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[bookmark: _heading=h.30j0zll]Section 1: Know how to identify development needs

1.1 [bookmark: _heading=h.1fob9te]Identify learning styles for self and another 

James and Gardner (1995) refer to learning styles as “the complex way in which, and conditions under which, learners most effectively observe, process, absorb, and memorise what they are endeavouring to learn”. Awla (2014) states that learning styles play a substantial role in the lives of learners and when learning styles are taken in to account, the learning process becomes more efficient, easier and more successful. Awla (2014) continues to say that an added benefit of identifying learning styles is that it helps learners solve problems more effectively. 
Honey and Mumford (1986a) identified four diverse learning styles, they are Activists, Reflectors, Theorists and Pragmatists. They suggest that the majority of people relate to only one or two of these styles, and that different methods of learning may suit some styles better than others. Honey and Mumford’s learning styles theory is derived from Kolb’s learning styles model (Leaver, 2005). From using the learning styles questionnaire produced by Honey and Mumford (1986b) you can identify your ideal learning styles. 
Through the Honey and Mumford questionnaire I have identified myself as a reflector. From research I have learnt that reflectors tend to stand back and observe, they prefer to, and learn best from using all the information available to them before jumping to a conclusion. 
Another common model used to identify learning styles is the VARK model. The VARK model differs from the Honey and Mumford model of being a learning style questionnaire, as according to Flemming (2006) it focuses on an individual’s preferred styles for interacting and learning and provides feedback on their preferred styles. VARK is an acronym for the four different learning methods which are based on the following senses; Visual, Aural, Read/Write and Kinesthetic. 
According to Ismail (2010) students should be divided according to VARK learning methods to help all learners, regardless of their preferred manner, to learn effectively. 
From the VARK questionnaire I have identified that I am a mild kinesthetic learner. I have learnt that kinesthetic learners prefer to learn things from experiences and real things and have a hands on, trial and error approach. Whilst I agree with the results of both questionnaires and relate to both learning styles, my results have led me to believe that they in fact contradict each other as in the VARK model I have identified as a mild kinesthetic learner and can relate to learning best from trial and error, whereas in the Honey and Mumford questionnaire I have identified as a reflector, and agree that I also like to think about things before jumping to conclusions. Whilst also, in the Honey and Mumford questionnaire I have identified least as an activist, I believe that I relate to this particular learning style in some situations and this also correlates with the VARK outcome identifying me as a kinaesthetic learner.
By completing the Honey and Mumford questionnaire my colleague has also identified himself as a reflector like myself, as well as a theorist, where he learns best from understanding the theory behind the actions and gathering background information. He agrees with this result and relates to both styles. Using the VARK questionnaire, my colleague has identified as a very strong read/write learner, he agrees this has been his preferred method of learning throughout his adult life and relates strongly to this.

1.2 [bookmark: _heading=h.2et92p0][bookmark: _heading=h.m5yajh8f109l]Use a simple technique for identifying development needs for self & another

To identify the development needs for myself, I have conducted a personal SWOT analysis (Appendix A). SWOT is the acronym for ‘Strengths, Weakness, Opportunities and Threats’. The SWOT model focuses on internal factors within the user’s control, which consist of strengths and weaknesses and external factors out of the user’s control, consisting of opportunities and threats.
Sarsby (2012) explains that two added features are required for a SWOT analysis to become advantageous to the user. For this to transpire, initially you should turn SWOT around into TOWS to help connect the internal and external factors, you should then be able to use conversion strategies to match or convert the factors identified and generate strategic options. 
As shown in (Appendix B), I have created multiple strategic options by converting weaknesses into strengths and opportunities, matching my strengths to threats and opportunities, and matching my weaknesses to threats which can then be converted to strengths and opportunities. For example, one of my strategic options is to improve my Welsh Language skills, I have identified this weakness could be transformed into a strength and in turn matched with an opportunity for promotion within my workplace as the Welsh language plays an important role in my organisation, so these acquired skills would improve my promotion prospects. 
Another strategic option would be to utilise the strength of my level of experience within the education and admin sector to match it with the opportunity to apply for jobs in alternative organisations to better my prospects. By matching a strength, such as my IT skills to a threat, in this case the effect COVID-19 has had on the duties of my job role, as COVID-19 has increased the need for my department to work digitally, I am able to use this strength to minimise the threat and in turn create an opportunity to showcase my IT skills that others in my department do not have.
I have also matched my weaknesses to my threats and have identified possibilities to convert these into strengths and opportunities. For example, by improving my low confidence and motivation levels, I can encourage myself to apply for jobs with better prospects to limit the effect a lack of promotion opportunities in my current workplace will have and create additional opportunities for progression.
I have also carried out a SWOT analysis on a colleague to identify their own development needs (Appendix C). Again, I have then conducted a TOWS analysis on my colleague and by using conversion strategies have matched or converted the factors to create strategic options (Appendix D). When converting a weakness into a strength, it can be matched with an opportunity to widen suitable job opportunities. For example, one of my colleague’s weaknesses is their IT skills and therefore by converting this into a strength by enrolling on an IT course, this strength can then be matched with an opportunity to apply for alternative jobs which require a good level of IT skills for the role.
My colleague’s varied employment history and wide range of experience could be used as an advantage and matched with the opportunity to apply for a wide range of jobs especially if they are able to identify their key transferable skills for the specific jobs they are applying for. 
By matching my colleague’s high motivation levels with the threat of high competition levels within their chosen employment field, they can utilise their motivation levels to gain the required qualification by ensuring they upskill via completing a course related to the criminal justice system or by gaining experience working with individuals with challenging behaviour which would be beneficial to their chosen career path and in turn create an opportunity to improve job prospects.
I have also identified and matched the lack of specific qualifications and experience my colleague has within the criminal justice field with the high competition levels for jobs in this sector, by gaining the required qualifications and experience, this weakness and threat converts to a strength and opportunity as it improves my colleague’s job prospects and minimises competition levels. 
By matching the weakness of my colleague’s Welsh Language skills with the threat of employers seeking bilingual employees over my colleague within their chosen field, I have identified that by improving their Welsh Language skills this weakness would be eradicated and could be converted to a strength, and the threat also eradicated and converted to an opportunity as my colleague would be more employable due to being bilingual.
[bookmark: _heading=h.tyjcwt][bookmark: _heading=h.3dy6vkm]
1.3 Identify potential barriers to learning for self and another

