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1. Part A


1.1 Introduction 

This report will outline why I choose to undertake a professional placement in human resource management and analyse placement opportunities suitable for myself to meet the requirements within HR. Human resource management hasn’t always been a career aim due to not knowing what I want to do however after doing research and visiting career wales ‘ website I undertook a ‘job matching quiz’ (Careers wales, 2020). Career wales suggested a career within human resources which then I researched further. 
	After knowing that HR could be a potential career pathway, I wanted to know more so I decided to pick a HR placement opportunity this way I could really know if this career is right. I considered three suitable placement that met the requirements I was looking for these were castle bingo HR team, Gower College HR team and University of Wales trinity Saint David in the business campus HR team. Therefore, applying to all three organisations with a personal curriculum vitae and cover letter, I accepted the position of a HR intern at UWTSD Swansea business campus. 








1.2 Placement Benefits
	
	Commencing a professional placement in UWTSD HR team will provide many benefits such as:

· Improving skills and knowledge

Reflecting on preplacement blogs I outlined the core knowledge skill ‘digital working’ on CIPD professional map. Being on placement in UWTSD based at a computer will enhance this skill. Placement opportunities mange to give students newly developed skills, specifically to students chosen industry. Research suggests ‘placements are extremely valuable to students in terms of personal academic performance and employability skills’ (Wilson, 2012)

· Increased understanding and awareness of the workplace

Placement will give myself the opportunity to be involved in team-based working, my personal CIPD professional map on blog six identifies a core behaviour in which I wish to improve, this core behaviour is working collaborating, placement will increase this awareness of problem-solving skills with ability to work collaboratively. Research shown by university of Aston explored the link between ‘placements and academic achievement and found that placements do improve degree performance’ (Business, 2020). 

· Enhance my employment prospects. 

After completion of placement it can enhance my chances of getting a temporary or permanent contract following graduation. For example, my placement organisation could view myself as a potential employee in the future and would know my past experience. Interaction with HR professionals during placement can enhance my networking skills, engaging with professionals will provide guidance on how to build a future career. Research shows ‘average salary of students who have completed a successful placement is 8% higher than those students who did not, six months after graduating’ (Business, 2020).  

1.3 Placement Rationale 

I believe that undertaking this professional placement module is very beneficial for myself to gain experience within human resources. Getting an inside to this job role will set myself a mission to see if I succeed and continue a chosen career path in HR, this can include setting myself aims such as getting a clear inside to the job role, therefore I can determine whether its suited to myself. 
Human resource departments today are highly needed within business organisations, HR professionals’ impact how the organisation is run and have a lot of responsibilities. Due to AI enhancement, I still believe that HR positions will be around in the foreseeable future (Meister, 2019). 













1.4 Placement Opportunities


All together I have considered three different organisations which allow placement opportunities, I will be sending each organisation a CV and cover letter to apply for a human resource placement and see if something is available. 
The three organisations are:
· Castel Bingo
· UWTSD business campus 
· Gower college Swansea
Firstly, castle bingo was considered as an option due to a family friend directing myself towards the organisation. All though she didn’t work in human resource’s she had praised the department. After applying using my CV and cover letter they invited me to a formal meeting to discuss further and then offered me the placement opportunity. Castel Bingo had a lot to offer including free parking, close to my home address. This placement was also very suitable due to Castle Bingo offering a paid placement in their human resource department, this would give me the perfect experience I was looking for. 	The organisation also has core values to provide 'quality, value, and service'. They also 'take pride in developing and supporting their staff to achieve their potential at all levels through exiting opportunities and training' (Working at Castle, 2020). Castle Bingo is also proud to achieved re-accreditation as 'Investors in People Gold'. All these extra factors made my decision very hard to pick the right placement opportunity. 
Secondary, UWTSD Swansea business school. After having a one-to-one discussion with Julie Hayward, a lecturer in UWTSD she mentioned a contact she had within the university that she could put myself in touch with, I accepted this kind offer. Later on, Sara in human resource’s contacted me and asked for a CV and cover letter she could pass on to the head of HR for consideration. I was very happy with the outcome of UWTSD HR department offering me a placement as a paid HR intern after a meeting, I accepted this offer straight away. This placement offered a relevant placement as it was in a HR office and it sounded more suitable as I was employed as a HR intern, I felt it was more professional than Castel Bingo. The benefits included a living national wage (UWTSD.ac.uk) and also visiting other university campus’ such as Carmarthen and meet other HR professionals. UWTSD is also my place of study, so I knew the organisation, UWTSD is also close to home. 
Lastly, Gower College Swansea. Applying through email I sent a CV and cover letter looking for a professional placement and in chosen department human resources. Unfortunately, the College had no placements to offer in a HR department. I considered this placement as the college praises themselves to be a good organisation to work for. They have many staff benefits including assistance programs and additional benefits. They also have been awarded disability confidence and many other awards (Gower College Swansea, 2017). All though the college offered other placements in different departments I felt this decision wasn’t suitable or relevant for the experience I wanted to gain. 













