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For this reflective account I will be using Gibbs’ (1988 cited in University of Edinburgh, 2019) Reflective Cycle in which there are six stages of reflection: Description; Feelings; Evaluation; Analysis; Conclusion; and Action Plan.
This module, Skills for Life: Employability and Future Pathways, set out to help me to critically reflect on my employability skills and how to develop them whilst looking at my potential future career options. 
Reflection is a natural activity. To a greater or lesser extent, we all spend time going back over what we have said or done, or what we wish we had said and done.
Cottrell (2010, p.188)
To meet the assessment criteria for the portfolio, I chose to use a CV, Personal Development Plan (PDP) and personal statement as well as adding evidence from the in-class tasks. I chose to update my CV to meet the ever-changing job market and to make sure I am job ready. I also chose to use a PDP because this can be adapted and used as an ongoing document that can be updated whenever I have new training and new experiences. The personal statement is also an important tool that can be applied accordingly to any job opportunity. All three components have allowed me to reflect on my chosen career path in an optimistic manner. 
The module assisted me in focussing on a particular role that is of interest to me, Domestic Abuse Support Worker, and look at the skills, knowledge, experience and qualifications I need to reach this goal. I expected this module to help me to realise what transferrable skills I have and where the gaps are, and it did do this, which was very positive! I now understand that specific job-related skills can be enhanced by skills I have that would be appropriate to any job such as communication, being flexible and being reliable. As Denicolo and Reeves (2014) discuss, they are as equally important as employment related skills. 
I felt that this module was very useful and made me appreciate the importance of reflecting on my own career path. As a result, I looked into counselling courses and the possibility of doing my Masters in the future and the ways these qualifications could support my career in moving forward. Before the module I had not realised how important it is to have and up to date development plan as it enables me to set goals and achieve them (Smith, 2011). 

I also attended the Employability and Enterprise Day at Swansea campus, which opened my mind to the idea of creative thinking and ways of developing a deeper understanding (Cottrell, 2011, p.209). I found this very useful in helping me to link my everyday life skills that I previously took for granted and had not really thought in-depth about them, to workplace situations. It also helped me to see the value of my own qualities in a confident and constructive way and got me thinking about ways I could improve my future career outcomes. For example, being a mother has taught me about time-management and the importance of being organised.

Doing the CV and PDP was initially difficult for me as I had not done a PDP before, and my CV was not up to date. I felt overwhelmed and stressed with it at times, however, after seeing the careers advisor I then felt that this was actually a worthwhile activity and I could see the value in doing it. I realise that this has now helped me to develop my skills as a professional and enabled me to present myself in the best way I can. Cottrell (2010) stresses how a PDP is a very useful activity for developing professionalism and supporting career progression.
Doing the module activities provided on Moodle were beneficial to me because they helped me focus on my areas of strength and where I needed to improve. I now appreciate that I am a good verbal communicator but need to work on my written communication skills as perhaps this is a challenge, I need to overcome to secure a successfully job interview. They also gave me a clearer focus on my academic and professional work. Communication is a transferable skill that will clearly assist me in my chosen career as a domestic support worker, as it demonstrates my listening skills and ability to be empathetic (Barker, 2006). 
In hindsight I should have done the activities related to this module sooner, I think then it would have been easier for me to be clearer about the portfolio as a whole and what I needed to do for it. However, I have learnt a lot from this whole experience in terms of thinking positively about the tasks set and getting them done in good time, so that I have time to reflect and think about ways of improving. 
Finally, this module has helped me to think about strategies to assist me in organising my ideas and thought processes so that I can have a clearer understanding of the pathway I need to follow in order to get into the job role that I am interested in. For example, from reflecting on feedback from past assignments and discussions with my academic support staff, I now use mind maps as a technique for structuring my work. As Wycoff (2001) explains, this tool is vital in assisting me to pull my thoughts together in a constructive and visual way.  
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Katrina James 
28 Parc Y Ffordd Johnstown Carmarthen SA31 3HD 
07580363724    Katrina.james5@icloud.com


I am a final year Social Studies: Individuals, families and communities undergraduate, due to graduate July 2020 with a projected 2:1 classification degree, looking to work in the domestic violence support sector. 	Comment by Katrina James (1704647): I have improved the layout of this CV after taking advice from the university careers advisor, who stressed the importance of initial impressions. 

