ability to make decisions, without the influence of others. This has made me consider how I resolve problems in future situations, yet have not had the opportunity to do so, meaning that I still lack strong decision-making skills. Nevertheless, I am more aware of how to make decisions and how to continue developing this skill.
· Collect relevant information.
· Discuss the process with other individuals.
· Monitor and learn from the outcomes (managers.org.uk).
	· Use techniques to allow ease of decision making, particularly during debates in lectures.

	
Become a volunteer in the police service.	Comment by Cerys Jones (1701150): Volunteering believed to be important as it allows individuals to give something back to the community, improve the lives of other individuals and allows the development of self-confidence (National Council for Voluntary Organisations, 2019). However, it is also important in future employability to gain new skills and knowledge to enhance my CV, ultimately improving employment prospects (National Council for Voluntary Organisations, 2019).

Therefore, it is essential that I volunteer, particularly in the area I wish to pursue my career, so that I can fulfil my lifelong ambition to join the Police service. Hence, I have since contacted the relevant departments to pursue my volunteering wishes and have applied for the current available volunteering posts. This will inevitably will also improve my confidence, which is one of my main objectives.


	· Take note of any new activities/ steps I undertake that make me a step closer to becoming a volunteer.
· Recognise success after fulfilling objective and becoming a volunteer.
· Discuss opportunities with individuals within the police service.
	· Contact the correct department and seek guidance and information on volunteering posts.
· Ensure that I am DBS checked in order to start the volunteering post.
· Apply for any volunteering posts that suite my preferences.
	· Ongoing discussions with volunteering coordinators to ensure I begin a volunteering placement in my desired department.


	
Gain confidence in public speaking to assist me in my desire future career.

	· Willingness to speak publicly.
· Increased public speaking activities undertaken will show progression.

	· Practice my public speaking.
· Do not rely on notes during presentations and trust myself.
	· Practise public speaking in less tense environments.	Comment by Cerys Jones (1701150): It is believed that the anxiety of public speaking is easily overcome with plentiful preparation (North, 2019). Some suggest that after individuals are comfortable with the material then videotaping and getting other individuals to critique the performance is necessary (North, 2019). Further development is made through reviewing the feedback and adapting to it (North, 2019).

After studying this module, I have begun to take measures to improve my confidence regarding public speaking. I have followed the above guidance to complete my seminar for the module assignment, ensuring that I am confident with the content of my presentation. This has ultimately made me feel less anxious, and I believe it will further improve with greater experience, eventually benefitting me when applying for jobs and following my desired career.

· Seek every opportunity possible to undertake public speaking.











Template taken from University of Bristol (no date).
Personal Statement for Postgraduate study – MA Equality and Diversity in Society
Inevitably, life is socially constructed and influenced by progressions and developments in society. In other words, the way in which we view society influences our individual choices and behaviour, with theories such as the Marxist and Feminist theory contributing to such social constructs. 
It is often believed that such core theories surrounding equality and diversity in society are fundamental in creating skilled and educated individuals in the workplace, and therefore I am keen to extend my knowledge and understanding to assist me in becoming a more professional and reflective practitioner in my desired career. I am also keen to learn the implications of equality on wider society, as well as the communities, families and organisations that make up society. It is also essential that my knowledge regarding current and prevalent policy such as the Equality Act 2010, is expanded and developed. 	Comment by Cerys Jones (1701150): Since completing the employability and skills module, I have learnt the importance of becoming a reflective practitioner and what it entails. I have become aware that reflection makes individuals more aware of personal professional knowledge by questioning assumptions and actions of routine procedures (Cambridge International Education, no date). It also allows individuals to work as part of a team to discuss and communicate best practice and provide support to one another, ultimately improving a range of skills such as communication, problem solving and teamwork, not only reflection skills (Cambridge International Education, no date). Generally, reflection ensures that individuals learn more effectively to improve their practice (Cambridge International Education, no date).
 
