Reflective Practice Account
This module consists of a portfolio of three components, alongside this reflective piece. The aim of this module is to critically analyse the principles of employability and any enterprise skills that are relevant to future or current career pathway. The module will help to build on my previous knowledge gained throughout level 5 of my studies focusing on critical reflection and reflective writing. This reflective piece will use the structure of Gibbs reflective Model throughout to assist with my reflection. It has fortified me to critically analyse the importance of future learning and to think about my overall transferable skills and abilities within my working environment such as my communication and teamwork skills. This module has helped me to identify areas that require further development, and the further skills needed to meet and fulfil job roles within practise.
 My initial thoughts and expectations for the portfolio were that this could be somewhat difficult for me to complete. It is harder for me personally to reflect on my own skills and abilities. I find it easier to recognise my flaws/weaknesses, and areas that require personal development, rather than the strengths and upselling of the skills already obtained.  Initially this was something I immediately recognised and knew I could consider within my Personal Development Plan (PDP).
In the first instance I felt that this module was not necessary, because I was already in employment and perhaps there really was not much to gain from this module, taking into consideration we have a lengthy dissertation and my focus should lie there. However, I feel that this module has been delivered particularly well, it has enabled me to critically reflect on my working ethics, morals and personal values. It has help to remind me of why I am pursuing a degree within advocacy. Mainly, this module has helped me to focus on my skills and abilities already obtained, recognise where my strengths already lie, identifying the weaker areas that require some further development. This module has enabled me to start considering ways in which I can develop my skills and abilities. What further training/e-learning could I take advantage of? Could I shadow somebody who possesses the further skills I need to progress in my future career path? This is something I will discuss at my next supervision meeting I attend with my Manager.  I would also like to extend my knowledge around enterprising as this is not a topic I am confident with and feel I lack knowledge significantly in this area.
I have engaged in several sessions throughout this module. I have considered my current Curriculum Vitae (C.V) and recognised that there are areas that require attention. This module has taught me that my C.V is a living document and should be attended to regularly where change has taken place. My C.V has been annotated to reflect the changes made. I completed the 2 homework tasks set, early in the module. I found that the content of the videos was extremely relevant and particularly appreciated that the scenario was within a working environment and focused on people of different positions/job roles. It helps to look at the roles from different perspectives and gave a great example of how an internship student could develop further solutions or ideas moving forward on how progression can be maintained or achieved.
As mentioned previously in this reflective piece, my perception of myself is somewhat negative. I have in the past been referred to as a pessimist and most of the time I will often see the glass as half empty, rather than half full. This has been something I have struggled with, but on a more positive note I feel I have successfully identified the weaker areas within my working ethic and now appreciate how to reflect on things more positively.
If I was to participate in this process again, I would change my initial perceptions I had of this course, by viewing it differently and not overanalysing my negative attributes for as long as I have. Yes, this course has made me believe that there is a need to reflect from time to time. Reflection is a positive attribute to recognising areas of improvement. In fact, it also helps you to recognise the quality of the skills already obtained and that I am competent applying these skills within a workplace or university environment. I would work on my negativity issue by focusing on what area’s I am already excelling in first. The reason being is that having reflected on the ways in which I completed this module, taking into effect the over analysing, which I feel over complicated my workload, and was not time effective where it really was not necessary. 
This module has helped me moving forwards, it has enabled me to question the impact my own personal views and beliefs systems I have, when considering the nature of the job role I am currently doing. I have thought about the values of the organisation and how my values and beliefs coincide. Consequently, it has empowered me to question the direction within my career path I am currently taking. I have decided moving forwards that I will still adhere to supporting people’s needs because this is where my passion lies, and this is the reason I am aiming to complete a degree in BA Advocacy. My working experience has helped me to recognise I hold some valuable transferable skills, an example of this is I have good communication and team player skills and understand that I want to make a difference by continuing to be empathetic but most importantly remaining unique. I would like to explore working within the independent living sector, where I feel I can engage better, and use my skills already obtained to truly make a difference. I am competent on reflecting and now have a better understanding of the benefits of the exercise and how it is an important aspect if I wish to progress and develop in my future career path. 
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Curriculum Vitae 


Samantha Moon

PROFESSIONAL PROFILE

A confident, hardworking and motivated person. Excellent communication skills mean I am equally happy working on my own or as part of a dedicated team.  I am well organized with good attention to detail, I can prioritize my workload and possess a get things done attitude.