My excellent interpersonal skills make me approachable with a strong ability to empathise. These qualities tie in with my enthusiasm to work as part of a team, however I can also work autonomously with confidence and initiative.

I have first-hand experience of the positive work done in the area of domestic violence. Being passionate about ensuring people are valued as individuals and that their voice is heard, is what drives me to want to work within this field. 


Education and Qualifications

Sept 2017 – July 2020: 	BA (Hons) Social Studies: Individuals, Families and Communities at the University of Wales Trinity Saint David	Comment by Katrina James (1704647): My education and qualification are done in the correct order. It is also done with the relevant details targeted to the role I would like to apply for. 	Comment by Katrina James (1704647): 

Modules studied include: Mental Health and Well-being; Hard to Reach Groups; Individuals and Groups in Society; The Reflective Practioner; Individuals and Families – Living in the Contemporary World.

Sep 2004 – Jul 2006: 	Further Education at Coleg Sir Gar (Graig Campus), Llanelli

OCR Level 2: 	Information and Communication Technology; Communication; Application of Number

Level 1 Certificate in Worldwide Travel and Tourism Destinations
Advanced Vocational Certificate of Education (Double Award) in Travel and Tourism



[bookmark: _Hlk21940354]Sep 1999 – Jul 2004: 	Secondary School Education at Queen Elizabeth Cambria, Carmarthen

GCSEs: 	English Language, Welsh (second language), Mathematics, Science, Design Technology, Physical Education, Religious Education.



Work Experience

2016 to 2017: Sales Assistant (Pandora, Carmarthen)
· Served customers, answered queries, provided excellent service by adapting my approach according to individual personalities and needs. 
· Following organisational policies and procedures regarding security measures to keep customers and colleagues safe.
· Correctly manage customer data ensuring high levels of confidentiality. 	Comment by Katrina James (1704647): Although this role is not directly linked to that of a support worker, I have learned through the module how I can transfer skills accordingly. For example, confidentiality is important for any role.; 



2016: Volunteer Sales Assistant (Debenhams, Carmarthen)
·  Provided excellent service across a variety of departments within the store, adapting accordingly. 
· Worked alongside colleagues within a team as well as on an individual basis. 
· Operating the till, handling sales and money. 	Comment by Katrina James (1704647): As above, this demonstrates my trustworthiness and ability to work as a team or an individual. 


2007 – 2016: during this period of time I took time out to raise my two children. 	Comment by Katrina James (1704647): In an interview I would talk about how I developed important ife skills such as time management, organisational and conflict resolution skills. This module made me appreciate these hidden skills. 



2004-2006: cleaning operative (Glangwili General Hospital)
· General domestic duties 
· Delivering food to patients
· Trained in manual handling 
· Ensuring high quality hygiene 	Comment by Katrina James (1704647): In my personal statement this is where I would show my willingness to learn new skills and also where I developed my interest in working with vulnerable people. 



Skills & other information 

· Full clean driving licence
· Excellent IT skills
· Experience in volunteer work in the field of domestic abuse 

Interests

Walking: 	I like to explore the local area on weekends 
Books:              I like to read in my spare time 
Activities:       with my two children e.g. swimming 

References 

Available upon request 
Katrina James 	Comment by Katrina James (1704647) [2]: Bold writing 
No need to write D.O.B
26 Cae Bryn Drain 
Carmarthen 
Carmarthenshire 
D.O.B – 15/06/88
07527951628



EDUCATION
1993 – 1999 – Richmond Park Primary School 	Comment by Katrina James (1704647) [2]: No need to mention primary school not relevant
1999 – 2004 – Queen Elizabeth Secondary School 
2004 – 2006 – Graig Campus College 	Comment by Katrina James (1704647) [2]: Not the proper name for the college

Qualifications 
GcSe’s ;
                 - Physical Education – c 	Comment by Katrina James (1704647) [2]: Mis matched layout 
No need to mention bad results 
· Design Technology – c 
· Welsh – c
· English – D
· Religious Education – D 
· Science – E 
· Maths – F 

