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I am expecting to gain a much better understanding and insight of what skills are desired for my particular career choice. I also hope to improve my current skill set, develop my enterprise thinking, employability mindset and even gain new skills. I am a bit sceptical about how much impact a three-week module can actually have on my life. However, I am staying open minded and will take everything I learn on board with the hope that this unit will result in me being more employable and ultimately, better suited to my future career choice. This portfolio is going to include three different components which will each have a range of different competencies which will demonstrate my employability and enterprise competencies throughout the module. 

We were made aware at the start of the module about the importance of attendance. As a result, I made sure to attend every lesson in order to give myself the best chance of improving my employability and enterprise skills to help me with my career in the future. Perhaps, the one thing I would do differently if given the chance would be to ensure I fully engage during the class discussions and write notes. I often find it difficult to listen to my tutor and write notes at the same time which usually results in me forgetting things after the lesson. In the future I would maybe try and type up my notes on my laptop to see if that would be easier.

The first of the three components I am going to reflect on will be my CV. According to Hays recruiting experts, a person’s CV is usually the first and only introduction to an employer and as a result, it is essential that you add as much value to it as possible (Hays.ie, 2019). I have had a CV ever since leaving school however, after doing this module, I came to realise that it needed updating urgently. 







Below is a copy of my old CV

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Kailam Fearn
49, Ynys Fawr Avenue, Resolven, Neath, West Glamorgan, SA11 4LS
Tel: 01639 711682 • Email: kailamfearn@hotmail.co.uk
Mobile: 07791155363
 
Education and Qualifications
Level 2 Apprenticeship, July 2016                                                     
Contact Centre Operations

Key skill, April 2015

IOLP Level1                              


Pearson’s BTEC, July 2014

Subsidiary Diploma in          Pass
Health and Social Care	

Key Skill, Aug 2013

Information Technology Level2
   

Communication Level2
  

Application of Number
 Level2

WJEC, Aug 2013
GCSE
English Language


C Grade

Core Science
C Grade

Maths
C Grade

Geography
C Grade

German
C Grade

Catering
B Grade

Hospitality
C Grade

RE short course
C Grade





















OCR Nationals, August 2013

ICT
Distinction






	




Training
Access to Humanities and Social Sciences, September 2016 – July 2017
NPTC GROUP
Rathbone, March 2015 – July 2015:
Rathbone
Subsidiary Diploma in Health and Social Care: BTEC, September 2013 – July 2014:
NPTC GROUP
 

Work Experience
EE, Apprentice Technical Support Agent, July 2015 – August 2016
EE Contact Centre, Merthyr

NPTCBC, Trainee Admin Assistant, May 2015 – July 2015
NPTCBC 

Rathbone, Trainee Admin Assistant, April 2015 – May 2015
Rathbone, Neath
Duties include; answering the telephone, answering the main door, photocopying, emailing, filing time sheets, making sure everyone that enters the building signs the register and making tea and coffees for other staff members.

NPTC GROUP, Student Classroom Assistant, May 2014 – July 2014
Catwg Primary School, Cadoxton 
Duties included; doing activities with small groups of children, working with children 1 to 1, assisting other teachers watch the children while on the school yard, helping to set out classroom activities and helping to tidy up.

NPTC GROUP, Student Care Assistant, Sep 2013 – March 2014
Cwrt Clwydi Gwyn Care Home, Skewen
Duties included; making tea and coffees for the residents, making the residents beds, handing out food at breakfast and lunch time, taking part in activities with the residents and sitting down to talk to the residents 1 to 1.



 
Skills & Qualities
I feel that I have many relevant skills and qualities that would benefit me in any sort of workplace. I am a very reliable and responsible person, I also feel that I have good communication skills and am able to communicate with a range of different people regardless of abilities and age. After doing a Health and Social care course in college I have good listening skills and am able to sympathise and empathise with people depending on the situation. I also have the ability to work with other people in a group effectively, but I am also able to work on my own just as good. After being in school and then going on to college I am skilled at using numbers, writing and using ICT. 




Interest and Hobbies
I enjoy doing activities with my family such as having family gatherings, going on holidays and days out. I also enjoy walking both with my dog and friends and family. I enjoy baking and cooking and have done since a young age. I also enjoy technology and going on the computer. I would like to have a career within the business admin sector. I hold a full UK driving licence. 
 