[2017 – October 2018] - Parkdean Resorts 
Admin and Banking Assistant

· Completion of daily banking and collections from G4S, Moving money from safes.
· Cash collections and change ordering for all departments
· Dealing with queries from customers in relation to accounts
· Emptying cash on site from the launderette
· Weekly Float and safe checks
· Handling customer complaints
· Taking payments over the phone.
· Handling customer enquiries
 
 [October 2012-2017] Hartsdown Academy
Attendance officer
During my time working at Hartsdown Academy I was an Attendance officer. This was a diverse role. Within this role I would 
· produce and interpret information relating to attendance patterns. 
· Collate, maintain and update data
· produce weekly reports for the Educational Welfare Officers. 
· Implementing school’s policies, procedures sanctions and rewards
· Ensuring the students records were kept up to date 
· Making sure staff were informed of any changes such as timetables, work and registers. 
· Following the procedures in accordance for attendance such as chasing up students, informing duty and logging the correct information on Sims. 
· Support and assist the students with their time management and punctuality skills. 
Liaise with parents and carers to keep them informed of any achievements or behaviours. Producing necessary written documents.
I would make regular home Visits with Pastoral members and work closely with them on a daily basis to remain consistent in both the monitoring of attendance and meeting schedules.
Whilst working in attendance I have arranged and attended meetings with parents and made the relevant referrals to outside agencies.

[March 2011 – 2012] Lakehouse
Resident Liaison officer
 To assist the smooth running and progress of projects, building and maintaining positive relationships between the residents, sub-contractors, client representatives and Lakehouse team members whilst being able to source and collate information from various agencies. 
My key responsibilities and accountabilities 
· To keep all lines of communication, open between all parties
· Maintaining up to date records and documentation and carrying out written and photographic condition survey’s 
· Producing weekly reports on projects for the Resident Liaison Manager 
· Minimizing and managing complaints
· Delivering prompt accurate and relevant information through written and verbal communication.  


[Nov 08 – 2010] Department of Work and Pensions
Data Processor and Trainer
 Process and maintain benefits in a BDC ensuring an effective customer service whilst contributing to achieve business targets on a daily basis, duties included
· Referral of cases to Fraud Investigation Services or Customer Compliance. 
· Handling calls from various departments i.e. job centre plus and other benefit providers or government sections (HMRC) 
· Contacting customers to gather evidence by telephone or written correspondence. 
· Refer any over payments that have been made on any claim. 
· Participate in team meetings and have on occasions attended meetings for my line manager in his absence 
· Inputting data accurately 
· Completing spreadsheets and using both excel and word packages. 
I regularly exceed my benchmarks and, in the past, have been give the responsibility for mentoring new entrants following their initial training.

[Jan 07 – April 07] Bar work- Braces
 Serving Customers on a daily basis, Cash handler, cleaning area and kitchen 
[Jan 05 – Dec 06] Customer Service Advisor - Tiscali
 dealing with incoming calls from Customers on a daily basis regarding billing enquiries, referring to correct departments, replying to emails regarding complaints or questions. Inputting Data.
[March 04-Nov 05] Sales Rep - Talking Minutes 
Meeting Targets Selling contract phones for the 3G network by cold calling Customers and selling them our best package for the Customer.

[May 03 – Jan 04] Kitchen Assistant/Porter - St Lawrence College
Prepared and served food to students, Prepared dinning room and drinks, washed up and other general duties needed doing.