Key Skills 
Ocr level 2 in information and communication technology 
OCR level 2 communication 
Ocr level 2 applilcation of number 	Comment by Katrina James (1704647) [2]: Grammar is incorrect 

Level 1 certificate worldwide – travel and tourism – pass

Advanced vocational certificate of education (double award) in travel and tourism (8 units)
Full driving licence	Comment by Katrina James (1704647) [2]: Driving licence is mentioned in the wrong place 

Experience
Mirror image hairdressers – Saturday girl – aged 14 	Comment by Katrina James (1704647) [2]: No need to mention age , is hair dressing relevant to mention to the job I want to apply for?!
· Meeting customers 
· Answering phones booking appointments 
November 2004 – March 2005, once weeks working in Thomas Cook travel agents through college
· Customer Service
· I was shown how to book a holiday 
· Worked closely as part of a team
· Trustworthy – involved in handling currency

Glangwili hospital- domestic

· Foundation certificate in food and hygiene 

· Certificate – load management theory and object handling and techniques 

· Keeping the confidential information seen by myself about the patients to myself

· Completing tasks as an individual or as part of a team

Hobbies 

Spending quality time with my family
Socialising with friends 
Shopping 
Dancing
Swimming 

About me	Comment by Katrina James (1704647) [2]: Not enough said here 

I am a young outgoing person with a bubbly personality. I have a young son who keeps me on my toes. I can work well as part of a team or as an individual. I have a positive attitude to life and always try my best. 




	Goals
	What I am aiming for
	What do I need to do?
	What support will I need?
	How will I measure success?
	Target date

	Short term
	Complete degree with a good overall grade
	· Meet deadlines
·  Develop strategies for structuring assignments	Comment by Katrina James (1704647) [2]: Working with my support tutors, I have realised that using visual plans such as mind maps help me a lot to break down the assignment and structure essays better. Buzan (2018) states that Mind Maps are effective because they allow you to think visually
·  Reflect on assignment feedback 
	Tutors and one to one support from Student Services
	· Improvements in my grades
·  Meeting deadlines 
· Positive feedback from tutors 
	July 2020

	Medium term
	Gain further qualifications relating to support work
	Look for relevant courses, perhaps counselling training or an MA, such as the master’s in social work (Cardiff University,2020)

 
	Seek advice from Careers Services and other relevant bodies
	By getting relevant and up to date information on courses available and apply accordingly.
	ongoing

	Long term
	Gain employment in the field of domestic abuse support work
	Gain relevant experience, either through volunteer work or other jobs in the field
	Network with Women’s Aid and other previous volunteer places. 
Keep up to date with my information on LinkedIn
	Positive feedback from interviews. 
Successful volunteering opportunities that are building my experience.
	ongoing

	Strengths
	Enthusiastic, excellent verbal communicator, organisational and time management skills, professional approach, ability to cope in challenging environments, non-judgemental, ability to work autonomously or as part of a team	Comment by Katrina James (1704647) [2]: The exercises completed in this module have helped me reflect positively on my strengths. 

	Areas for development
	I need to reflect more on what has worked well in a situation and what I could have perhaps done differently or what I could build on. I need to also gain more confidence in my written communication	Comment by Katrina James (1704647) [2]: I have appreciated the importance of thinking of my weaknesses in a more positive light and regard them as areas that I can work on.