Talent LMS - an online cloud learning management system provider - produced a downloadable guide to learner engagement (2018) and in this guide, they explain that any factor that stops a learner from completely engaging in learning activities can be constituted as a barrier to learning. Using the Cross (1981) model, factors that cause barriers to learning are classified into three categories, these categories are situational, dispositional and institutional.
Situational barriers are external factors out of the learner’s control. For example, health problems, work and family related responsibilities, the amount of resources such as time, energy or finances the learner is able to or willing to contribute, levels of support available from others, the distance the learner must travel to access learning. In regards to situational barriers that apply to myself, I feel that work and family related responsibilities and time and energy resources are something which I can relate to within my own learning environment as these factors may potentially pose a threat to my own learning as I am constantly juggling childcare and managing my time in line with my work and family responsibilities, whilst also looking to further my personal development. This is also a barrier with my colleague who has the same barriers as myself, in addition, he does not have any support from his family or friends and is unable to rely on them for issues such as childcare to aid his learning opportunities.
Dispositional barriers are based on the learner’s negative beliefs, attitudes and own perception. This type of barrier consists of factors such as any negative beliefs the learner holds with regards to their ability to successfully complete the learning activity, low confidence and motivation levels, negative beliefs on the benefits of learning and perceptions on learning due to previous negative experiences. Within my own learning environment, the dispositional barriers I face are low confidence and motivation levels which hinder my progression. My colleague has previously encountered negative learning experiences in school which has altered his perception and confidence in learning.
Institutional barriers are factors out of the learner’s control, for example the way in which organisations create, promote, manage or deliver learning opportunities, which may not always take into consideration the suitability for every type of learner. This can include, a lack of information available on learning opportunities, the quality and complexity of the admission and enrolment process, the level or type of previous qualifications required, inflexible learning schedules, inaccessible locations or the availability or quality of support services such as learning support or library facilities. Being a mature learner without the required qualifications needed to enrol on a degree level course I have myself faced institutional barriers with regards to this. Myself and my colleague have also faced barriers to learning where we have found learning schedules to be inflexible and not accessible to those working full time.
[bookmark: _heading=h.1t3h5sf]
1.4 Explain how these barriers to learning can be overcome

Cross (1981) states for learners to obtain a positive learning experience it is essential they overcome all three categories of barriers. 
Situational barriers to learning can be overcome by factors such as attempting to organise time effectively, creating a set childcare routine and investigating what support mechanisms are available to assist with learning. To overcome my situational barriers, with the support of family I could create a set childcare routine and attempt to organise my time more efficiently to utilise my free time to assist myself in completing the Skills for the Workplace course. As my colleague is unable to rely on family and friends for childcare, to overcome this barrier, he could contact relevant support agencies to find out what support is available, for example funding for professional childcare.
Dispositional barriers can be overcome by attempting to change one’s mindset and improve confidence levels. Overcoming my low confidence and motivation levels could be achieved in a number of ways, for example by accessing counselling sessions, gaining support and advice from family or friends or relevant agencies, or accessing wellbeing and confidence building sessions. By listening to previous learner’s experiences, this may assist my colleague to overcome his perception on learning due to previous negative experiences.
[bookmark: _heading=h.4d34og8]Institutional barriers are barriers out of the learner’s control but they can sometimes be overcome by the learner themselves, for example when a learner does not have the required qualifications or skills for their chosen course, they could access an alternative course to bridge the gap and enable them to progress onto a higher-level programme. Institutions can also assist learners to overcome institutional barriers by providing opportunities accessible to all, such as access to online learning or pre-recorded lessons to fit around busy schedules. I have attempted to overcome these barriers by enrolling on the Skills for the Workplace Outreach programme which fits around my busy personal and work life, which will also act as a stepping stone to enable myself to progress to a higher-level qualification. My colleague has enrolled on a distance learning course where the lessons are pre-recorded and can be accessed at any time to fit around his schedule.

[bookmark: _heading=h.2s8eyo1]Section 2: Know how to develop self & others to achieve organisational objectives

[bookmark: _heading=h.y5964rycdc1r]2.1 Analyse learning/development options to meet needs of self & another.

By conducting a TOWS analysis, I have created multiple strategic options for my progression. By examining these along with a recent job appraisal, I have been successful in identifying my learning and development needs and the options available with regards to these.  For example, I have identified the need to develop my Welsh Language skills, I could do this by completing a course through staff development in my workplace and by using my own initiative to learn and practice with colleagues and customers. By undertaking confidence building sessions I could advance my confidence levels, this should then assist myself in applying for jobs to further develop my career. To improve my motivation levels, I could utilise online resources to practice mindfulness techniques, another possibility would be to request feedback from colleagues and family members on my professional performance and personal attributes. By gaining support from my employer to enable me to shadow and observe management staff I could improve my management skills, I could also improve these skills, along with my professional qualifications by completing the Skills for the Workplace and ILM L4 course.
My colleague’s ultimate goal is to gain employment in the National Probation Service. By examining the strategic options created from my colleague’s TOWS analysis, along with a job description for their chosen role, I have identified the available learning and development opportunities in order for them to enhance their prospects of gaining employment and working their way up the career ladder within this sector. The first option is to enrol on a course tailored specifically to the criminal justice system, as although they already hold a degree, it does not relate to the criminal justice system and therefore is not advantageous in this situation. Another option is to volunteer in a variety of areas such as rehabilitation centres or charity organisations in order to gain valuable experience of working with the public, in particular ex-offenders. 
My colleague could also enrol on a Welsh course and use their own initiative to practice with colleagues and customers to develop skills. By enrolling on an online course or using online resources my colleague could improve their IT skills. In addition, they could apply for entry or trainee level jobs within the criminal justice system, my colleague could use this as an opportunity to enter the sector and could then complete a specific Higher Education qualification and internal training to assist them in moving up the career ladder through internal progression.

[bookmark: _heading=h.17dp8vu]2.2 Identify support mechanisms for the development of self & another

For myself and my colleague to overcome our barriers to learning and develop our learning and development needs we are able to utilise a number of support mechanisms to assist us. For example, gaining support from family, friends, employers and a number of external agencies such as student finance, childcare providers and the support services of educational institutions. As I have identified the need for my colleague to undertake volunteer work, they would also rely on support from the selected organisation where they choose to carry out their volunteering activities.

2.3 Prepare development plans for self & another 

By analysing my own and my colleague’s SWOT and TOWS analysis, I have created a Personal Development Plan (PDP) and Action Plan (AP) for each of us. According to Mind Tools (2007) the only way to successfully achieve your desires is to be proactive and take charge. You are required to think about your goals, create an action plan and make small steps towards achieving your goals. Mind Tools (2007) advises this can be accomplished by creating a PDP and AP. Within each PDP I have created a career mission statement, using SMART objectives I have broken this long-term mission statement down to create manageable development goals which must be accomplished in order to achieve the overall objective. SMART is the acronym for ‘Specific, Measurable, Attainable, Relevant and Time-based’. According to indeed.com (2020) setting goals using SMART objectives can assist you in planning, organising and providing structure to achieving your goals. It is more probable you will achieve goals successfully and in an effective manner when using SMART objectives. The AP includes each SMART development goal created along with action steps to succeed.
 