2. Part B


2.1 Qualifications Audit 

To secure a placement in UWTSD I needed basic GCSE qualifications such as mathematics and English, UWTSD also asked to include all my qualification’s that I have achieved. All qualifications were listed on my CV. 
I met the requirements of having grades A - D grades in GCSEs including English, Mathematics, Business studies, Religious studies, Sciences’ and Welsh.
I also have certificates in:
· Welsh baccalaureate 
· Working with others
· Communication 
All they above qualifications which I have already achieved will be helpful starting my career in HR, my business studies skill shows that I have been studying business for almost four years and progressed onto a business management degree. During the meeting with UWTSD HR department they asked if I spoke Welsh, they said it wasn’t necessary but would be a bonus. I currently hold a short course qualification in Welsh enabling myself to speak and understand basic sentences in Welsh, although Welsh is something I would like to progress further and achieve a full course qualification. Mathematic and English qualifications are minatory, without these qualifications it can set myself back. 	
For myself to get a career pathway in HR I will need a degree in business management, which I am currently working towards and hoping to achieve a 2:1 or above since employers look for at least a 2:1. A CIPD qualification is very useful and sometimes minatory in high paid HR roles (Swain,2019).
(talk about CIPD and GET SOME REFERENCES)
2.2 Training Needs Analysis

After researching what skills are needed for a career within HR. Some skills included organisation, HRM knowledge and expertise, multi-tasking, conflict management and public speaking. From researching all these skills separately, I need to work on these five practical HR skills when on placement. 
Although organisation is a skill in which I like to think I have, improvement can always be made. Being efficient and organised when on placement is a trait for many types of mangers, all workload must be up to date and accessible as well as arriving on time for scheduled meetings. This skill will be beneficial due to a successful career in a HR department must respond in an efficient and accessible manner (Roundhouse Thinking, 2016). HRM knowledge and expertise is an essential HR skill to have, gaining this HR skill on placement will open up other skills such and will help to understand HR roles such as recruitment, selection, data reporting and absence or disciplinary procedures (AIHR Digital, 2019). Multi-tasking is a common skill used day to day in a HR office, dealing with different issues, questions and strategies at the same time is critical. Giving myself this set goal of improving multi-tasking will help myself in the future (Bruce, 2006).  Working on conflict resolution strategies is common for HR departments, conflict within a workplace such as disagreements can disrupt the workflow, this skill can improve my decision makings and actions. 
Below are some conflict examples HR departments can face: 
· Lost productivity 
· Poor employee health 
· Potential accidents 
· Wasted time 
· Disciplinaries 
· Potential theft or violence 
(Ceplenski, 2013).
 Public speaking is a skill in which I need to better, I lack confidence when public speaking, this needs improvement. Although some HR roles don’t require public speaking, this skill will increase my confidence and every worker is expected to have a clear confident communication skill (Human resources, 2020).

2.3 Pre-Placement Review 

Overall, finding a professional placement was fairly straight forward. However, at the start of being told to find a professional placement it was very new, I didn’t know where to start. Although I knew I wanted a placement within a HR role, I thought finding and applying to organisations would be challenging. After enquiring and applying to one organisation, the challenge got more relaxed. Another small challenge was adapting my current CV to a suitable placement CV, I needed to adapt my CV to suit my needs in finding a professional placement in a HR department, expressing my skills and why this chosen career pathway.

















3. Reference List 



AIHR Digital. 2020. The 12 HR Skills Every HR Generalist Needs (With Infographic) | AIHR Digital. (online) Available at: <https://www.digitalhrtech.com/hr-skills/> (Accessed 1 May 2020).

Bruce, S., 2006. The 9 Essential Skills Of Human Resources Management - How Many Do You Have? (online) HR Daily Advisor. Available at: <https://hrdailyadvisor.blr.com/2006/07/18/the-9-essential-skills-of-human-resources-management-how-many-do-you-have-2/> (Accessed 1 May 2020).

