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17 Druids Close
Norton
Swansea
SA3 5TY
Clyne Farm Park
Mayals
Swansea
SA3 5AR							           	            20th November 2020


Dear Sir/Madam
Reference: Manager - Clyne Park Farm
I would like to be considered for the above Management Position. I have over 30 years’ experience working in a professional environment.  I would consider myself to be a dedicated, reliable individual with a strong work ethic, and one who can demonstrate excellent communication, verbal, and written skills. I am capable and competent when following instructions, and administer them to a high standard, as well as being adaptive and flexible. I feel as though I work very well, and thrive, when working within in group setting and when supporting a team environment, as well as being confident when working alone. I prioritise organisation and take pride in my ability to multitask and to work calmly within a high-pressure environment. I am well versed within ICT and have a confident telephone manner and email/letter writing etiquette. I would consider myself a warm, sociable, and approachable person with a great sense of humour, and positive attitude to life. I have a full UK driving licence and an Advanced DBS check.  

Unfortunately to the COVID-19 situation, I was made redundant from my assistant management position at the Gower Heritage Centre, my duties at the Centre, were very similar to the demands of this position and therefore, my transferable skills set, would allow for a smooth transition, and enable me to make an immediate impact. I am now currently studying, at UWTSD for a Higher Education Certificate in Business Management, which will enhance my professional qualifications in management skills.

While reviewing my CV, you may notice a gap in employment. This absence is because I took time off to care for my children. Being home with my children has only enhanced my transferable skill set in areas such as leadership, teamwork, determination, and prioritisation talents, as I managed multiple schedules, trained others, explained rules and provided around-the-clock care.
Throughout my career, I have contributed to positive business results through effective organisation, prioritisation, and the follow-through of key organisational projects. My strengths and qualifications are an ideal match for the Manager’s position, and, I believe, will bring immediate added value to Clyne Farm Park.
I am available to attend an interview, at any time convenient to yourselves.
Yours faithfully

Gaynor Morgan
1.
	Gaynor Morgan
17 Druids Close, 
Norton, 
Swansea, SA3 5TY

	Contact Details - 
Home      01792406969
Mobile     07770409666
Email       gaynor.morgan17@sky.com



Personal Statement
I have over 30 years’ experience in working within a professional, busy office environment and sales and customer service. I am able to deal with telephone and reception enquiries, filing, dictation, copy/audio typing, arranging meeting, etc., I have an excellent telephone manner, and I can multitask and cope under pressure. I would consider myself to be a confident and caring person and have a willingness to learn new skills.  I have a great deal of life skills and transferable skills, experience and common-sense, and I am used to working within a busy office environment and dealing with difficult situations. I am hard working, and at this stage of my life, I am always looking to take on new challenges. I can also communicate with individuals, at all levels, in a professional and caring manner, both on the telephone, and, especially in person. I enjoy spending time with my husband and children walking our family dog and meeting up with friends to go to the theatre. I love the seaside village where I live and enjoy spending time at the beach and the beautiful walks around the area. I am very active in the local community. My involvements include fundraising and raising awareness for several charities, including, Maggie's Cancer Trust, Help for Heroes, Children of Chernobyl, and the Youth Music Theatre.
Work Experience
Gower Heritage Centre - 2013 - May 2020     Post Held - Assistant Manager/Receptionist
Assistant Manager/Reception – Responsible for the management of reception staff.  Dealing with visitors to the Centre, various telephone enquiries, tourist information, overseeing bookings for holiday accommodation, schools, and group visits, assisting customers in the gift shops. 
Administration - Responsible for updating the website, weekly staff timesheets, typing confirmation letters and invoices. Incoming and outgoing mail.
Swansea City Football Club - 2014 - 2017    Post Held Part - Housekeeper (part time)
Responsible for general housekeeping duties at Fairwood Training Ground, and to act as a principal point of contact for external contractors and assisting in the administration of external deliveries and inventory management.
Career Break - 2002 
Full time mother to two children. Being a full-time parent/wife has only enhanced my essential workplace competencies, many of which are demanded by today's employers in key areas such as people skills, time management, budgeting, and multi-tasking.  I have also been heavily involved in various fund-raising events, which requires a diverse range of skills that are suitable for future employers, for example, liaising with numerous stakeholders, delegating tasks, influencing, and persuading investors, corporate networking. During this time, I chaperoned at several children’s theatre productions, gaining professional experience working with children.
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Family Housing Association Swansea - March 1987 to January 2002   Post Held - Personal Assistant to Deputy Chief Executive/Secretary  
Copy West Office Suppliers Swansea - 1982 to 1986    Post Held - Secretary /Administrator
Dolland & Atchison Opticians Swansea, South Wales - 1981 to April 1982 (Maternity Cover) Post Held - Receptionist / Optical Assistant
Peat, Marwick, Mitchell & Co., Chartered Accountants - 1977 to 1982    Post Held - Junior Secretary