Personal Development Plan
 
Part 1: Personal Analysis  
See SWOT Analysis (Appendix A) and TOWS Analysis (Appendix B)  
 
Part 2: Setting Goals 

See Personal Development Plan (Appendix E) and Action Plan (Appendix F)
 
Person 2  
 
Part 1: Personal Analysis  
See SWOT Analysis (Appendix C) and TOWS Analysis (Appendix D)  
 
Part 2: Setting Goals 
 
See Personal Development Plan (Appendix G) and Action Plan (Appendix H)
  
2.4 Method used to monitor the development of self & another.

By using SMART objectives to create a measurable and achievable PDP and AP it will assist me in successfully monitoring the development of myself and my colleague. I am able to refer to the plans regularly and review, update and adjust the details as necessary to ensure both of us make steady progress and succeed in our overall missions. 
 
Section 3: Know how to prepare for the recruitment process  
 
Reflection on the Recruitment Process  

Baird (1993) states that reflection is a cornerstone of learning and of personal and professional development. With this in mind I have used the Gibbs (1988) reflective cycle to reflect upon and learn from my own recruitment experience. 
 
[image: ] 
Gibbs (1988) 
 
3.1 Description 

I am currently an Administration Assistant working for a large Further and Higher Education college in my local area. I have been employed in this role for over 11 years. Whilst over the last few years I have not been actively seeking a new job role or promotion, in January 2020 an Administrative Officer vacancy arose within my current department. 
Whilst I did not hold all of the required qualifications specified in the job description, I had been carrying out a number of the duties as part of my current role and due to this, after some deliberation I made the decision to apply for the vacancy. 
Having been in the same job role for many years and not being familiar with the modern recruitment process, I was required to complete some research in order to acquire the necessary skills and techniques for the recruitment process. As part of my research I used resources and tips from reed.co.uk, indeed.co.uk and cv-library.co.uk. 
My application was shortlisted for an interview; however, I was not successful at the interview stage and the vacancy was allocated to an external applicant holding the required qualifications.

3.2 Feelings 

Prior to the vacancy arising I felt content and secure in my current job and did not push myself to seek promotion within the organisation or to seek a higher-level job externally. I was happy coasting along and lacked the motivation to enhance my career prospects. When the job vacancy arose, it prompted me to consider my future prospects and the options available to myself. After much deliberation and careful consideration by myself, my motivation levels increased and my desire to gain the role amplified. 
From the outset of the application process, I struggled with my confidence levels and had to fight to push myself out of my own comfort zone. Due to the lack of experience in applying for jobs I felt overwhelmed and desperately required help and guidance on creating suitable documents to support my application and on the interview process. 
By using the internet, I was relieved to find many useful websites to assist with creating a CV, covering letter and job application. I also used online resources to gain interview tips and techniques. This research increased my confidence levels slightly; however, I still became increasingly nervous and stressed at the thought of the interview process and at times considered withdrawing my application. 
Upon reflecting on the experience, I am satisfied and proud that I pushed myself out of my comfort zone, and I now feel less anxious and better prepared for the recruitment process in future. Whilst I am disappointed that an external applicant was successful in gaining the role over myself, I now feel better equipped and inspired to aim for successful promotion.
   




3.3 Evaluation 

By completing research into the recruitment process in order to complete the application documents, my developed skills played a major part in allowing me to gain an interview place, however there were a few negative instances which hindered my succession. 
In the first instance, when the vacancy arose, as this was an internal vacancy I had the opportunity to demonstrate to the management team that I was skilled and motivated enough to carry out the duties of the role, however, as I was undecided on applying for the job I did not highlight my interest to the management team. The second instance which proved unsuccessful was the interview stage, where I lacked confidence therefore failed to express myself successfully to display my suitability for the role. Lastly, I lacked the professional qualifications required for the role, and whilst I hold a vast amount of experience and knowledge in the field, I do not hold the professional qualifications required to strengthen this.
 
3.4 Analysis 

In summary, the research I completed with regards to the application process proved to be greatly beneficial in gaining an interview. This was due to using online resources to assist myself in completing a comprehensive application form, CV and covering letter to demonstrate my skills and experience appropriately in line with the job description. The research also assisted myself in learning important interview tips and techniques such as the STAR approach, how to prepare answers for competency-based questions, appropriate dress code for interviews and how to make a good first impression. 
Whilst on paper I was able to suitably demonstrate my skills, it was my confidence levels which hindered my face-to-face communication skills and prevented me from displaying my suitability. Due to my confidence levels, I failed to showcase my skills appropriately prior to, and during the interview process. By failing to highlight to my management team that I was interested in the job vacancy I displayed a lack of motivation and confidence. Also, my confidence levels greatly affected my interview performance, this was evident in the feedback I received from the interview panel. Even though I had researched and prepared well for the interview, including learning the STAR approach, it was not enough to prove successful. By using the STAR approach and preparing answers for competency -based questions, I should have been able to demonstrate my skills and experience effectively. However, due to my lack of experience at interviews my confidence lacked and I was unable to successfully display my suitability.
Wickramshinghe and Perera (2010) have discovered that confidence is one of the most important qualities of candidates. This is further emphasised by Davies (2000) whom states that confidence is one of the twenty most important skills currently sought by employers. 
I have also found that, even though I have a number of years’ experience working in this field and have acquired most of the required skills to succeed, I do not hold the required professional qualifications for the role, which could hamper my success in the recruitment process. To avoid this situation in future I would need to improve my confidence levels along with gaining the necessary professional qualifications. 
  
3.5 Conclusion 

By analysing the recruitment process as a whole I feel that by improving on negatives such as my lack of required qualifications and identifying coping strategies for my confidence levels, I will be better prepared for future interviews. During this recruitment process, as my last interview prior to this was over 11 years ago, I have learnt a lot with regards to the modern application and interview process. For example, prior to my research I was unaware that a large number of employers now ask competency-based questions during an interview. I was also unaware of the STAR approach to assist in answering these types of questions. I have also learnt to tailor documents such as a CV, covering letter and job application form to the specific job role, and to use a skills-based CV in order to place emphasis on the transferrable skills I hold rather than my work history or professional qualifications. 
Some of the most important discoveries I have found during this process is that whilst I was able to demonstrate my suitability for the applied role during the initial recruitment stage, namely on my CV and application form. I was unable to follow this through by demonstrating my suitability at the interview stage, as I was shocked by the formality of the interview and my lack of ability to utilise the STAR approach in a formal environment, which impacted on my confidence levels during the interview.