Business, N., 2020. What Are the Benefits of a Quality Placement? (online) NCUB. Available at: <https://www.ncub.co.uk/placements-report/the-benefits-of-a-high-quality-placement.html> (Accessed 28 April 2020).

Careers Wales. 2020. Job Matching Quiz. [online] Available at: <https://careerswales.gov.wales/plan-your-career/job-matching-quiz> (Accessed 26 April 2020).

Ceplenski, C., 2013. 5 Conflict Resolution Practices For HR. (online) HR Daily Advisor. Available at: <https://hrdailyadvisor.blr.com/2013/09/09/5-conflict-resolution-practices-for-hr/> (Accessed 1 May 2020).

Human Resources Degrees. 2020. 5 Skills You Must Have On Your Human Resources Resume - Human Resources Degrees. (online) Available at: <https://www.humanresourcesmba.net/lists/5-skills-you-must-have-on-your-human-resources-resume/> (Accessed 1 May 2020).

Meister, J., 2019. Ten HR Trends in The Age of Artificial Intelligence. (online) Forbes. Available at: <https://www.forbes.com/sites/jeannemeister/2019/01/08/ten-hr-trends-in-the-age-of-artificial-intelligence/#14b09dbc3219> (Accessed 19 March 2020).

Skills, P., 2016. Practical HR Skills - Round House Thinking. (online]) Roundhousethinking.co.uk. Available at: <https://www.roundhousethinking.co.uk/blog/item/31-practical-hr-skills.html> (Accessed 1 May 2020).

Swain, R., 2019. How To Get A Job In HR | Prospects.Ac.Uk? (online) Prospects.ac.uk. Available at: <https://www.prospects.ac.uk/jobs-and-work-experience/job-sectors/recruitment-and-hr/how-to-get-a-job-in-hr> (Accessed 28 April 2020).

Wilson, T., 2012. Review of University-Business Collaboration. (online) Assets.publishing.service.gov.uk. Available at: <https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/32383/12-610-wilson-review-business-university-collaboration.pdf> (Accessed 28 April 2020).



2

1. Appendix 


1.1 Personal Career Action Plan 



Personal Development Plan

Name:	Glesni Loveridge								Date:  01.05.2020

	Objectives
What do I want to be able to do
or do better?
	Success criteria
How will I recognise success?
How will I review and measure my improvement?
	Actions
What methods will I use to achieve my learning objectives?

	Implementation
How will I practise and apply what I learn?

	
Increase and develop new skills such as organisation, HRM knowledge and expertise, multi-tasking, conflict management and discretion.






	I will recognise my success on developing these skills further by knowing I am confident using these skills. 

I will then review and measure improvements by keeping note on what needs improvements and having reviews with my placement mentor.
	
	I will practise these skills by undertaking
my professional placement n HR. I will learn and develop these skills better.

	







	
	
	

	







	
	
	

	





	
	
	












1.2 Curriculum Vitae


Glesni Olivia Loveridge


D.O.B: 27.06.1999	    Mobile: 07469234576   Email: Glesniloveridge@icloud.com

Address: 4 Oakwood Close, Clydach, Swansea SA8 4DU

        OBJECTIVE



I’m Glesni, I am twenty years old and currently studying business management in Swansea university. I am very approachable, honest and confident person with an excellent work ethic. I can work well as part as a team but equally as well on my own. I take pride in my work and give my all in everything I do. I am a very dedicated person and love taking on new challenges to broaden my work-related experiences.
I have a passion for customer service as I have gained more than five years’ experience in many different job roles. I’d like to think my customer service skills are at an intermediate level, but as always there’s always space for improvement. I also have a high level of administration skills due to working full time in the DVLA on a temporary contract.
Due to my current status studying full time in university, second year. One of my modules enquires myself to undertake a professional placement. I am looking for a placement opportunity in human resources management for myself to progress my knowledge and understanding of the area, as this would be my dream career.
        WORK HISTORY

Skills:           
Communication 
           
Teamwork   
                        Technology   
                     Organisation  
                     Leadership 
                              Creativity                              


 
1/11/18- 18/11/19                                       No6Hundred

My most recent part time job was in a lovely café called No6Hundred. The quirky coffee shop is very popular and known for their beautiful afternoon tea’s. My job role was upstairs in the gift shop, I worked between 8-15 hours a week processing sale, bookings, customer query’s and deliveries. Computer and organisational skills were highly needed for this job role, due to handling administration and paperwork. I enjoyed working at No6Hundred, however I handed my notice in due to traveling around Australia.