Education
Currently studying at UWTSD – Higher Education Certificate Business Skills in the Workplace - commencing September 2020/2021 
O Level - English Language 
O Level - Maths 
CSE - Office Practice 
CSE - Classical Studies 
Swansea College - Typing RSA II 
Swansea College - Teeline Shorthand - Short course	

.  Key Strengths/ Competencies
· Ability to provide a high level of accuracy in preparing and entering information.
· Excellent written, verbal, and other communication skills.
· Excellent time management skills and organisational skills.
· Confident ICT ability.
· Reliable.
· Excellent interpersonal skills in dealing with people / stakeholders at all levels.
· Flexibility to the demands of the role, and a willingness to undertake other general duties that may be required of the post. 
· Confident, proven team player.
· Leadership skills.
· Positive attitude to life, good sense of humour and a willingness to adapt to new technology.
· Cultural awareness and sensitivity and an ability to work with all ages.
· Respect for confidentiality. 


3.
Reflection
I have chosen to use the Gibbs Reflective Cycle model of reflective writing to conduct a brief outline of my feelings and thoughts of whilst preparing this assignment (Gibbs G, 1998).
Description
As part of my University assignment, I was required to prepare a Curriculum Vitae and covering letter for a job vacancy that would be best suited to my qualifications and experience. I searched the internet for a position that I felt would be specific to my employment and employability skills.
Feelings
My initial feeling was that this was one of the components of the assignment that I was most comfortable with, considering my previous employment background was in administration.  Within this role, I have administered numerous job applications, covering letters and Curriculum Vitae, and, therefore, I felt that this task would require the minimum of inputs or guidance from the lecturer.  
Evaluation
I was pleased with both my covering letter and Curriculum Vitae, as I had researched the company, and therefore, I was well informed of the organisation and the specifics of the role.  I was then able to communicate this with significant effect in my application pack. In addition to this, I am both capable and competent in undertaking the advertised role, and adding value to the organisational aspirations, and within my letter of application, I made a specific reference that I was working towards a Higher Education qualification.  By completing this exercise, and with some insightful feedback, I anticipate that I will be able to develop and refine this skill and apply it in a real-world situation.
Analysis
I believe that I have fulfilled most, if not all the requirements for both this assignment and the vacancy.  The job description specifically requested a HE Certificate in Business Management, and therefore, I mentioned, in my covering letter, that I was studying towards this qualification, as I anticipated that this would give me a better opportunity to be selected for any future interview.
Conclusion
In conclusion, I found that by undertaking this exercise, I have become more confident and capable of applying for positions that would normally be out of my comfort zone.  
I realise that by returning to education, and enhancing my formal qualifications, this has enabled me to become more motivated, and, as such, this will enhance both my future employability and widen my career opportunities and prospects.
Action Plan 
I will continue with my academic studies and become more positive and confident in my work search.  I am now aware that I not only have the experience, but also the academic skills to match a wider range of potential vacancies, and this newly found motivation will, I believe, help me to find a more challenging and fulfilling, managerial role.
Gibbs G (1988) Learning by Doing: A guide to teaching and learning methods. Further Education Unit. Oxford Polytechnic: Oxford.
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APPENDIX A

TOURISM MANAGER (Job Description)

Clyne Farm Park - Mayals, Swansea. SA3 5AR
Full-time, Permanent

Further to significant recent investment in the site and the sustained growth and development of our diverse business, an exciting opportunity has arisen for an experienced Tourism Manager to take the lead overseeing all aspects of our operations at Clyne Farm Park.
Clyne Farm Park has been operating for 50 years and is one of the UK’s leading rural attractions. The Farm Park comprises:
The Successful Candidate will be:
· [bookmark: _Hlk58171282]An effective manager of people with excellent leadership skills and the ability to motivate and develop the team.
· HE Certificate in Business and Management.
· Instrumental in driving the performance of the business and creating new and innovative site-based performance strategies, delivering exceptional results.
· Responsible for delivering five-star customer service to achieve the businesses financial objectives, and a key stakeholder in identifying opportunities to further develop site-based enterprises and maximise their potential.
· Able to prove operational experience and ability to deliver consistently high standards.
Key responsibilities
Team/Experience
· Overall HR responsibility for all Clyne Farm Park team members, including 12 permanent team members and up to 70 seasonal team members.
· Lead the team to deliver the company’s objectives
· Develop team training and coaching to bring the best out of our team members.
· Management of the day-to-day operations of the business
· Maintain and develop high standards of delivery (across all areas)
· Maintain the highest standards of guest experience across all aspects of the business
· Oversee team training and improvements to processes and systems
· Develop further added value experiences and activities across all departments.
Experience
· Hands on experience in managing a successful hospitality, leisure, or tourism business
· 5yrs+ experience in a senior management role
Application Process
To apply please send your CV and a covering letter via the indeed portal. 
Application deadline: 12/12/2020
Job Types: Full-time, Permanent
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