 3.6 Action Plan 

In order to be better prepared for future recruitment processes, I have planned to further my professional qualifications by enrolling on the Skills for the Workplace course. In addition to help me prepare, within my PDP (Appendix E) and AP (Appendix F) I have identified a series of actions required to increase and monitor my confidence levels. In future interviews I also plan to utilise cue cards to prompt myself and allow me to be more confident when answering questions.
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Appendix A  

	PERSONAL SWOT

	STRENGTHS
· Organised
· Calm
· Focused
· IT competent
· Able to facilitate good working relationships
· Completed work is thorough and accurate
· 12 years’ experience in Education and Admin sector

	WEAKNESSES
· Lack of confidence
· Take things personally
· Low motivation levels
· Basic Welsh language skills
· Lack of qualifications


	OPPORTUNITIES
· Possibility of some long-term promotion opportunities available in workplace
· Option to undertake courses to enhance qualifications and job prospects
· Option to apply for jobs in alternative organisations with better prospects
· Option to undertake mindfulness/confidence building sessions to improve confidence

	THREATS
· Lack of staff development
· Small number of promotion opportunities in current department
· COVID-19 changing the duties of my job role
· Poor communication in workplace



Appendix B
	PERSONAL TOWS

	
	OPPORTUNITIES
O1 Possibility of some long-term promotion opportunities available in workplace
O2 Option to apply for jobs in alternative organisations with better prospects
O3 Option to undertake courses to enhance qualifications and job prospects
O4 Option to undertake mindfulness/confidence building sessions to improve confidence

	THREATS
T1 Lack of staff development
T2 Small number of promotion opportunities in current department
T3 COVID-19 changing the duties of my job role
T4 Poor communication in workplace



	STRENGTHS
S1 IT competent 
S2 Able to facilitate good working relationships
S3 12 years’ experience in education and admin sector


	S2/O1 Use the ability to facilitate good working relationships in workplace to improve possibility of long-term promotion
S3/O2 Utilise level of experience in chosen field to apply for similar/higher level jobs in alternative organisations with better prospects

	S1/T3 Utilise IT skills to minimise the threat of COVID-19 changing the duties of my job role
S2/T4 Use the ability to facilitate good working relationships to improve the communication in workplace

	WEAKNESSES
W1 Basic Welsh language skills
W2 Lack of confidence 
W3 Lack of qualifications
W4 Low motivation levels
	W1/O1 Develop Welsh language skills to improve opportunity of long-term promotion in workplace 
W2/O4 Use mindfulness/confidence building sessions/techniques available to improve confidence 
W3/O3 Undertake courses to improve qualifications and job prospects

	W1/T1 Develop Welsh language skills myself to avoid threat of lack of staff development
W2/T2 Undertake confidence building sessions to improve confidence levels and assist myself to apply for jobs with better prospects to limit the effect of a lack of promotion opportunities currently available
W4/T2 Improve motivation levels through mindfulness techniques to assist myself to apply for jobs with better prospects to limit the effect of a lack of promotion opportunities currently available







Appendix 	C

	SWOT PERSON 2

	STRENGTHS
· Organised 
· Calm
· Focused
· Determined
· Motivated
· Goal Orientated
· Lack of professional qualifications
· Experience in different settings
· Communication Skills

	WEAKNESSES
· IT Competency
· Job Specific qualifications
· Using own initiative
· Creativity
· Patience





	OPPORTUNITIES
· Enrol in new qualifications to upskill and make use of time management
· To start a new role and gain a degree, experience and knowledge


	THREATS
· Lack of promotion opportunities and opportunities to move up the scale
· COVID-19 threat of changing the demand for my job role
· Lack of work to challenge and push
· Lack of funding in current role





Appendix 	D

	
TOWS PERSON 2

	
	OPPORTUNITIES
O1 Option to apply for new job role
O2 Option to enrol on course 
O3 Opportunity to strengthen IT skills to widen suitable job opportunities
O4 Develop Welsh Language skills through staff development

	THREATS
T1 Risk of redundancy
T3 High level of competition to get into chosen employment sector
T4 Employers seeking Welsh speakers limiting job opportunities

	STRENGTHS
S1 Highly motivated to succeed 
S2 Varied employment history and experience
S3 Quick learner

	S1/02 Use high motivation levels to enrol on further courses
S2/O1 Use varied employment history and experience as an advantage when applying for jobs
S3/O3 Use the strength of being a quick learner to develop IT skills
	S1/T1 Use motivation levels to improve skills to minimise risk of redundancy
S1/T3 Use motivation levels to gain required qualification for chosen job role and minimise threat of high levels of competition
S2/T1 Use varied employment history and experience to minimise risk of redundancy in current workplace by seeking a more secure job
S3/T4 Utilise skill of being a quick learner to improve Welsh skills and improve job opportunities


	WEAKNESSES
W1 Lack of specific qualifications and experience required for chosen role
W2 IT Skills
W3 Welsh language skills
W4 Have not worked for current employer long
	W1/02 Undertake specific courses to gain qualifications and improve job prospects for chosen role 
W2/O3 Enrol on course to strengthen IT skills and widen suitable job opportunities
W3/O4 Develop Welsh Language skills through staff development
	W3/T4 Improve Welsh language skills to minimise a limit on available job opportunities due to the threat of employers seeking Welsh speakers
W1/T3 Gain specific qualifications and voluntary experience required for chosen job role to enhance opportunity and minimise competition
W4/T1 Seek a more secure job where there is less risk of redundancy - would not be entitled to redundancy in current job due to length of employment 






Appendix E

[bookmark: _Toc23779]Personal Development Plan Worksheet
	Name:
	Current Position:
	Date Started:

	Kirsty Owen
	Admin Assistant
	Nov 2008

	Career Mission Statement (What you intend to accomplish, and why)

	To gain promotion in current workplace or new job in Admin/Management sector to enhance prospects and improve income

	Development Goals

	Goal: Increase confidence levels
	Target Date: May 2021
	Goal: Improve Welsh language Skills
	Target Date: November 2021

	Goal: Increase motivation levels
	Target Date: May 2021
	Goal: Improve management skills
	Target Date: November 2021

	Goal: Complete Skills for the Workplace and ILM L4 course
	Target Date: September 2021
	Goal: Complete further two years of HE qualification
	Target Date: September 2023

	Skills Audit 	
A: I have accomplished this skill/ I demonstrate high competence
B: I have this skill/competency but some improvements could be made
	C: I need to improve this skill/competency 
D: I need to put in considerable work to develop this skill/competency
E: I need to acquire this skill/ develop this competency

	Skill/Competency
	Rank
	Skill/Competency
	Rank

	
	Now
	6m
	12 m
	24 m
	36 m
	
	Now
	6m
	12 m
	24 m
	36 m

	Confidence levels
	C
	
	
	
	
	Welsh language skills
	D
	
	
	
	

	Motivation levels
	C
	
	
	
	
	Management skills
	E
	
	
	
	


[bookmark: _Toc23780]
Appendix F

Action Plan
	Action Plan for the next _____6-12____ months 
	
	
	

	Development Goal
	Action Steps
	Complete by (Date)
	What support and resources will I need?
	Evaluation

	Increase confidence levels
	Complete confidence building sessions

Push myself out of my comfort zone

	May 2021
	Childcare

Support from family

Support from employer

	Assess my attitudes and way of working

Feedback from colleagues

Job appraisal with line manager


	Increase motivation levels
	Use mindfulness techniques
	May 2021
	
Online resources

Support from family and colleagues
	Assess my attitudes

	Action Plan for the next ____12-24_____ months 
	
	
	

	Development Goal
	Action Steps
	Complete by (Date)
	What support and resources will I need?
	Evaluation

