Portfolio

Contents Page:

· [bookmark: _GoBack]Component One: Old CV. Pages 2-4
· Component One: Updated CV. Page 5.
· Component Two: Old Personal Development Plan (PDP). Page 6.
· Component Two: Update PDP. Page 7.
· Component Three: Personality and Reflection Self-assessments. Pages 8-11.
· Reflective Log. Pages 12-14.
· Reference List. Pages 15-17.



Component One: Old CV.

name: justine leanne colwill
address: 1 charles street, 
skewen,
neath,         
Sa10 6hs
Email: justineleannecolwill@gmail.com
mobile: 07842032058

Personal Profile:
	Currently studying Education Studies and Psychology at University of Wales Trinity Saint David, while working as a part time cleaner.  I have just finished working as a full time hairdresser, I am looking for a change in career and would love the opportunity to gain experience in retail with a rewarding forward looking company. I have experience in selling add on services, hair products, hair electrical tools and a variety of hair brushes, this is a skill that I can now apply to sell any other required products.  I am am a hard worker who is always well presented.  I am confident and have people skills, always willing to provide the customer with a professional service.  I am always looking to gain new experiences and new skills with a hands on attitude.  I am a trusted key holder to open and close the store. I also handle cash throughout the day taking bill’s and do the cashing up at the end of the day, including the stores banking.  I also keep a record of stock within the shop and place orders.
Academic Qualifications:  
Hairdressing: nvq Level 1, 2 and 3. art and photography: National Diploma-Merit/Merit/Distinction. English language: B. English literature: B. Maths: C. Double Award Science: C. Religious studies: B. Geography: D. Word Processing: Merit. Welsh entry Level 3: Pass.
Work Experience:
2008-2009: Waitress,, Britania Inn Gower.
Duties:
· Ensure the restaurant was to a high clean standard at all times.
· Prepare the tables for new customers.
· To have an outgoing friendly attitude.
· Be professionally presented.
· Take orders.
· Serve the food to the customers
· Ensure they have everything they need.
· Have good time keeping and reliability.    
2009-2012: Cleaner for Swinton Insurance Company.
Duties:
· Be a trusted key holder.
· Keep all areas to a high clean professional standard.
· To keep a record of cleaning product stock.
· Good time keeping.
· Be very reliable.
2012-November 2016: Hairdresser, Alfredo LTD.
Duties:
· To be a trusted key holder to open and close the shop.
· To handle money throughout the day taking bills and cash up at the end of the day.
· Answer phone to book in appointments.
· To have an outgoing attitude and friendly approach to see to clients at reception.
· Must be reliable and have excellent time keeping.
· Ensure the client receives a high quality of work.
· Good listening skills.
· Be professional, polite and well presented at all times.
· Keep the salon clean and tidy.
· Get all the stock ready for the next day, record stock.

Nov 2016-Current: Part time Cleaner, Alfredo LTD.
Duties:

· Trusted key holder.
· To keep the salon at a high professional standard of cleanliness.
· Disinfect all required equipment.
· Ensure all recycling and waste is disposed of correctly.
· Good time keeping.
· Be reliable.

Voluntary experience:
Currently in the process of becoming an independent visitor for ‘whats up’.  I have just had one interview, 12 hours of training and I am currently waiting for another interview date.  I will then be starting volunteering next year, I will be an independent visitor to children in the care system.  I will be there to listen to any problems they might have, while also being able to take them out to a variety of different places and help them build confidence in socializing.  I will also be doing some group voluntary work with adults/parent and toddlers to provide support in various ways. I am very excited to start this new opportunity and gain new skills and experience with in this field, while knowing I am making a difference to a child’s life experiences I believe this will be very rewarding.




Component One: Updated CV:

Justine Leanne Colwill	Comment by Justine Colwill:  CV has been rearranged, for a professional design layout. Through developing researching skills.
Address: 1 Charles Street, Skewen, 
Neath, SA10 6HS	Comment by Justine Colwill: Punctuation and spelling has been corrected throughout the new CV.  Developing grammar skills and proof reading.  
Email: justineleannecolwill@gmail.com
Mobile: 07842032058
Personal Profile:
	Due to graduate in July 2020 in Education Studies BA (hons) at University of Wales Trinity Saint David (UWTSD).  I am currently working within Alfredo Ltd hairdressing salon.  I am a fully qualified hairdresser and have worked with Alfredo Ltd for eight years.  I decided I wanted to go into teaching, which lead to my change in job role at Alfredo Ltd from a full time stylist to part time salon assistant/receptionist while studying at UWTSD.  Looking to progress onto the PCET course to gain teaching qualification, so I can teach and assess hairdressing students.  Progressing to add beauty and spa treatments to develop my skill set, to have more teaching opportunities.  Currently on three beauty part time courses all completed by July 2020; level two Nail Technician course, Gel nail course and a Spray Tanning course at Gower College Swansea.  Looking to gain further experience within the classroom, I have a positive hands on attitude.  I have gained experience working within a team and independently.  Developed excellent time management, communication and social skills.  Ability to critically analyse work briefs and obtain high grades.  Competent in designing and confidently presenting presentations.  Excellent time management, communication, problem solving, planning and organisation skills.	Comment by Justine Colwill: CV is now only one page, including the most up to date information with key skills included. 
Academic Qualifications:
UWTSD (2016-2020) BA (Hons) Education Studies. Predicted: 1st.   
Hairdressing: NVQ Level 1, 2 and 3
Art and Photography: National Diploma- Distinction/Merit/Merit.	Comment by Justine Colwill: Clear Layout of achievements.
English Language: B
English Literature: B
Maths: C
Double Award Science: C
Religious Studies: B
Word Processing: Merit
Geography: D
Welsh Entry Level 3: Pass
References Available Upon Request.	Comment by Justine Colwill: References upon request has been added to new CV.