This postgraduate course will give an insight into the fundamental causes of unequal opportunities that leads to the marginalisation of some individuals in society, and its solutions to such issues through the implementation of legislation.
However, it is recognised that a range of theorists such as economists, politicians and socialists question the notions of both equality and diversity with differing perspectives. This will therefore allow me to examine the conflicting ideas of what such concepts mean in our society, through exploring the links between theory, practice and policy, whilst engaging with perspectives of social science.
Nevertheless, such societal issues have often been debated on my undergraduate course and have allowed me to develop my knowledge further and reconsider the choices I have made, as well as my future actions. I am particularly interested in the differing perspectives on the impact of globalisation on diversity, gender and inclusion and is the ultimate reason for the focus of feminism and globalisation on the changing gender roles in society in my dissertation. 	Comment by Cerys Jones (1701150): I have had to become more self- aware in order to develop my skills. It is argued that individual’s sense of accomplishment and achievement is reliant on self-examination and helps us understand what types of lives we are living and how we have become the people we are (Cottrell, 2015). However, self-awareness also assists individuals in decision making, in particular in areas such as education and work, opportunities and managing and organising the stresses of life (Cottrell, 2015).
This has particularly prepared me for postgraduate study as it has allowed me to explore the core and key theories and underlying knowledge of society, allowing me a basic insight into the study of society. I am now able to begin tailoring my study to my own preferences, specific to my desired career in the police service.	Comment by Cerys Jones (1701150): I have also begun to tailor my learning to my desired job. This is essential as it means that I can begin to develop the skills that are most use in that type of job. For example, it is clear that one of the main skills is having the ability to problem solve and therefore I have learnt that I need to begin to develop this skill if I am and develop in my role.

Research also suggests that it is essential for students to link academic learning with the knowledge and skills needed in the workplace (University College London, 2019).
I am particularly interested in criminal behaviour- the reasons as to what makes people offend, how to manage the risk and prevent them from reoffending. I am also interested in how agencies work together to protect vulnerable people from harm, allowing them the same opportunities as other individuals in society, without facing prejudice and discrimination. 
Having already undertaken work placement as part of my undergraduate course, I have already experienced multi-agency working, as well as providing support to vulnerable and disadvantaged individuals in the society in which we live. This has allowed me to develop my skills, which will continue to develop with greater experience, particularly benefitting me for future employment. Working closely with diverse individuals, including drug misusers, the homeless and individuals with differing disabilities has meant that I have developed key communication skills, to ensure the provision of equity and equal opportunity for the individuals requiring support. Such skills have also been developed through presenting seminars as part of my undergraduate course, and participation in group activities. This has also improved my listening skills, as well as teamworking skills, which is essential working in such professional environments.	Comment by Cerys Jones (1701150): Participating in work placement has opened my eyes to the real world and taught me the skills that are the most useful in the workplace, as well as in the jobs related to my course. Evidence from this module also supports such statements, with some arguing that work placements benefit students ‘in terms of their academic performance and employability skills’.

The specific skills relating to the subject and future career are gained, along with the knowledge of the career, which ultimately allows individuals to make more comprehensive decisions regarding future employment (National Centre for Universities and Business, no date). It also allows individuals to work within a team, contrasting the normal individual approach at university, therefore developing new skills that will help in future employment (National Centre for Universities and Business, no date).
	Comment by Cerys Jones (1701150): After studying this module, I have begun to develop public speaking skills. Having to present seminars as part of my course has developed my confidence in doing so, despite not wanting to. Having to do such activities in order to meet my objective of gaining a first-class honours degree, has pushed me beyond my comfort boundaries and allowed me to begin developing and improving the skill, which in the long run will assist me in employment.





