References
Sue Davies
College Tutor - NPTC Group (Sept 2013-Dec 2014)
01639 648200
Afan Campus, Margam, West Glamorgan, SA13 2AL

Lisa Foote
Engagement officer - Rathbone
lisa.foote@rathboneuk.org
01639 634980
Great Western chambers, Neath, West Glamorgan, SA11 1RS
























Below is a copy of my newly updated CV.

Kailam Fearn
49, Ynys Fawr Avenue, Resolven, Neath, West Glamorgan, SA11 4LS
Tel: 01639 711682 • Email: kailamfearn@hotmail.co.uk
Mobile: 07791155363
 
Education and Qualifications	Comment by Kailam Fearn (1701807): After taking part in the recent module, I realised my CV needed to be altered and updated. I changed the way my education and qualification history are laid out to make my cv easier to read and understand. Hays recruiting experts suggests that it is vitally important that a person’s CV is up to date, easy to read and sells yourself to a high standard as it is usually the first and only initial introduction to a potential employer. (Hays.ie, 2019)

BA Education Studies, September 2017 – Present
UWTSD
Access to Humanities and Social Sciences, September 2016 – July 2017
NPTC GROUP
Level 2 Apprenticeship in Contact Centre Operations, July 2015 – August 2016
EE, Merthyr 
Rathbone, March 2015 – July 2015
Rathbone
Subsidiary Diploma in Health and Social Care: BTEC, September 2013 – July 2014:
NPTC GROUP            PASS
Llangatwg Community School, September 2008 - August 2013
	
GCSE, August 2013

English Language
	


C Grade

	

	Core Science
	C Grade

	

	Maths
	C Grade

	

	Geography
	C Grade

	

	German
	C Grade

	

	Catering
	B Grade

	

	Hospitality
	C Grade

	

	RE short course
	C Grade























OCR Nationals, August 2013

ICT                           Distinction


Key Skills, August 2013

Information Technology Level 2

Communication Level 2 

Application of Number Level 2 
	



 

Work Experience
EE, Apprentice Technical Support Agent, July 2015 – August 2016
EE Contact Centre, Merthyr
Duties Include; dealing with customers queries and issues, using ICT systems, dealing with complaints, resolving problems, speaking to different departments, upselling products, hitting high targets. 

NPTCBC, Trainee Admin Assistant, May 2015 – July 2015
NPTCBC 
Duties Include; dealing with customers queries and issues, using ICT systems,

Rathbone, Trainee Admin Assistant, April 2015 – May 2015
Rathbone, Neath
Duties include; answering the telephone, answering the main door, photocopying, emailing, filing time sheets, making sure everyone that enters the building signs the register and making tea and coffees for other staff members.

NPTC GROUP, Student Classroom Assistant, May 2014 – July 2014
Catwg Primary School, Cadoxton 
Duties included; doing activities with small groups of children, working with children 1 to 1, assisting other teachers watch the children while on the school yard, helping to set out classroom activities and helping to tidy up.



NPTC GROUP, Student Care Assistant, Sep 2013 – March 2014
Cwrt Clwydi Gwyn Care Home, Skewen
Duties included; making tea and coffees for the residents, making the residents beds, handing out food at breakfast and lunch time, taking part in activities with the residents and sitting down to talk to the residents 1 to 1.

 
Skills & Qualities	Comment by Kailam Fearn (1701807): Throughout taking part in this recent module, I used a wide range of different skills and competencies which has resulted in me enhancing several skills, feeling more confident about my current skill set and also developing some new competencies. I feel I have always been able to work as part of a team however in the past I would usually try and take a back seat and leave other people tell me what to do. But, since this module, I have been able to push myself out of my comfort zone and be a more active member of my group during various activities. For example, one of our class activities included working in small groups and research a particular subject on the internet. After the time limit was up, we had to feed back to the class. Me and my group decided that I would be the one to deliver to the rest of the class. This Is something I would not have been comfortable doing previously, however this module has made me realise that pushing yourself and having good communication skills is essential for future employment.  

Friendly, punctual, motivated, hard-working, good at working under pressure, good team working ability, can work under own initiative, high quality of communication skills, empathetic, sympathetic, good ICT ability, reliable. 