Component Two: Old Personal Development Plan:

Where am I professionally now?
Working as a full time hairdresser.
Where do I want to be professionally?
I want to change my career path to go into either primary school teaching or to teach hairdressing.
How and when will I do this?
Apply for Education Studies and Psychology undergraduate degree at UWTSD to start September 2016.  Gain a range of experience through volunteering to further knowledge on possible career roots while studying on the undergraduate degree.  Complete the undergraduate degree by 2019.  The PGCE course requires a grade B in Maths GCSE.  Plan to re-sit Maths on a part time course to improve grade from a grade C to a grade B while studying at UWTSD; so if the PGCE is the decided career root I will have all the requirements to apply.  Progress onto a postgraduate course for either the primary PGCE or the PCET to teach hairdressing, depending on choice of career route.

Component Two: Updated Personal Development Plan:

Where am I professionally now?
Due to graduate in July 2020 in a BA (hons) Education Studies Degree.  While still working within the hairdressing industry.  Developing beauty skills to add to my hairdressing skill set.  Currently doing a part time level two nail technician course, gel nail course and a spray tanning course to gain beauty qualifications.  	Comment by Justine Colwill: Career appointment at UWTSD helped me to plan future steps within PDP developed planning and organisation skills.
Where do I want to be professionally?
Teaching, training and assessing students in hairdressing.  In the future beauty and spa treatments once I have gained qualifications and experience.  Further develop my skills in beauty and spa treatments to enhance my skill sets; to have more opportunity for teaching hands on skills that provide hair, beauty and spa services to clients. Hair, beauty and spa treatments link well together which will offer more job opportunities for me. 	Comment by Justine Colwill: Further development opportunities were recognised, beauty and spa treatments were not in my initial career plan, developed creative thinking skills. 
How and when will I do this?
Complete the last year of my undergraduate degree by July 2020, motivated and aiming to complete the degree with a first.  Apply for part time the PCET course as soon as the application opens, to hopefully start the course September 2020 and complete by July 2022. Complete the Level 2 Nail Technician Course by July 2020.  Complete the Gel Nail Course by April 2020. Complete the Spray Tanning Course on the 28th Oct 2019.  Apply for the part time Swedish Massage Course at Gower College Swansea to start in September 2020.  Apply for the part time Indian Head Massage to start in September 2021, as the Swedish massage is a requirement to apply.       
	Comment by Justine Colwill: Achievable targets for myself all within reasonable time scale. Time management developed through the setting of targets. 
Component Three: Personality and Reflection Self-assessments

How well do the following statements describe your personality?
I see myself as someone who:	Comment by Justine Colwill: This chart helped me to recognise my personal -qualities through reflection.
	
	Disagree
strongly
	Disagree a
little
	Neither agree nor disagree
	Agree a little
	Agree strongly

	Is reserved
	
	
	
	x	Comment by Justine Colwill: Made me reflect on how I am when in new situations/places and meeting new people, firstly linking with the description section Gibbs (1988). Which links to the evaluation step mentioned by Gibbs (1988).  Recognised that I tend to be reserved in how much I might interact or discuss while I am assessing the situations/places/new people.  This quality has helped me to think before I speak/act. 
	

	Is generally trusting
	x	Comment by Justine Colwill: Reflected on life experiences and how these have impacted.  Through these experiences I am not as trusting of others as I previously once was.  Action plan as mentioned by Gibbs (1988) I could start to develop again through positive experiences instead of negative experiences. 

	
	
	
	

	Tends to be lazy
	x	Comment by Justine Colwill: Positive reflection here as I work hard and do what is needed with good time management.  Which links to the analysis and conclusion sections mentioned by Gibbs (1988).
	