EDUCATION AND QUALIFICATIONS

[2005] Canterbury Christchurch University, Broadstairs NVQ’S
	
ABC Keyboarding/NVQ
	
 Christchurch University
	   
Level 2              
	
2005

	Customer Service/NVQ
	 Christchurch University
	 Level 2
	2005


 [1998-2003] The Ramsgate School GCSE’s	
	
	English/GCSE
	The Ramsgate School
	   B
	2003

	English LAN/GCSE
	The Ramsgate School
	   B
	2003

	ICT/GCSE
	The Ramsgate School
	   C
	2003

	Graphics/GCSE
	The Ramsgate School
	   C
	2003

	Business Studies/GCSE
	 The Ramsgate School
	   C
	2003

	Maths/GCSE
	The Ramsgate School
	   C 
	2003

	Science/GCSE
	The Ramsgate School
	   EE
	2003

	Spanish/GCSE
	The Ramsgate School
	   F
	2003


 



KEY I.T. SKILLS

	· MS Windows 
· MS Outlook
	
	

	· MS Office 2000,2003
	
	 

	· Opstrat Access
· Adobe Acrobat (Exchange and Distiller)
· Tracker System
· Microsoft excel spreadsheets
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Samantha Moon	Comment by samanthamoon19@outlook.com: On reflection the module has encouraged me to put at least one form of my own personal contact information, this will enable an employer to make contact if necessary  
07947648536

PROFESSIONAL PROFILE

A confident, hardworking and motivated person with excellent communication skills which means I am equally happy working on my own or as part of a dedicated team.  I am well organized with good attention to detail and can prioritize my workload and possess a get things done attitude. I am currently working towards a degree in BA Advocacy as I have a passion for promoting peoples rights and supporting individual’s needs.	Comment by samanthamoon19@outlook.com: I have chosen to elaborate on my personal profile as it is tailored to reflect that I want to make a difference and am currently in the process of working towards a degree within Advocacy.

CAREER SUMMARY
[current] Pobl Group - Scheme Support Officer	Comment by samanthamoon19@outlook.com: Added in my most recent job role.
· supporting people to live happy, independent lives by providing care & support when required enabling the clients to achieve their potential.
· Use my skills and talents to engage with people
· Adhere to company policies, procedures and risk assessments.	Comment by samanthamoon19@outlook.com: Amended line to make better sense to the reader
· Further my networking skills by working in partnership with external agencies
· Help clients to address their well-being and manage their finances.
	
[April 2019] Oakwood Theme Park - Retail and Cash Office
· Stock Control
· Serving customers
· Cashing up


[March 2017 – October 2018] Parkdean Resorts - Administration 
· Oversee the daily banking for all tills on site and the collection of cash and complete the Daily Transaction Report for head office
· To take and record accurately any Caravan Owner job requests and payments and inform maintenance
· Liaise with holiday owners regarding gas and electric safety tests and any debt on accounts
· Oversee petty cash
· Key holder for safes
· Communicate with customers and referral to correct departments 
· Manage complaints
· Follow correct company procedures in maintaining staff and customer records
· Update staff Human Resource files	Comment by Samantha Moon (1707389): Throughout this CV I have stressed my knowledge of skills I feel are transferable to any job application. I.e. Communication and organizational skills, awareness of confidentiality, ability to work as part of a team or on my own initiative, reliability, trustworthiness, flexibility.
· Covered reception phones and managed bookings when short staffed.
Food and Beverage Department
· Oversee the running of the chip shop 
· Produce rotas
· Cook and serve food and beverages 
· Cleaning
· Cash handling
· Stock take and stock ordering


 [October 2012-2017] Hartsdown Academy - Attendance and Family Liaison Officer
· produce and interpret information relating to attendance patterns. 
· Collate, maintain and update data
· produce weekly reports for the Educational Welfare Officers. 
· Implement school’s policies, procedures sanctions and rewards
· Ensuring the students records were kept up to date 
· Making sure staff were informed of any changes such as timetables, work and registers. 
· Following the procedures in accordance for attendance such as chasing up students, informing duty and logging the correct information on Sims. 
· Support and assist the students with their time management and punctuality skills. 
· Liaise with parents and carers to keep them informed of any achievements or behaviours, Producing necessary written documents.
· I would make regular home Visits with Pastoral members and work closely with them daily to remain consistent in both the monitoring of attendance and meeting schedules.
· Mange my own diary for appointments and meetings
· referrals to outside agencies within the network.