Reflection
Description
The study of the Skills for Life: Employability and Future Pathways module has taught me how to develop my skills and its importance for future employment. Initially, I did not understand the importance of being taught how to improve skills for future employability, and personally believed that it was based on common sense. However, on reflection it is clear that the development of skills is an ongoing process, even after securing employment. 
Feelings
At first, I believed that I did not need to improve my skills as I have remained in education and therefore thought that I had improved and developed my skills as much as possible. I believed that it would be meaningless for me to sit in lectures to learn about topics and skills that I had previously learnt from studying the Welsh Baccalaureate at GCSE level, as well as A-Level, only two years prior. 
However, it is evident that I felt and continue to feel, that my CV is bare and uninteresting due to my age and choices in remaining in education, meaning that I lack experience and a range of employment involvements. Nevertheless, I feel that I have numerous objectives that I wish to achieve, as seen on my personal development plan, in order to increase my experience, knowledge and skill to reach my desired career type. 
Evaluation
I engaged in all the sessions and completed all the necessary work sheets from each session. I completed my new and updated CV with ease, due to the fact that I had not updated my CV for four years and therefore had considerable material and evidence to add to it, including the skills I had gained from studying this module. Research undertaken as part of the completion of this module also taught me the correct ways in which CVs should be presented in the workplace, and therefore changes from my previous CV were clear to make. I also learnt during this process that my CV was bare, however was aware that coming to university would allow me to greater experiences and skills and is the reason as to why I have decided to continue on to higher education. 
Similarly, my personal development plan was completed without difficulty as this module taught me the importance of skills for future development and therefore, I was aware of my aims and objectives for the near future. The personal development plan therefore helped me to push myself to learn new skills and focus on my career, whilst being motivated and allowing me to keep track of my progression (Rolfe, 2019). Research also suggests that the completion of a personal development plan shows employers desire for self- improvement (Rolfe, 2019).
Analysis
From studying this module, I have developed the appropriate skills to assist me in my desired career, particularly through focusing on recognising what stage I am currently at with regards to my skills, recognising the aspects which are most important to me and knowing where I need to develop in order to become successful in my desired career.
Despite having an in-depth knowledge regarding my development and how to get to the next stage of development, I am finding it difficult to implement these strategies myself. For example, I am aware that I need to gain more confidence and improve decision making skills but am unsure how I am to develop these at my stage of life, due to my circumstances and remaining in education. For instance, some suggest that individuals must experience real life situations, and the causes and impacts of actions in order to solve problems effectively (Kramer, 1978). I therefore feel that I am unable to develop such skills until I enter the workplace and experience such issues myself, where I will be able to learn from experience and feedback. Despite this, I feel that it is important to try and work towards all my objectives, even if it is not feasible to develop them completely yet.
On completing my personal statement, I also found difficulty in combining both my skills and interests in a way in which would engage and impress the reader or a potential interviewer. I therefore had to research and visit academic sources in order to give me guidance on the things in which personal statements should and should not include. The final draft of my personal statement is not what I consider to be top quality, and therefore I plan to develop and adapt it in response to relevant feedback, over the next few months before I am ready to apply for the masters programme, allowing me enough time to redraft (University of Essex, 2019).
Conclusion
Although overall this module was extremely beneficial, if I was to participate in this process again, I would ensure that I complete numerous components, such as the CV and the personal development plan before learning about and developing the skills necessary for future employability. In my opinion, this would allow me to clearly identify the skills that I have developed or improved since studying the module, allowing me to visibly see its benefits. It would also allow me to consider multiple aspects of any issues that might arise during the study, leading to more rational responses and ease of reflection (Wenk, 2017).
I would also use other components such as continuous professional development plans to view and keep track of any training that I have participated in to help develop my skills. This would allow me to compare the other components to view changes and improvements.
Action plan
The study of this module has helped me identify my strengths and weaknesses and what I need to do in order to continue with my personal and professional development. I have become aware that I need to continue developing my overall confidence, as well as my decision-making skills through appropriate strategies. It has pushed me to apply for voluntary work in my chosen career pathway in order for me to develop these skills by the time I am looking to enter the workplace and will continue with the application process in the near future. I will also continue to work from my personal development plan and add to it accordingly so that I can review my development, ultimately allowing me to improve my performance and making me a more reflective practitioner in my chosen career. It is also important that I continue to work on developing my skills through repetition of activities and use of feedback.
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