Interest and Hobbies
I enjoy doing activities with my family such as having family gatherings, going on holidays and days out. I enjoy spending time in the outdoors walking my dog or carrying out exercise. I also enjoy reading a good book and baking and cooking which I have done since a young age. I hold a full UK driving licence. 
 

References

Available on Request.






















Another component I am reflecting on will be a conflict in the workplace scenario that was required to be completed at the start of the module. I took it upon myself to fill in the worksheet again after finishing the module to see if there were any differences. 

Below were my original responses.

	Scenarios
	Consider a possible solution to the problem
Are there any factors that may make the scenario worse?


	The general manager has left you in charge, but the staff refuse to follow your direction.

	Complain to the general manager about the other staff.

	A person you work with has worn a strong fragrance, even though you have asked him/her not to because it gives you headaches. You have to work in close contact with this. 

	Wear nose plugs, don’t go into work.

	Your boss accuses you of leaving a huge mess in one area because you have a history of not picking up after yourself

	Say that it wasn’t you.

	You are stuck in traffic and this makes you late for work. When you arrive at work, your boss is annoyed with your tardiness.

	Apologise 

	Your boss has noticed that you are slower than others in completing tasks. You believe that you work just as hard as everybody else does. 

	Tell the boss that you are doing your best. 







Below is a copy of my updated version. 	Comment by Kailam Fearn (1701807): Donald Schon believed that it was vitally important for individuals to continuously reflect on their actions throughout life. (Solent.ac.uk, 2019) After learning about his work during the module, I believed that it would be a good idea to look back over this class activity and fill it out again, taking into account everything I had learnt from the unit. The difference in the quality of both pieces of work really surprised me.


	Scenarios
	Consider a possible solution to the problem
Are there any factors that may make the scenario worse?


	The general manager has left you in charge, but the staff refuse to follow your direction.

	Talk to the staff members in question and try and reason with them – explain that you have been instructed by the manager to be in charge and it is not because you want to boss them around while he’s not there. Tell them that you will have no other choice but to complain to the general manage if they keep refusing to listen to instruction and do their work.	Comment by Kailam Fearn (1701807): When I first carried out this task during class at the beginning of my module, I automatically assumed that the best and only action would be to complain to the general manager. However, I have now realised that there are many other approaches that can and should be addressed first and that complaining to the general manager should be a last resort. We took part in conflict resolution tasks in class as part of this module which has helped me develop my way of thinking. Having the ability to handle situations like these appropriately gives me a much higher chance of employability in the future. 


	A person you work with has worn a strong fragrance, even though you have asked him/her not to because it gives you headaches. You have to work in close contact with this. 

	Talk to the staff member in question again and try and reason with them – tell them exactly how much it is affecting you. You could potentially try wearing nose plugs to see if it works. That way, it will stop the headaches and also means the other person can carry on wearing their favourite scent – win win. It may be a good idea to speak to a doctor to see if there are any underlying issues which may be causing the headaches. As a last resort, speak to the manager and advise them of the issue and how it is affecting your ability to work. 


	Your boss accuses you of leaving a huge mess in one area because you have a history of not picking up after yourself

	If it wasn’t me which made the mess, it may be a good idea to advise the boss that it wasn’t me. However, to keep the peace, I would clean up the mess as a gesture to the boss, however I would ask him to speak to the whole workforce about cleanliness in the workplace to make sure this type of situation is avoided in the future. 


	You are stuck in traffic and this makes you late for work. When you arrive at work, your boss is annoyed with your tardiness.

	Apologise for being late due to the traffic. Next time, check in advance if there is any possible road closures or accidents, plan alternative routes in case of any issues, could leave the house a little earlier in the mornings to compensate for any possible traffic. 


	Your boss has noticed that you are slower than others in completing tasks. You believe that you work just as hard as everybody else does. 

	Talk to boss and advise them that you feel you are working to your best ability. Advise of any issues which may be causing you to work slightly slower than your work peers. Advise boss that you would be happy to take part in any training which could result in a higher productivity. 





















The third component I chose to look at is my Entrepreneurship capabilities self-assessment. (Rae, 2007). At the start of the module, I was required to fill out an assessment regarding my entrepreneurship capabilities. At the end of the module, I did it again to see if there would be any changes. 

Below is my original.