5/05/19- 19/09/19                                            River Island
I was successful to get an eight-hour contract with River Island, one of my favourite high street shops. This job really suited myself due to my passion for fashion, I toughly enjoyed representing River Island clothes. Customers were main priority within retail, high expectations were set by mangers. Making customers feel welcome and meeting their needs was my aim. Working for River Island includes many things not just making sure customers have a great experience for example, delivery must be done at certain times and replenishment, I enjoy all the tasks that need to be done to make sure our store is well maintained.


[bookmark: OLE_LINK1]20/12/17 – 8/1/18                                      Tesco Llansamlet
[bookmark: OLE_LINK2]After a group interview I was lucky enough to get employed by Tesco PLC. Throughout the Christmas period I worked on health and beauty gifting department, this was stacking the shelves making sure all the Christmas gifts were in the correct place and the appearance was up to standard set by the manager, I would have to go back and forth the warehouse making sure everything was in place and tidy.
After Christmas came to an end, I learnt how to process delivery, I would have to check everything we ordered in was correct and the order was complete, I would make sure they were on a shop floor cage ready for the shelves. Sometimes delivery would be late, I was then given other tasks such as filling up the electricals an example of this could be hair straighteners. Then while processing the order I would make sure all the items in the order were correctly tagged as this was part of the security procedure. I enjoyed going to work and having a positive attitude to help customers as they were our main priority. I loved my time at Tesco meeting new people and learning new skills.
	

			
17/7/17 - 30/9/17                                              DVLA Morriston
[bookmark: OLE_LINK3]While in Next I applied for a full-time case worker position in the DVLA. The assessments were challenging to get employed but I was very motivated to work for the job.
I got invited to an interview and was lucky to hear back within two months offering me contract. I worked in the 'Drivers Medical' department, my job role was to ensure people who 
1. Wanted to renew their driving license 
2. Make a change/ declare a medical condition 
3. Apply for a driving license  
4. A third party have informed about someone’s driving
An example of a medical condition I dealt with was diabetes. I would have to investigate and send questionnaires for the customer with the medical condition to fill in and then examine by using a database to get an answer. In some case’s the data base would tell me to revoke a license, my next plan of action would to be send a letter in a first-class format to let the customer know of the situation with their license. In other case’s customers would make a common mistake for example they would incomplete a question, I would then have to ring the customer to get a clear answer for me to correct and upload to the database, ensuring all safety measures were up to current date standard.
Sadly, my contract came to an end. I enjoyed my time at the DVLA.



14/08/16 - 18/4/17                                       Next Neath
After applying for Next. I got invited to a on shop floor assessment with four other girls, in this assessment I had to meet and greet customers, helping and giving advice, I was lucky to get the permeant job as a sales assistant, later on I realised I was the only one out of four girls I was amazed and motivated. Over the nine months working in Next I picked up many skills and ended up on the delivery team, working Christmas and bank holidays. Sadly, I handed my notice in due to wanting to go full time in the DVLA.
       Qaulifications




I am currently in my second year studying a degree in Business Management in University. I hope to aim for a career within Human Resource Management. 
I have A*- D grades in GCSEs including English, Math’s, business studies, religious studies, science and welsh.
I also have certificates in:
· Working with others 
· Communication 
References 
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4.3   Cover Letter
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Dear [Recipient name],
   CONTACT
MOBLIE

07469234576


EMAIL ADDRESS:

glesniloveridge@icloud.com


ADDRESS:

4, Oakwood Close, Clydach, Swansea
SA8 4DU

I would like to express my interests in finding employment on a part time basis. My current situation is that I’m 20 years old, studying Business Management second year in Swansea University and currently working for their HR department as a student intern.
I have many skills due to being out of education for 4 years. Customer service is my main skill which is at an intimidate level due to working in retail for 3 years, stores including Tesco, Next and River Island. I also have experience of working full time in the DVLA communication and teamwork were priority. Having these experiences made myself confident and wanting to progress. Now that I am currently working for a HR department, my skills within admin are highly experienced. I feel I am highly skilled for a job within admin. 
I enjoy my free time outside university and work; this includes going to the gym and having exciting days out. 

I would appreciate you considering me for any suitable vacancies you may have now or in the future. 
 
I look forward from hearing from you.

Kind regards,
Glesni Olivia Loveridge 
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