	Complete Skills for the Workplace and ILM L4 course
	Attend Skills for the Workplace course 

	September 2021
	Childcare whilst attending course

Support from family

Support from University - tutor support, Library services

Support from employer to be flexible with hours
	Passing course

	Improve Welsh language Skills
	Enrol on Welsh course

Practice Welsh skills with colleagues and customers

	November 2021
	Support from employer to complete course through staff development

Support from colleagues and customers to help practice and develop my skills

	Utilise opportunities in work to speak Welsh and assess my skills

Feedback from colleagues and customers


	Improve management skills
	Attend Skills for the Workplace course

Shadow and observe management staff in work

	November 2021
	Childcare whilst attending course

Support from family

Support from University - tutor support, Library services

Support from employer to be flexible with hours

	Passing course

Feedback from colleagues

Job appraisal with line manager


	Action Plan for the next ____24-36_____ months 
	
	
	

	Development Goal
	Action Steps
	Complete by (Date)
	What support and resources will I need?
	Evaluation

	Complete further two years of HE qualification
	Attend further two years of Skills for the Workplace course 

	September 2023
	Childcare whilst attending course

Support from family

Support from University - tutor support, Library services

Support from employer to be flexible with hours

	Passing course





Appendix G

Personal Development Plan 
	Name:
	Current Position:
	Date Started:

	Person 2
	Admin Assistant
	March 2019

	Career Mission Statement (What you intend to accomplish, and why)

	To gain job in Probation Service and work way up career ladder within the service

	Development Goals

	Goal: Improve IT skills
	Target Date: May 2021
	Goal: Gain entry/trainee level job in Probation Service
	Target Date: November 2021

	Goal: Improve Welsh language skills
	Target Date: May 2021
	Goal: Complete Criminal Justice basic qualification
	Target Date: November 2022

	Goal: Gain voluntary experience working with public, in particular with offenders
	Target Date: November 2021
	Goal: Complete Criminal Justice Higher Education qualification
	Target Date: November 2023

	Skills Audit 	
A: I have accomplished this skill/ I demonstrate high competence
B: I have this skill/competency but some improvements could be made	
	C: I need to improve this skill/competency 
D: I need to put in considerable work to develop this skill/competency
E: I need to acquire this skill/ develop this competency

	Skill/Competency
	Rank
	Skill/Competency
	Rank

	
	Now
	6m
	12 m
	24 m
	36 m
	
	Now
	6m
	12 m
	24 m
	36 m

	IT skills
	C
	
	
	
	
	Criminal Justice basic qualification
	E
	
	
	
	

	Welsh language skills
	D
	
	
	
	
	Criminal Justice Higher Education qualification
	E
	
	
	
	

	Experience working with public
	E
	
	
	
	
	
	
	
	
	
	





Appendix H

Action Plan

	Action Plan for the next _____6-12____ months 
	
	
	

	Development Goal
	Action Steps
	Complete by (Date)
	What support and resources will I need?
	Evaluation

	Improve IT skills
	Teach myself using hints and tips found on web 

Enrol on online course

	May 2021
	Internet access / laptop

Support from training provider
	Practice new skills learnt 
Passing course

	Improve Welsh language skills
	Enrol on Welsh course

Practice Welsh skills with colleagues and customers
	May 2021
	Support from employer to complete course through staff development

Support from colleagues and customers to help practice and develop my skills

	Utilise opportunities in work to speak Welsh and assess my skills

Feedback from colleagues and customers


	Action Plan for the next _____12-24____ months
	
	
	

	Development Goal
	Action Steps
	Complete by (Date)
	What support and resources will I need?
	Evaluation

	Gain voluntary experience working with public, in particular with offenders
	Voluntary work
	November 2021
	Childcare

Support from employer for flexible hours

Voluntary placement

	Update CV and review additional skills and experience gained

	Complete Criminal Justice basic qualification
	Find and enrol on suitable course
	November 2021
	Childcare whilst attending course

Support from family

Support from college - tutor support, Library services

Support from employer to be flexible with hours
	Passing course

	Action Plan for the next ____24-36_____ months 
	
	
	

	Development Goal
	Action Steps
	Complete by (Date)
	What support and resources will I need?
	Evaluation

	Gain entry/trainee level job in Probation Service
	Apply for suitable jobs
	November 2021
	Internet access/laptop
Access to job search sites
	Gaining a job

	Complete Criminal Justice Higher Education qualification
	Find and enrol on suitable course
	November 2023
	Childcare whilst attending course

Support from family

Support from University - tutor support, Library services

Support from employer to be flexible with hours
	Passing course





Appendix I

PLEASE TYPE OR COMPLETE THIS FORM IN BLACK INK AS IT WILL BE PHOTOCOPIED

	POST APPLIED FOR: Administrative Office (Graig, Llanelli)
	POST REF. No.: 19-20/02/01	



1. PERSONAL PARTICULARS

	
Surname: Owen	Initial(s): K	                            

Address: 11 Heol Dderwen, Llanelli	

	Post Code: SA15 1JQ	

Telephone Nos.:  Home: 	 Office: 01554 748392	Mobile: 07875810818	




0. PRESENT POST

	
Job Title: Administrative Assistant	

Employer: Coleg Sir Gar	

Employer Address: Graig Campus, Sandy Road, Llanelli, SA15 4DN	

Date of Appointment: 01/09/2008	Present Salary: £19816	

Duties: Provide general administrative support. Perform Financial, Registry and Admissions functions. Input data into various computerised record systems. Collate and process EMA documentation and payments. Process vehicle and room bookings. Input timetables on EBS. Record and report student and staff absences. Provide a reception service for visitors, students and staff. Sort and distribute incoming and outgoing mail. 




3. MEMBERSHIP OF PROFESSIONAL BODIES AND IN-SERVICE TRAINING

	
Details of professional memberships and relevant training courses/seminars attended

	DATES
	MEMBERSHIPS/COURSES/SEMINARS ETC
	

	19/10/2018
03/09/2018
25/04/2018
01/03/2018
08/01/2018
08/01/2018
01/03/2017
17/10/2016
01/09/2016
01/09/2016
19/04/2016
04/12/2015
16/10/2015
05/01/2015
23/10/2013
24/04/2013
13/03/2013
14/10/2011
30/09/2008
	Pivotal – student behaviour training 
Vision and Mission statement
Student Loan Company – Learning Centre service review forum
Data protection briefing – GDPR edition
Basic Welsh for functional areas
Welsh Language Standards training
Information Security Essentials certificate
Values and Behaviours
Safeguarding Essentials certificate
Equality and Diversity briefing certificate
Student Loan Company – WGLG & EMA Seminar
Education and Training Foundation - PREVENT
PREVENT training
Welsh Language Standards training
Safeguarding e-Academy – Awareness of child abuse and neglect young people
Student Loan Company – Further Education Annual seminar
Managing Challenging Behaviour
World Host Customer Service training
Coleg Sir Gar Welsh for Beginners Level 2 (7-month course)
	
External






External
External 

External

External




4.   EDUCATION

Grades for GCSE qualifications or equivalent must be provided for shortlisting purposes.  If no grades are inserted it will be assumed that you do not hold these qualifications.  Shortlisted candidates will be required to produce original certificates for all relevant qualifications.