 
	Capability
	Statement
	Self-Assessment

	Personal organisation
	· Set and plan to achieve personal and business goals
	3

	
	· Take personal responsibility for the outcomes and consequences of my actions
	3

	
	· Plan and use time productively to achieve my goals
	3

	
	· Apply energy and dynamism to achieve results effectively
	2

	
	· Apply self-awareness of personal strengths and limitations to achieving goals
	3

	
	· Seek creative and effective ways of solving problems and meeting needs
	2

	
	· Manage stress and pressure which may result from uncertainty and investment of effort
	2

	Total score (out of 28)
	18



	Capability
	Statement
	Self-Assessment

	Interpersonal interaction
	· Grow and maintain networks of social and industry contacts
	3

	
	· Find out what is important to people and understand their perspectives
	2

	
	· Influence and persuade people to understand, accept and trust my point of view
	3

	
	· Negotiate and conclude agreements with people
	2

	
	· Lead individuals and groups to achieve common goals
	2

	
	· Coach and provide feedback to people on their behaviour and performance
	2

	Total score (out of 24)
	14

	
	




	Capability
	Statement
	Self-Assessment

	Investigating opportunity
	· Identify and investigate the potential value of new opportunities
	2

	
	· Investigate and develop options for exploiting opportunities
	2

	
	· Identify resources which could be connected to exploit opportunities
	1

	
	· Assess, evaluate and select the opportunities which offer greatest potential
	2

	Total score (out of 16)
	7



	Capability
	Statement
	Self-Assessment

	Applying innovation
	· Identify new possibilities and apply creative thinking to initiate new products, services and processes
	1

	
	· Connect needs, resources, knowledge and technologies to create new products, services and processes
	1

	
	· Develop innovations which can be applied to solve problems and meet actual and potential needs
	1

	
	· Ensure innovations can be produced to meet service user and funding body requirements and expectations
	1

	Total score (out of 16)
	4



	Capability
	Statement
	Self-Assessment

	Strategic venture planning
	· Propose a strategic vision and strategic plan for the future development and growth of a venture
	2

	
	· Prepare a credible business proposal to gain support from and identify the benefits to investors, funding bodies, service users and other stakeholders
	1

	
	· Define a realistic business model which will enable a venture to meet service user requirements and create value from the opportunity
	2

	
	· Identify and plan the resources needed for the launch and development of a venture: what will be required, when and potential resource implications
	2

	
	· Identify and assess the strengths and weaknesses of competitors and differentiate a venture from these in ways that service users and/or funding bodies will value
	1

	
	· 
	

	Total score (out of 24)
	8





	Capability
	Statement
	Self-Assessment

	Market development
	· Identify markets, opportunities and needs and their characteristics
	2

	
	· Find out actual and emerging service user and/or funding body needs, preferences and decision-making criteria
	2

	
	· Develop and implement marketing plans to communicate and promote to service users and/or funding bodies
	1

	
	· Contact, meet, present to, negotiate with and sell to service users and/or funding bodies
	1

	
	· Set targets and monitor performance
	3

	
	· Review and evaluate the effectiveness of marketing plans
	1

	Total score (out of 24)
	10

	Overall total score (out of 132)
	61

	Divide your overall score by 132 and multiply by 100 to give a percentage.
	46.2%






Below is the one I re-done after the module ended. 


	Capability
	Statement
	Self-Assessment

	Personal organisation
	· Set and plan to achieve personal and business goals	Comment by Kailam Fearn (1701807): During this module, I have realised the importance of monitoring and tracking my progress and achievements. Gibbs’ reflective cycle is a great way to reflect and learn from my past experiences. Due to this, I have created a personal development plan which sets out different goals that I want to achieve in the foreseeable future. Gibbs believed that with the use of 6 stages, individuals would be able to learn from their mistakes and improve on themselves. (The University of Edinburgh, 2019)



	4

	
	· Take personal responsibility for the outcomes and consequences of my actions
	4

	
	· Plan and use time productively to achieve my goals
	4

	
	· Apply energy and dynamism to achieve results effectively
	4

	
	· Apply self-awareness of personal strengths and limitations to achieving goals
	4

	
	· Seek creative and effective ways of solving problems and meeting needs
	4

	
	· Manage stress and pressure which may result from uncertainty and investment of effort
	4

	Total score (out of 28)
	28



	Capability
	Statement
	Self-Assessment

	Interpersonal interaction
	· Grow and maintain networks of social and industry contacts
	3

