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Preparing to enter the professional workplace is a different step compared to the academical world. The skills that you will learn in your primary, secondary, college-sixth form and university days will eventually have to transfer over to the employment sector however there are still key differences between the two worlds as experience itself can only be achieved by working in the employment sector which can be gained from doing both volunteering and paid work.   
 
This can be achieved by early preparation during your academic years which is now being pushed into the Welsh curriculum by the labour-led government of Cardiff. According to an article by the Welsh government (2015) they have stated that The Welsh Baccalaureate Qualification had been introduced into the autonomous state as a pilot during the year 2003 before becoming an official subject in numerous schools and A-level institutions. The purpose of which it “helps young people develop the skills they need for work and further study and gives them a recognised qualification for these skills.”  Along with this the University of Trinity of Saint David has also enforced a course that gives its blue light academy students an opportunity to prepare for the workplace with a dedicated module being created to serve that purpose alongside study skills.   
 
Moreover, success in the workplace is defined by many defining traits in a person which can come in various forms such traits can consist of communication, management, self-regulation, leadership, critical thinking and digital literacy which is considered the bread and butter when it comes to gaining experience. On top of this employers seek out that potential employees have basic numerical and literacy skills with employers “today cannot compete successfully without a workforce that can use solid academic skills in applied settings.” (Carnevale & Smith, 2013) this allows for the workforce to able to work effectively in most situations when it comes to analysis of information and reasoning.  

Carnevale and Smith also speak of communication skills which are “central to the smooth operation of all work environments.” As employees will often relay information to each other and the customers/clients in their day-day tasks.  In communication leadership is a very vital trait as a leader will stand as an example to his/her colleagues, furthermore they establish a bridge through “a careful and effective communication.” (Bucată & Rizescu, 2017) this means that leaders such as managers build links with their employees with considerate but productive means. When the communicative process is starting, a productive manager would utilise communication to make it understandable to deliver its message receiver exactly as we think to obtain the intended feedback. All these components serve as the foundation for communication processes, which enable employees to build interpersonal relationships that serve as the cornerstone of effective management practices both internally and outside. There are also obstacles to consider in the workplace such as the idea that some individuals and their intentions can play a few roles in making problems for employees (Bratman, 1987) this can be countered by utilising a means-end analysis which is a simple problem-solving technique used for situations with clear cut problems. As summarised by Cohen & Levesque (1991) it allows for the elimination of intentions that would conflict with existing ones thus clearing the team from any motives that could lead to issues contradicting work ethics.  

Ensuring that you have job security means that you will have to find ways to stand out from the crowd which will encompass all sorts of factors for an employer to see that you’re someone unique and will be able to achieve objectives in a quintessential manner. Such skills you should be able to show is being capable of doing research (Robert Walters Group, 2024) Showcasing your knowledge is key to success with it being achievable by looking into not just the companies “about me” but rather also looking into its deeper history, public relations, possible controversies, and annual reports which will help you to learn what the employer is like as a person on company and find ways on how you could suggest that the employer could innovate their strategies.  

According to Gravells (2010) another key aspect of succeeding in the workplace is confidence which can only be earned through your skills and experiences as well as your knowledge on the matter. The author also explains that it is essential to have a variety of personal skills and qualities to effectively deliver on various tasks and abilities according to your position. Such skills should include adaptability, organization, problem solving and resilience. To further enforce this fact Taylor (2013) states that having confidence is most needed now with him stating that “If there were ever a time when confidence was needed at work it is now.” He goes on to explain that having good confidence comes from an outcome of different traits such as emotional well-being and thinking styles. 

In conclusion there are many work skills that everyone should obtain before moving from the academical field to the work industry. From understanding the fundamentals of communication to ensuring that you utilise research skills to boost your confidence in not only job interviews but in the workplace itself and for other key aspects of your day-day life. In turn you should be able to transfer your skills that you pick up in preparation for the potential future career that you may come across and showcase traits such as adaptability and organization as well as showing that you’re a key multi-tasker with great resilience.
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Ministry of Justice:
Probation Office Usk House.
Newport NP20 26D

Dear SiMadam,

Ihave expressed great interest in being a digital support officer fo the
HMCTS, a5 shown by your recrutment campaigns within the organization,
Having studied for an T diploma for two years and werking in an T-related
‘environment as.a supportoffcer, | am confident in my abity 1o greatly
contrbute to yourteam.

During my ime in college, | have developed a srong skilset in many fieds,
such as cyber securty. programming, IT management, structured query.
language, software tesing,etc. | have achieved many milestones within my.
college, such as winring a siver medal in the National ITSkils Competition
between all colleges in Wales, more specifically the Excel tournament. | have
also studied programiming languages, which | believe wil strengthen my.
osiion with online courses in Java and Python readily avaiable. I've aiso
Studied HTML and understand s fundamental basics.In tur, learning
‘command prompts as a Digital Support Oficer is important, as working with IT
harcware will equire a deeper lock to ensure everything is up to date for
regular supportofficers to use.

‘Aside from my ITskils, my past experiences in other customer-related jobs,
such as hospitalty. have allowed me to establish and expand my skilset, with
‘communication,leadership, teamwork, and multtasking becoming second
ature. Thisis further enforced by my experience volunteering as an Al Cadet,
where Ive worked in many chartty events and miltarized camps in which more.
leadership and teamwork skils were used. Is also worth mentioning that the
Al Taining Corps (RAF Cadets) i a technology-based cadet force that sees
utilzing technology as a priory. with myself having the pieasure of having.
‘opportunities working with harcware and wiring experience, which i essential
for a ole ke the Digital Support Officer
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Other experiences | have that aren' a5 relevant as the others but are worth
mentioning were my experiences in the Kidcare4U charity as a former.
volunteer now teacher staff, which allowed me to work with 3 diverse
background of cifferent people, both adults and chilaren, in an area that once.
again allowed me to work well in communication and teamwork e worked
‘and helped coordinate several charty events that the organization hosts for
the local community in Newport, uniting alldiferent ethmic minorites that have
been left vulnerable before tne founding. Working in Kidcaresu has allowed
me to be placed in great opportunites, such as being able to visit HMP Cardif
with the Mo, showcasing it technological and frontiine prowess in keeping
the peace. Thank you for reading my letter. and please find my resume.
attached to thisletter. | hope you consider my appiication with the possibilty of
talking about ths opporturity further. I look forward to hearing from you soon.

Kand regars,

Shavez Khan