	SCHOOLS, COLLEGES, UNIVERSITIES ATTENDED (INCLUDING PART TIME STUDY)
	LEVEL OF QUALIFICATION (e.g. GCSE, A Level, HND)
	SUBJECT
	GRADE ATTAINED FOR EACH SUBJECT

	Coleg Sir Gar


	OCR Level 2 NVQ
	Business and Administration
	Pass

	Coleg Sir Gar




	OCR Level 1 Award
	Text Processing (Business Professionals)
	Pass

	Coleg Sir Gar




	Edexcel BTEC Level 2 Award
	Principles of Customer Service in Hospitality, Leisure, Travel and Tourism
	Pass

	Coedcae School




	GCSE
	Maths
	A

	Coedcae School




	GCSE
	English
	A

	Coedcae School




	GCSE
	Welsh
	B



(Attach additional sheets if necessary)
5.	PREVIOUS APPOINTMENTS (LAST 10 YEARS ONLY), COMMENCING WITH YOUR LAST (NOT CURRENT) EMPLOYER
	NAME AND ADDRESS OF EMPLOYER
	JOB TITLE
	FINAL SALARY
	PERIOD OF SERVICE
FROM	               TO

	Coleg Sir Gar, Sandy Road, Llanelli, SA15 4DN
	Administrative Assistant
	£19816
	01/09/2008 to present



























6.	EXPERIENCE
	
Give a brief outline of your experience and personal qualities which you consider make you a suitable applicant 
for this appointment.  Please refer to the job description and person specification to prepare this information.  
(Attach additional information sheets if necessary).

I currently have 11 years’ experience working as an Administrative Assistant at Coleg Sir Gar, carrying out my duties professionally and consistently, demonstrating commitment, efficiency and accuracy whilst doing so. My experience of working in a busy and diverse office has helped me to gain a wealth of knowledge, confidence and the ability to prioritise tasks and work under pressure to meet deadlines on a daily basis.
I have become exceptionally confident in ensuring campus office procedures are followed and adhered to, ensuring activities are performed proficiently to the highest standard. In my recent appraisal my line manager stated that I understand and carry out my job role, its responsibilities and associated procedures very well.
Within my current role I am required to provide evening reception and office cover on a daily basis whilst operating the main switchboard for all 5 Coleg Sir Gar campuses. This often means that I am predominantly working alone in the absence of the Campus Operations Manager and Assistant Campus Manager and therefore as such, I am the first point of contact dealing with any issues which arise across all campuses including emergency situations. I am able to use my own initiative and always ensure I work calmly and responsibly, ensuring the wellbeing of colleagues and learners are a priority in any decisions I make.
I strive to ensure excellent customer service for all learners, staff and visitors by providing a knowledgeable and welcoming environment, whilst offering a bilingual service at all times through the language skills I have gained from working at Coleg Sir Gar and with the assistance of fluent Welsh speaking colleagues. During my employment, I have undertaken a Coleg Sir Gar Welsh for Beginners Level 2 course and have undertaken many other internal Welsh language training sessions, including most recently Welsh Language Standards training to develop my language skills in accordance with the bilingual policy.
I always ensure that my behaviour is consistent with the college strategic plan mirroring that of an institution which is striving for excellence. In addition to my customer service experience I also possess an Edexcel BTEC Level 2 Award and a World Host Certificate in Principles of Customer Service. I have also undertaken training on Managing Challenging Behaviour and Values and Behaviours which have aided my ability to ensure diversity and equality principles are applied at all times.
Although my current role is not supervisory I believe I am able to motivate and assist with the management of staff, at present I am required to pass on requests to support and caretaking staff, whilst being mindful of their current workload and the priority of the requests. I am able to do this successfully through building effective close working relationships with colleagues.
During busy periods I have been asked to assist with electronic timetabling duties developing an understanding of the processes involved. I carry out enrolment duties ensuring Registry procedures are always implemented when enrolling students. I have undertaken yearly enrolment refresher training which includes updates on any new procedures and EBS developments. I also assist in the co-ordination of enrolment by ensuring all required signage, documentation and information is available. As well as general part time and full-time enrolments I have also assisted with cost recovery courses by logging interest, liaising with staff and relevant individuals interested, taking payments and enrolling. 
Within my current role I am required to process Educational Maintenance Allowance payments on a weekly basis, adhering to stringent procedures and deadlines. I have attended annual Student Loan Company seminars and review forums to ensure I am competent and up to date with any developments relating to Educational Maintenance Allowance and Welsh Government Learning Grants. As such I can provide advice and guidance to students regarding the different funding options available including EMA, WGLG and the college’s Financial Contingency Fund.
I am required daily to liaise with teaching and support staff on matters such as vehicle bookings, room bookings, communicating messages, issues regarding students and all aspects of admin work they require. I also work closely with Faculty managers, in particular the Faculty Manager of Engineering and Computing, ensuring all of the department’s orders are processed in a timely manner and in line with financial procedures.
I perform financial functions relating to the collection of campus income, refunds and banking, whilst doing this I complete all required documentation precisely and efficiently. I have responsibility for stock replenishment of stationery, first aid supplies and PPE for Caretaking and Estates staff. I regularly place orders using the college credit card and I am fully aware of the procedures and documentation required for this aspect of the role. 
I have assisted with estates related issues, some of these duties include room checks, creating signage, fault reporting and communicating messages to responsible staff members for them to input onto a computerised work system. This aspect of my role has allowed me to become fully aware of the health and safety issues on campus and has allowed me to contribute to the regular monitoring of the campus environment. 
Currently I process internal room bookings, updating the online booking system and EBS in a timely manner, ensuring no clashes arise. In addition to this I also assist with external bookings by taking invoice payments and working closely with external agencies such as CAMHS to allocate suitable meeting facilities for them to meet with staff and students. 
On a daily basis I process staff vehicle booking requests and approve travelling expenses, this role has also allowed me to become fully competent with the online booking system whilst ensuring bookings are accurately entered and procedures are followed correctly whilst meeting monthly deadlines for payroll. I have also liaised with the Transport department to assist with the management of fleet vehicle checks and fault reporting.
Campus Office acts as a main point of contact in first aid and emergency situations, when a first aider is needed I am confidently able to liaise with staff and the casualty in a calm and collective manner, whilst following relevant health and safety and safeguarding procedures. I also assist with the reporting of first aid incidents by ensuring staff members complete the relevant paperwork before passing it on to the Campus Operations Manager. I have also acted as a fire marshal assisting with fire evacuations appropriately when needed.
I have a fair understanding on the educational visits policy and procedures and have assisted responsible staff in checking required documentation is present and correct whilst adhering to strict procedures. Whilst working on reception I am the first point of contact for any student transport queries or issues, I am also required to distribute bus passes with the responsibility to ensure student ID checks are carried out prior to issuing of the pass. I also ensure queries I am unable to deal with are passed on to the Transport department efficiently.
Daily I am required to issue staff members with keys ensuring the correct protocol is followed for the recording of this. Another responsibility includes the permanent issuing, programming and accurate recording of key fobs and access cards to staff, I am aware of the importance of security and the responsibility this entails. I have undertaken training on the programming of key cards for the most recent key card access system installed in the college. 
Day-to-day I am required to record sickness and absences of campus-based staff and learners in compliance with correct procedures, this is a duty I carry out efficiently and most importantly confidentially. I am flexible within my working hours, often working outside of the normal working hours and adjusting my working hours to meet the business needs of the department. This is especially evident at the start of the academic term as well as covering events such as part time enrolment, open evenings throughout the year and during periods of staff leave.
I am exceptionally proficient within my use of the college’s IT systems, holding an OCR Level 2 NVQ in Business and Administration and an OCR Level 1 Award in Text Processing. Within my recent appraisal it was commented that I am quick at picking up new duties and skills and it is in my action plan to access the ECDL qualification to consolidate my skills further as part of my ongoing professional development. 
In addition to my current workload and through my work with the Director of Learner Progression I have developed a strong link with partner school staff, carrying out duties such as being the lead point of contact for school reports ensuring staff complete them efficiently and accurately and ensure the information forwarded to schools is GDPR compliant. I have planned and coordinated school drop-in sessions and regularly liaise with both college and school staff regarding any developments and issues that arise.  
I have taken the lead with the coordination of annual school Taster Day sessions, creating various databases and documentation, organising refreshments and ensuring all related information is shared with relevant parties, including management and support staff on each campus to ensure the smooth running of the sessions. I also assist with the transport arrangements by liaising with partner schools and the local transport supplier. 
Again through my ability to establish positive relationships with colleagues and students I have assisted the Director of Learner Progression with the coordination of the Ambassador programme, starting from the application stage through to the concluding stage, this includes all the administration work involved with shortlisting for interviews, keeping applicants informed of decisions, ordering ambassador uniform by liaising with local suppliers, creating an information database on successful applicants, monitoring engagement and processing approved payments.
I believe I have demonstrated my suitability to become an Administrative Officer at Coleg Sir Gar, demonstrating through my 11 years’ experience that I possess the ability to thrive in a demanding role which carries responsibility and a high level of professionalism. I have demonstrated my ability to provide a knowledgeable service to all learners, staff and visitors using effective communication and customer service methods. I have also consistently demonstrated my ability to work under pressure whilst always remaining calm and focused. I believe the chance to work in this role will allow me to further enhance my professional career allowing me to improve my own performance to ensure the best experience for all stakeholders in particular those learners whom choose to study with us at Coleg Sir Gar.



