I have found the reflective elements of the module, and the course in general, to be particularly helpful in having a more positive attitude towards my academic and professional life.
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Personal Statement	Comment by Katrina James (1704647) [2]: I understand the importance of having a generic personal statement that can be adapted more specifically to a job application (Stewart, 2009)
I am an energetic, enthusiastic person who is passionate about becoming a Domestic Abuse Support Officer. I am eager to develop my skills as an advocate for   service users in a highly empathetic environment offering a professional standard of safety and care. 
I am an excellent communicator and have experience of communicating effectively in challenging environments, which will aspire me to always lead by example and deliver an excellent service. Experience has also taught me how to explain often complicated rules or policies in a clear and effective manner. 	Comment by Katrina James (1704647) [2]: I have broken the statement up into small paragraphs to make it clearer. Engaging the reader from the start is vital (University of Birmingham, nd)
My strong interpersonal skills enable me to work with a wide range of people and I can adapt my behaviour and language accordingly. I understand the importance of a person-centred approach and strive to ensure that those I support feel valued and heard.
I am friendly, which makes me approachable and able to build up a good rapport with service users and colleagues. However, I will always work within my professional boundaries and understand the importance of confidentiality and safeguarding issues. I have an empathetic, loving nature and care for the well being of others, always approaching my work with fairness, honesty, reliability and trustworthiness.
Being a tolerant and non-judgemental individual allows me to not discriminate, thus ensuring that I foster a positive attitude and environment.
I am happy to work in busy situations either autonomously or as part of a team. I have experience of working under pressure and can prioritise workloads accordingly.
My volunteer work in the field of domestic abuse, plus personal experience, has developed my skills to cope emotionally and with resilience in often difficult, stressful situations. It has also led me to appreciate how and when to seek support or advice when needed, both for my own well -being and that of those I am supporting.
Throughout my academic and personal life, as well as my career, I have always set myself goals and worked towards achieving them. I am keen to enhance existing knowledge and skills by availing myself of all available training opportunities. This will help me consolidate and incorporate my knowledge into promoting a positive learning journey on my career path.
 I will be fully committed to my role and always strive to be the best I can be by leading by example and delivering an excellent service.	Comment by Katrina James (1704647) [2]: If I were using this statement to apply for a particular job I would make sure I referred  directly to the job description, using the same language and giving examples from my experience (HE Recruitment, 2019)
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Read through the potential benefits of PDP listed below. Tick any of these that you consider would be of relevance to you.
Benefits to Academic Performance
	The advantages for me of taking a developmental approach to my studies are:

	1
	A clearer focus for my academic work
	\

	2
	More control over personal motivation – and the ability to direct this to achieve my goals
	\

	3
	Skills in self-management
	\

	4
	Greater independence and confidence through gaining a better understanding of how to improve my performance
	\

	5
	More enjoyment and less stress from my academic studies as I become consciously skilled
	\

	6
	Greater awareness of how to apply what I have learnt to new problems and contexts
	\

	7
	Reflective, strategic, analytical and creative thinking skills that strengthen academic performance 
	\


Benefits to Professional life
	The advantages for me of taking a developmental approach to my professional life are:

	1
	Strategies for improving personal performance
	\

	2
	A better sense of the life and work I want
	\

	3
	More confidence in the choices I make
	\

	4
	Confidence in the skills, qualities and attributes I bring to the career of my choice
	\

	5
	Being in a better position to compete for jobs and to discuss my skills and competences with employers
	\

	6
	The positive attitudes, creative thinking, and problem solving approaches associated with successful professional life
	\


Benefits to Personal life
	The advantages for me of taking a developmental approach to my personal life are:

	1
	Gaining a better understanding of myself and “how I tick”
	\

	2
	Being in a better position to make appropriate choices to meet my aspirations
	\

	3
	Gaining a better sense of myself as an individual
	\

	4
	Greater awareness of my needs and how to meet these
	\

	5
	Greater awareness of the unique contribution I can make
	\

	6
	Developing a positive, forward looking approach
	\

	7
	Developing skills such as reflection, strategic thinking, self-direction and self-evaluation, useful in most life contexts
	\


P.T.O.
Reflecting on My Personal Development
	Now take some time to reflect on the benefits that you have selected in the three lists. Choose between three and six of the benefits (at least one from each list) that you feel are most important to you.

	1.Developing my reflective skills 

	2.Having a positive attitude 

	3.Having an understanding of my unique contribution 

	4.

	5.

	6.



	Now that you have chosen your most important benefits write down why these are important to you.

	1. This would help me in my academic, personal and professional life


	2. Being positive will enable me to strive to be the best I could be in my chosen career


	3.  Having a better understanding of what I can bring to a role will give me more confidence to promote myself in interviews


	4.


	5.


	6.
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