[March 2011 – 2012] Lakehouse - Resident Liaison officer
To assist the smooth running and progress of projects, building and maintaining positive relationships between the residents, sub-contractors, client representatives and Lakehouse team members whilst being able to source and collate information from various agencies. 
My key responsibilities and accountabilities were 
· To keep all lines of communication, open between all parties
· Maintaining up to date records and documentation and carrying out written and photographic condition surveys 
· Producing weekly reports on projects for the Resident Liaison Manager 
· Minimizing and managing complaints
· Delivering prompt accurate and relevant information through written and verbal communication.  

[Nov 08 – 2010] Department of Work and Pensions - Data Processor and Trainer
Process and maintain benefits in a BDC ensuring an effective customer service whilst contributing to achieve business targets. My duties involved
· Referral of cases to Fraud Investigation Services or Customer Compliance. 
· Handling calls from various departments i.e. job centre plus and other benefit providers or government sections (HMRC) 
· Contacting customers to gather evidence by telephone or written correspondence. 
· Refer any over payments that have been made on any claim. 
· Participate in team meetings and have on occasions attended meetings for my line manager in his absence 
· Inputting data accurately 
· Completing spreadsheets and using both excel and word packages. 
I regularly exceed my benchmarks and were given the responsibility for mentoring new entrants following their initial training.


EDUCATION AND QUALIFICATIONS

[09/2019] First Aid at Work 
[2005] Canterbury Christchurch University, Broadstairs NVQ’S
	
ABC Keyboarding/NVQ
	
 Christchurch University
	  
 Level 2              
	
2005

	Customer Service/NVQ
	 Christchurch University
	 Level 2
	2005


[1998-2003] The Ramsgate School GCSE’s	
	English/GCSE
	The Ramsgate School
	   B
	2003

	English LAN/GCSE
	The Ramsgate School
	   B
	2003

	ICT/GCSE
	The Ramsgate School
	   C
	2003

	Graphics/GCSE
	The Ramsgate School
	   C
	2003

	Business Studies/GCSE
	The Ramsgate School
	   C
	2003

	Maths/GCSE
	The Ramsgate School
	   C 
	2003

	Science/GCSE
	The Ramsgate School
	   EE
	2003

	Spanish/GCSE
	The Ramsgate School
	   F
	2003


 

KEY I.T. SKILLS
	MS Windows 
MS Outlook	Comment by samanthamoon19@outlook.com: Some amendments made to update and consolidate my IT skills.
	
	

	MS Office 
Microsoft Excel


	
	 

	PERSONAL DETAILS
	
Driving Licence:	Full clean British  Driving licence, Held since July 09

REFERENCES AVAILABLE UPON REQUEST.

	
	





Original Personal Statement
I am a hardworking and motivated person who enjoys working with individuals. I am currently studying for a degree in Advocacy because I have a passion for supporting individual’s needs, whilst working towards encouraging individuals to act independently and have the capacity to make their own free choices and gain empowerment by voicing their opinions/wishes. 
I have strong beliefs in supporting individuals who come from different value positions and different social, cultural and economic backgrounds. I have worked in a school environment where safeguarding and child protection were important aspects of my job role. During my time in the job role at Hartsdown, I would work closely with individuals who came from vulnerable backgrounds and often demonstrated some challenging behaviour. During my time at Hartsdown I had the opportunity to attend multi-agency meetings such as TAF and CAF's where we would explore an outcome with the individual being at the centre of our planning. I have been able to implement incentives to encourage individuals to engage and have been given the opportunity to run projects. I feel that the role of a support worker would enable me to develop further skills and would be beneficial because I have a strong passion for working with people who may require some guidance or support.