7.	ADDITIONAL INFORMATION

	
Please indicate your degree of fluency in Welsh by circling the appropriate description

SPOKEN:	Good (Level 3/4)		Fair (Level 2)		Poor (Level 1)		None (Level 0)

WRITTEN:	Good (Level 3/4)		Fair (Level 2)		Poor (Level 1)		None (Level 0)


	
Please indicate if you would like further correspondence from Coleg Sir Gâr in Welsh?  		YES/NO

Please indicate if you would like the interview conducted through the medium of Welsh? 		YES/NO 
(If YES simultaneous translation will be provided)

	
Do you possess a full driving licence?            YES/NO	           Do you own a car?         YES/NO


	
Have you ever been convicted of, or cautioned for, any criminal offences, or are there any such proceedings pending?   

YES/NO 	If ‘yes’ please give details (with dates):

NB. All posts will be subject to a satisfactory Disclosure & Barring Service (DBS) check.

	
To what period of notice are you subject in your present employment? N/A	


	
Please state any dates/period that you will be unable to attend for interview (no guarantee is given that interviews will be re-scheduled to meet your availability): 
                                                                             ………………………………………………………………………………………….




8. REFEREES

	Persons to whom the college may refer regarding personal character, capabilities, experience etc. at least one of which should be your present or last employer.   (Do not nominate family members or personal friends).  Referees will be contacted prior to the interview, unless specified below.  All offers of employment at Coleg Sir Gâr are subject to the College being satisfied with the references received.

	
NAME:  Sarah Hopkins	

DESIGNATION:  	Director of Learner Progression	

ADDRESS:  Coleg Sir Gar, Graig Campus, Sandy Road, Llanelli, SA15 4DN	

 	

DAYTIME TEL No. 	01554 748113	

e-mail ADDRESS:    sarah.hopkins@colegsirgar.ac.uk	
	
NAME:  Adam Twells	

DESIGNATION: 	Faculty Manager of Engineering and Computing	

ADDRESS:  Coleg Sir Gar, Graig Campus, Sandy Road, Llanelli, SA15 4DN	

 	

DAYTIME TEL No. 	01554 748350	

e-mail ADDRESS:    adam.twells@colegsirgar.ac.uk	


	
Please indicate the name of any referee that you do not want us to contact prior to the interview: 

…………………………………………………………………………………………………………………………………………………




9. DATA PROTECTION ACT 1998

	Data on this form will be processed for administrative purposes and will be passed to third parties in the selection process. The data collected will be subject to the Data Protection Act 1998.  The application form and equality and diversity monitoring form will be retained by Coleg Sir Gâr for 6 months after an appointment is made.  If you are appointed to the position this application form will remain on your personnel file and will not be destroyed.  The information provided on the equality and diversity monitoring form will be processed and retained in an anonymous state for collective monitoring purposes.   Please note carefully that by signing this form you are giving explicit consent for the data to be collected, recorded and used for the above purposes.



I declare that to the best of my knowledge the information I have given is correct, and I understand that canvassing of members of the college will disqualify me from appointment.

SIGNATURE: 	DATE: 	
FORM TO BE RETURNED TO: 
HR DEPARTMENT, COLEG SIR GÂR, SANDY ROAD, PWLL, LLANELLI, CARMARTHENSHIRE, SA15 4DN
PER 29

 
 
 
 


Appendix J
 Kirsty Owen
11 Heol Dderwen, Llanelli, Carmarthenshire, SA15 1JQ
07875810818
kirstyowen@hotmail.co.uk

Personal statement


Administrative Assistant with over 11 years’ experience working in a reputable higher educational establishment, particularly skilled in managing fast-paced, front desk operations whilst providing and ensuring administrative support and customer service objectives. Digitally skilled and adept at prioritising tasks, maintaining organisation and optimising workflow. Accustomed to balancing high-volume inquiries with administrative support for an extensive number of students and members of staff.