	
	
	

	Is relaxed and handles stress well
	
	
	
	x	Comment by Justine Colwill: I have handled a lot of stress but do struggle to relax while doing so.  Further development needed in managing relaxation and mindfulness when dealing with stress.
	

	Has few artistic interests
	
	
	
	
	x	Comment by Justine Colwill: Reflected on how much I love different aspects of art, this is a big part of my personality I am proud of.  

	Is outgoing, sociable
	
	
	
	x	Comment by Justine Colwill: This quality is important for the career path I am interested in as it involves working with others.
	

	Tends to find fault with others
	x
	
	
	
	

	Does a thorough job
	
	
	
	
	x	Comment by Justine Colwill: I have worked hard on time management and improving the quality of my work.  I have done this through working on my grammar/ spelling skills and researching. 

	Gets nervous easily
	
	
	
	x	Comment by Justine Colwill: Upon reflection this is an area I want to improve on massively.  Others may say I am confident but this can just be an ‘illusion’ to how I actually feel. This reflection links to the feelings section within Gibbs’ (1988) reflective module.
	

	Has an active imagination
	
	
	
	
	x	Comment by Justine Colwill: This helps me to think creatively and problem solve which are useful skills to have for a range of situations.











Capabilities self-assessment:
For each of the capabilities below ask yourself;
· Have I ever demonstrated experience in doing this? How practised am I in this?	Comment by Justine Colwill: This task developed critical reflection skills by reflecting on past experiences and how this can be improved; as well as areas where experience is needed to develop further.
· How capable am I? What example or evidence could I give of my capability?	Comment by Justine Colwill: Thinking of examples for the sections below developed creative thinking by linking the capabilities to them. 
· How confident am I in my ability?	Comment by Justine Colwill: Discussions in groups within the lectures further developed communication/listening skills. 
· For each of the statements, assess your level of capability as follows;
4 – I am highly capable in this, fully confident of my ability
3 – I am quite capable with some successful experience which I could develop
2 – I have quite limited capability and experience and would need quite a lot of practice to become competent.
1- I have no experience of this and cannot claim capability, would need to develop this (but everyone needs to start somewhere!)
· Write your score for each statement in the column on the right margin.
	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
	4

	
	· Apply energy and dynamism to achieve results effectively
	3

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

	
	· 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
	3

	Total score (out of 28)
	23



	Capability
	Statement
	Self-Assessment

	Interpersonal interaction
	· Grow and maintain networks of social and industry contacts
	2

	
	· 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
	3

	
	· Negotiate and conclude agreements with people
	3

	
	· Lead individuals and groups to achieve common goals
	3

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

	Total score (out of 24)
	16




	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
	2

	
	· 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
	3

	
	· Connect needs, resources, knowledge and technologies to create new products, services and processes
	2

	
	· Develop innovations which can be applied to solve problems and meet actual and potential needs
	3

	
	· Ensure innovations can be produced to meet service user and funding body requirements and expectations
	2

	Total score (out of 16)
	10



	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
	1

	
	· Identify and plan the resources needed for the launch and development of a venture: what will be required, when and potential resource implications
	1

	
	· 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)
	6










	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
	1

	
	· 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
	2

	
	· Review and evaluate the effectiveness of marketing plans
	1

	Total score (out of 24)
	9

	Overall total score (out of 132)
	70

	Divide your overall score by 132 and multiply by 100 to give a percentage.
	53%




Reviewing your self-assessment

Remember that this is a self-assessment, you can use it or not as you wish and can choose to focus only on those areas that you feel are important.

Not everyone wants to be a leader or entrepreneur but having or developing these capabilities will increase your employability as well as improving your chances of gaining promotion, if this is what you want from your employment.

What is important to remember is that many of the capabilities outlined above are used by people in the Public and Third sectors as well as by entrepreneurs in the Private sector. Once you have completed the self-assessment take a little time to think about how the capabilities outlined above might relate to a career that you are interested in.
	How might these capabilities apply to a career in Hair, Beauty and Spa lecturer?

	These capabilities can be beneficial for a hair, beauty and spa lecturer as it includes organisation, communication, time management, problem solving, social and research skills which are essential to do well in the job role.  