	
	· Find out what is important to people and understand their perspectives
	3

	
	· Influence and persuade people to understand, accept and trust my point of view
	4

	
	· Negotiate and conclude agreements with people	Comment by Kailam Fearn (1701807): In the self-assessment completed at the start of the module, I only gave this box a score of 2 compared to a 4 at present. Prior to starting the module, I wasn’t a very good negotiator and as a result, I would often end up agreeing with the other person/people to avoid any risk of arguments or tension. However, I have now realised that this is not an appropriate attitude to have for life, especially in regard to employability. During class, we got paired up and was required to explain to the other person why my randomly chosen object was better than theirs. Even though the task was set up, I feel it really did help to build my negotiating skills. In the end, my peer sided with me and we concluded that due to my negotiation skills, my object was better than hers. 
	4

	
	· Lead individuals and groups to achieve common goals
	4

	
	· Coach and provide feedback to people on their behaviour and performance
	3

	Total score (out of 24)
	21




	Capability
	Statement
	Self-Assessment

	Investigating opportunity
	· Identify and investigate the potential value of new opportunities	Comment by Kailam Fearn (1701807): Since this module, I have thought more about my future and what I would like to do as a career. As a result, I invested a lot of my free time looking online at different opportunities and also spoke with a careers advisor. We looked at different potential paths I could go down and it really opened my eyes and made me realise the value of having new opportunities. Prior to this module, I would bury my head in the sand instead of facing up to the inevitable. My original score for this answer was 2.
	3

	
	· Investigate and develop options for exploiting opportunities
	2

	
	· Identify resources which could be connected to exploit opportunities
	1

	
	· Assess, evaluate and select the opportunities which offer greatest potential
	2

	Total score (out of 16)
	8



	Capability
	Statement
	Self-Assessment

	Applying innovation
	· Identify new possibilities and apply creative thinking to initiate new products, services and processes
	2

	
	· Connect needs, resources, knowledge and technologies to create new products, services and processes
	1

	
	· Develop innovations which can be applied to solve problems and meet actual and potential needs
	2

	
	· Ensure innovations can be produced to meet service user and funding body requirements and expectations
	1

	Total score (out of 16)
	5



	Capability
	Statement
	Self-Assessment

	Strategic venture planning
	· Propose a strategic vision and strategic plan for the future development and growth of a venture
	2

	
	· Prepare a credible business proposal to gain support from and identify the benefits to investors, funding bodies, service users and other stakeholders
	1

	
	· Define a realistic business model which will enable a venture to meet service user requirements and create value from the opportunity
	2

	
	· Identify and plan the resources needed for the launch and development of a venture: what will be required, when and potential resource implications
	2

	
	· Identify and assess the strengths and weaknesses of competitors and differentiate a venture from these in ways that service users and/or funding bodies will value
	1

	
	· 
	

	Total score (out of 24)
	8










	Capability
	Statement
	Self-Assessment

	Market development
	· Identify markets, opportunities and needs and their characteristics
	2

	
	· Find out actual and emerging service user and/or funding body needs, preferences and decision-making criteria
	2

	
	· Develop and implement marketing plans to communicate and promote to service users and/or funding bodies
	1

	
	· Contact, meet, present to, negotiate with and sell to service users and/or funding bodies
	1

	
	· Set targets and monitor performance
	3

	
	· Review and evaluate the effectiveness of marketing plans
	1

	Total score (out of 24)
	10

	Overall total score (out of 132)
	80

	Divide your overall score by 132 and multiply by 100 to give a percentage.
	60.6%	Comment by Kailam Fearn (1701807): When looking at the overall score and percentage from the entrepreneurship capabilities self-assessment completed at the beginning of the module and the one completed after the module had finished, there has been an increase of 19 points which is an increase of 14.2%. The data was answered accurately and as a result I feel really pleased at the huge improvement in my capabilities developed from this module. 





All in all, I am confident in saying that this module has played a vital part in me moving forward to achieving my future employment goal. If asked at the beginning of the module, it would have been difficult to believe that a three- week module would be able to help me develop and improve upon a variety of competencies, however it really has helped. I realise the importance of continuously working on and making improvements to my competencies as it will definitely give me a better chance of employability in the future after I finish university. I honestly believe I would be a great candidate for any interview and would be a great asset to any workforce due to the skills I can now confidently say I poses after the completion of this unit. 
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