Key skills 


Effective communication 
· Ability to communicate professionally and bilingually in a variety of ways, including verbally, orally and digitally to ensure smooth operations, productive communications and effective understanding
· Capacity to form and maintain effective working relationships with employees, students and customers at all levels within the organisation 
· Knowledgeable to deliver current and accurate information to all requesters, courteously and within a timely manner

Creativity and Strategic Planning 
· Confident in monitoring and evaluating processes to identify and streamline, to improve accuracy, efficiency and responsiveness of department
· Ability to ensure satisfactory and efficient task completion by strategic planning and utilising creative thinking skills

Organisation 
· Strong organisational skills, possessing the ability to multi-task and prioritise workload in order to meet strict deadlines
· Competent in analysing processes and utilising the best method to ensure task completion
· Effective organisational and time management skills with meticulous attention to detail

IT & technology 
· IT proficient with the ability to input data into various computerised systems ensuring accurate data entry
· Excellent IT skills, including expertise in the use of Microsoft Office
· Thorough understanding of computer software, browsers and operating systems in order to ensure success criteria is met
· Proficient touch-typing skills

Education

· ILM Certificate in Leadership and Management Level 4 (current)
· Certificate in Higher Education Skills for the Workplace Level 4 (current)
· Level 2 Certificate Information, Advice and Guidance (current)
· NVQ Level 2 Business and Administration 
· OCR Level 1 Award Text Processing (Business Professionals) 
· BTEC Level 2 Award Principles of Customer Service in Hospitality, Leisure, Travel and Tourism 
· 10 GCSE’s – including English, Welsh and Maths 

Employment History


Administrative Assistant, Coleg Sir Gar, Llanelli
(September 2008 – present)

· Maintain detailed administrative and procedural processes to ensure accuracy and efficiency
· Manage office inventory by restocking supplies and placing orders to maintain adequate stock levels
· Input timetables on electronic system utilising EBS software
· Maintain reception area in orderly manner to meet high levels of customer service and health and safety regulations
· Ensure excellent customer service for all learners, staff and visitors by bilingually providing a knowledgeable and welcoming environment
· Manage incoming and outgoing calls by providing a bilingual service for busy switchboard covering 5 campuses
· Monitor premises, screen visitors, update logs and issue passes to maintain security
· Provide administrative support to various personnel, including Directorate Staff, Campus Operations Manager, Faculty Managers and Teaching and Support Staff
· Perform financial functions relating to the collection of miscellaneous campus income, issuing of petty cash, banking and completion of appropriate documentation
· Perform Registry and Admissions functions to include giving advice and guidance to prospective and existing students, recruitment and enrolments
· Process student finance payments in line with strict procedures and deadlines and deal with any queries regarding non-payment


Cafe Assistant, Morrisons, Llanelli
(August 2007 – January 2009)

· Provide excellent customer service, ensuring attentive service throughout dining experience
· Ensure accurate and efficient order-taking, communicating clearly with customers and kitchen staff regarding customer orders, allergies, dietary needs and other special requests
· Operate cash register with proficiency during high-volume service times whilst accepting cash, cheque and card payments accurately and efficiently
· Ensure all areas and equipment are maintained and operated in line with Health and Safety and Food Hygiene standards 
· Prevent food spoilage by monitoring dates, rotating stock and following proper storage procedures
· Manage opening and closing duties, including restocking items and reconciliation of cash drawer

References


References available upon request.

 
 
 
 


Appendix K 

Kirsty Owen
11 Heol Dderwen
Llanelli
Carmarthenshire
SA15 1JQ
kirstyowen@hotmail.co.uk
07875810818
 
HR Department
Coleg Sir Gar
Graig Campus
Sandy Road
Llanelli
Carmarthenshire
SA15 4DN
 
8th November 2020
 
Dear Sir/Madam
RE: Administrative Officer Vacancy
I wish to apply for the role of Administrative Officer, currently being advertised on fejobs.co.uk. Please find enclosed my CV for your consideration.
As you can see from my attached CV, I have a vast amount of experience of working in customer focused roles. In my current role I am employed as an Administrative Assistant within an award winning Further and Higher Educational establishment. I believe the extensive level of knowledge and skills built up during this time make me the perfect candidate for the Administrative Officer vacancy Throughout my employment in my current role I have succeeded in providing a vital role in the smooth running of the College’s largest campus, whilst promoting and delivering excellent standards of customer care and support at all times.
I have become exceptionally confident in ensuring all procedures are followed and adhered to, ensuring activities are performed proficiently to the highest standard. In my recent appraisal my line manager stated that I understand and carry out my job role, its responsibilities and associated procedures very well. My experience of working in a busy and diverse department has helped me to gain a wealth of knowledge, confidence and the ability to prioritise tasks and work under pressure, whilst utilising the skill of using my own initiative and finding creative solutions to meet targets and deadlines on a regular basis. I am required, and motivated to lead by example and portray a positive role model image whilst taking pleasure in building trust and providing advice, guidance and support for young people to be successful. I strive to ensure excellent customer service for all learners, staff and visitors by providing a knowledgeable and welcoming environment, whilst adhering to the Welsh Language Standards by offering a bilingual service at all times. The role involves me working with a wide variety of people, ranging from entry level students to directorate staff, which requires me to be an effective and clear communicator and to adapt my communication methods to suit each individual’s needs. My high level of adaptiveness, professionalism and diplomacy is evident from customer and staff feedback and through the close working relationships I have secured with college staff, customers and partner agencies. In addition to my Customer Service skills, I have also undertaken training on Managing Challenging Behaviour and Values and Behaviours which have aided my ability to ensure diversity and equality principles are applied at all times. I regularly work alone in the absence of managers and colleagues, and therefore as such, I am the first point of contact dealing with any issues which arise across all campuses, including emergency situations. I am able to use my own initiative and always ensure I work calmly and responsibly, ensuring the wellbeing of colleagues and learners are a priority in any decisions made. I am exceptionally proficient within my use of IT systems and pick up new processes quickly. 

Whilst I have acquired a high level of leadership and management skills throughout my employment, and currently motivate and assist with the management of a team of staff, I am also currently undertaking an ILM Leadership and Management course and Skills for the Workplace: Leadership and Management degree to cement these skills further. I am now seeking to make a step up into a more challenging role that will allow me to showcase my acquired skills. I am confident that I will be a valuable asset to your company and will succeed in the college’s mission to inspire learners, fulfil potential and achieve excellence. With my previous experience and expertise, I believe I will hit the ground running and begin actively and enthusiastically contributing to your company as soon as possible. I believe I have demonstrated my suitability for the role, by appropriately demonstrating that I possess the ability to thrive in a demanding role which carries responsibility and a high level of professionalism, whilst also showing my passion for providing a consistent high level of service. I look forward to meeting with you to discuss my application further.
 
Yours faithfully
[image: https://lh5.googleusercontent.com/_Td8M3s5ZiVbUkKPHPWy1K8Awk-fGvO6hTshahfeiHJm5srUihjY4P1KnLsTszEvC4lTjt6O4ht3XCm2VNL81l081b1s8qEyA_GH5CPHBbghGPiYgQB02EJl_klCLwe2nMZ_ULCP]
Kirsty Owen
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