Reflective Log:

	The Skills for Life: Employability and Future Pathways (2019) module aims to develop students’ skills for the workplace and enterprise.  There was a focus to critically reflect on personal development needs for future employment.  These processes develop an employability and enterprise mind set (UWTSD, 2019).  Gibbs’ (1988) Reflective Cycle will be used within this reflective log, to aid critical reflection regarding the Employability and Future Pathways (2019) module.  Within Gibbs’ (1988) Reflective Cycle six sections are included, these are: Description, Feelings, Evaluation, Analysis, Conclusion, Action Plan.  The competencies I have developed further within the Employability and Future Pathways (2019) module are communication and listening, reflection, time management, research skills, planning and organisation, creative thinking and problem-solving skills.  The ways these have been developed further will be discussed throughout the reflective log while linking to Gibbs’ (1988) Reflective Cycle.  
	Within the first lecture of the module, we were asked to make notes of our initial thoughts regarding the module.  My initial thoughts were:
“To explore and recognise the skills that I have, that I may not recognise already.  To further develop skills I already have to improve.  Could be a really useful module.  A nice alternative to being provided with an essay title to research individually, as this seems more of a hands on and interactive module that will involve teamwork with activities.”
As noted above, I had positive thoughts and feelings about the module.  I felt enthusiastic about having the opportunity to further develop my skills.  The varied skills and experiences a person has is what employers are seeking in new staff members.
The module highlighted the importance of time keeping and attendance within the workplace.  I improved my attendance and time keeping skills within this module by having 100% attendance, good time keeping for lectures and making a careers appointment.  While at a careers appointment a PDP and CV were discussed, along with different careers (UWTSD, 2019).  Mark Thomas, the career advisor at UWTSD (2019) helped me to consider future professional development steps to use in my PDP.  I have included these in the ‘Updated PDP’ component of this portfolio.  The PDP, itself, developed my planning and organisation skills.  As a result of my reflections from working on my PDP, I decided to study part time at Gower College Swansea (2017).  This course added further practical skills in beauty and spa treatments to improve my future employment chances; through developing creative thinking skills.
This led to improving my ‘Old CV’ to increase the chances of employability.  The ‘Updated CV’ has no grammar or spelling mistakes, with key up to date information, in a professional layout.  The phrase ‘References upon request’ was added as it is a key element to include and had been missed out when the ‘Old CV’ was created (UWTSD, 2019).  Research skills were also developed as I had to research the new content, layout and consider future careers to compile the CV (Christian, 2019).  
Within the lectures there was a range of different activities, I have included the self-assessments for personality and capabilities as one component for this portfolio.  Both pieces of evidence in this component developed critical reflection skills, these are important for continuous self-development (Learning through Serving: Dewey, 1933). The personality self-assessment is a process where personal-qualities are considered.  This can be challenging as being positive about myself is not something that is natural to me (McDonald, 2008).  The personality assessment highlights factors to develop and these can be used to evaluate and plan.  Honest reflection can provide a starting point for self-development (Self-Regulation and Personality, 2006).  
The capabilities self-assessment was done by recalling past experiences and recognising how these were dealt with, what worked well and what could be developed further through discussion.  This developed problem solving, creative thinking, communication and listening skills (Employability and Future Pathways, 2019).  The process enables a person to see areas where they may be lacking in experience and can provide direction on the steps to take next to improve (Gibbs, 1988).  As well as taking into consideration how they were feeling and what they were thinking, these factors link into Gibbs’ (1988) Reflective Cycle on how to improve for the future. 
I found the following areas within the Employability and Future Pathways (2019) module challenging and used Gibbs’ (1988) Reflective Cycle to consider why and how I felt this way.  I found the self-assessment for personality challenging because I was admitting to myself that I get nervous easily; even though I know I experience these emotions regularly.  I normally try to mask nervous, anxious and worrying emotions from others, as I personally feel they are not good qualities.  An action plan, as mention by Gibbs’ (1988) Reflective Cycle, would be to practise breathing techniques to reduce nervous emotions (NHS, 2019).
The careers appointment was useful as it helped to make which career route to take clearer (UWTSD, 2019).  Critical reflection of how I felt about job roles and what I would enjoy, filtered out other possible routes I had been considering (UWTSD, 2019).  Job satisfaction includes a range of factors that we discussed within groups in the Employability and Future Pathways (2019) module.  This group work developed communication and listening skills.  The discussion highlighted factors such as, enjoyment, working hours, pay, holiday, incentives and a company that is run well.  These factors contribute to the productivity of the workplace and employees with job satisfaction are more productive (Aziri, 2011).  I went on to use these factors to help me filter further employment routes. 
The evaluation section in Gibbs’ (1988) Reflective Cycle encourages participants to conclude.  Upon reflection, I feel I participated fully into the Employability and Future Pathways (2019) module.  I have developed skills through the activities and discussions within the lectures and online tasks.  Upon reflection there is nothing I would do differently within this module, as I feel I participated to the best of my ability.
Overall the Employability and Future Pathways (2019) module has developed my communication and listening; reflection; time management; research skills; planning and organisation; creative thinking and problem solving skills for future employment.  I am currently developing my practical skill set in beauty treatments and plan to add spa treatments in the near future at Gower College Swansea (2017). This will all help me gain employment in to teach and assess hair and beauty, as I will have a full understanding of the different aspects of hair and beauty.  This will then inform my work as a lecturer when I have gained my teaching qualification after I graduate. 
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