Amended personal statement

I feel I am an ideal candidate as I have a passion that lies within supporting individual’s needs, whilst working towards encouraging individuals to gain independence. I believe that individuals who have the capacity should be able to make their own choices freely, and gain empowerment by voicing their own opinions/wishes. I have strong beliefs in supporting individuals who come from different value positions and different social, cultural and economic backgrounds.  I am currently working towards a degree within BA Advocacy, where I hope to develop my existing knowledge already gained throughout completing Level 4 and 5 of my studies where I have completed modules around care and support. University has helped me to recognise my own personal values and beliefs, but most importantly has encouraged me to recognise my skills and qualities, which I have been able to demonstrate in my current and previous job roles.	Comment by Samantha Moon (1707389): I have elaborated on this to indicate to future employers what I can offer to them apart from my job experience. I am conscious that this needs to be tailored to each job application so that employers can see why I have the relevant skills and abilities required (Reed, 2018).
My knowledge, skills and experience obtained within practise has enabled me to work first-hand with regards to supporting vulnerable individuals. It has allowed me to develop and co-ordinate activities, demonstrate that I am competent at maintaining clients’ files and updating records of any progress or incidents within the scheme. I can adhere to company Policies, Procedures and Targets and am happy working on my own or as part of a dedicated team. I am a vibrant, enthusiastic, self-motivated person who is committed to making a difference by achieving positive results for individuals I support.
Within my working environment I have been responsible for the ensuring the security and health and safety of the building is upheld, house tasks such as responding to fire alarms and general upkeep of the property is sustained.



Personal Development Plan 	Comment by Samantha Moon (1707389): The module has helped me appreciate importance of using a PDP as a tool for reflecting on my goal and how to reach them. Cottrell (2010) stresses how a PDP helps with motivation and confidence to move forward positively

Main objectives…

Goal 1: Develop my transferable skills and gain the abilitie within the personal care sector working environment.
Goal 2: Work towards achieving a level 2/3 qualification in Health and Social care 
Goal 3: To complete my degree within Advocacy and consider building on my degree and to consider enrolling for a Masters. 
Current strengths that will help me achieve each goal…

Goal 1 My ability to present my values and skills already obtained 
Goal 2 continue to maintain my ability to uphold and maintain professional working relations
Goal 3 use my communication skills developed within the child and adult sector to maintain my networking skills to work effectively with other agencies within this independent sector.
Key areas for development with my goals in mind…

1. Gain a general understanding of the modules both theory and practical involved in the Health and Social care qualification
2. complete any e-learning required to help me within the working environment and to understand my role better.
3. use as a stepping stone to reach my future career aspirations
Skills/knowledge/qualifications I need to gain…

Goal 1. attend a 5-day training module ‘All Wales Induction Framework’
Goal 2. Level 2/3 qualification in Health and Social Care
Goal 3: Get to know my team and build positive working relations. 




What I need to do… 

	Objectives
	Action 1
	Action 2
	Action 3

	Goal 1
	Gain and develop existing knowledge and skills following robust training to be better equip to start career working in care sector.
	To gain confidence and a holistic person-centred care approach to supporting individuals.
	To complete training course to undertake new Level 2 core qualification.

	Goal 2
	Register to undertake Level 2 qualification within Health and social care.
	Complete any modules, theory’s or practical required to achieve qualification.
	Obtain certificate.

	Goal 3
	Complete all relevant Human Resources documents to be able to start working within practise.
	Meet the team and individuals requiring support 
	Start to develop working relationships.


 
Date I’ll achieve each goal…

Goal 1: 15th November 2019
Goal 2: to discuss with team leader/manager
Goal 3: When HR (Human Resources) have all relevant documents.
Progression… 

	Objectives
	What I’ve achieved so far
	Roadblocks I’ve faced
	What I need to improve 

	Goal 1
	Attended two sessions already for ‘All wales Induction Framework’.
	A large amount of coursework to be completed
	Prioritising my work load
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