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[bookmark: _Toc196844217]Introduction
Success in the workplace transcend the job performance, it encompasses a blend of skills, behaviours and attitudes that contributes to an individual’s effectiveness to work at their full potential and fulfilment in their professional environment. This report will explore the key elements that define workplace success and offers the insights on how individuals can contribute these skills and thrive in their career. To become successful in the workplace is to gain the skills that you use on a daily basis such as communication, teamwork with others and several more skills that will be discussed further in the report. Although these skills can be used daily its important to improve these skills in the workplace to be at a professional standard of yourself. The first skill that will be discussed is the skill effective communication skills, people would say this is the most important skill to have in life but all the skills combined makes a good team player, team leader, be respected by others and much more. 
[bookmark: _Toc196844218]Communication 
Effectiveness of communication, is a central skill for the workplace it has the ability to communicate clearly and effectively. This involves not only articulation ideas and instructions but also includes the effectiveness of actively listening to others from their instructions and ideas. Effectiveness communication reduces misunderstanding people and enhances the relationship between colleagues and clients that you are working with. Elving (2005) studied the framework of effectiveness in communication in the workplace and organisations. It has six propositions that were developed that all simultaneously influenced readiness for change in the workplace. Elving (2005) states that by using communication in the workplace will create a community which will increase commitment, trust and the management (Husain, 2013). 
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Professionalism, discipline and reliability encompasses a range of behaviours, including punctuality, maintaining a respectful demeanour and accountability. Being reliable and consistent by delivering good quality work builds trust and credibility (The University of Nottingham,2025). Which these are essential for a career advancement. In context of the influence of professional discipline it can improve the employers performance at the workplace. Studies has shown that it improves the positive construction and active contribution in achieving regulations and procedures. (Saifullah, 2019). All of them put together will create trust and loyalty in the workplace allowing the best performance that can be achieved In the workplace. (Saifullah,2019). 
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Adaptability and problem solving is the modern workplace new dynamic it often requires employees to adapt to new skills, new technologies and challenges. By demonstrating adaptability and strong problem solving skills enables the individuals to navigate changes effectively and contribute to continuous improvement withing their workplace (Elaine, Pulakos, Arad, Michelle, Kevin, Plamondon, 2000).  As the advancements in technology increases throughout the years it is an evolving job roles and demanding employees to adjust to diverse and changing workplace conditions. For an adaptive job it is critical initial effort to adapt to the existing literature in the workplace. It introduces an important framework for understanding and defining an adaptive performance (Elaine, Pulakos, Arad, Michelle, Kevin, Plamondon, 2000).  
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and making positive relationships with colleagues, supervisers, managers and clients creates a strong, supportive work environment. By demonstrating empathy and collaborating effectively are vital for building a strong professional workplace, it creares trust and a connection with the employees you work with (Ray, 2006). As an employee trying to become successful in a workplace, by being calm and even tempered. People will become comfortable and provide help and be honest about feedback and that is only if they trust you. An employee should not loose he/she temper or confidence if situations go slightly out of hand. Unpredictable anger and expressed disappointment will create tension that caused long term harm with other employees (Ray, 2006). 
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Although, being successful in the workplace by combining those skills together it is important to have a work life and wellbeing balance. Maintaining a healthy work life balance is essential for long term success in the future and present. By prioritising your wellbeing and managing stress in a healthy matter and having boundaries between personal/work life, this prevents burnouts and makes employees feel more motivated and productive (LinkedIn, 2023). Studies has revealed that 71% of employees rated their sleep schedule and quality as average or worse. By prioritising self-care and by engaging in activities, this promotes physical and mental wellbeing. Often people engage in meditation, hobbies and exercise classes to gain more of a social life too. Spending time with loved ones can motivate employees to become more successful in the workplace, by surrounding yourself with loved ones can boost your wellbeing. Employees deal with a lot of stress In the workplace and there are multiple people they can talk to and get help from this will make their wellbeing a lot healthier (LinkedIn,2023). 
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Serena Storton 
Victim advocacy 

Swansea UK
07951768349
Serenastorton@gmail.com 
(19) Serena Storton | LinkedIn 

Professional summary
I am and industrious, motivated and highly productive employee. Over recent years I have developed a diverse set of skills and qualities, which I believe will add value to your team in this role. I am a strong communicator, a supportive collaborator, and my problem solving capabilities mean I will always take ownership of difficult challenges whenever they occur. I am ready to take up this position with your company, and I see it as an opportunity for me to work alongside other talented and likeminded professionals, who all want to achieve great things for their employer. 

Work experience

· Volunteered for the Women’s aid trust for 3 months, working alongside with this incredible organisation helped me learn valuable skills and contribute to a significant cause. I supported survivors including women and girls. This helped me to raise awareness to the public. I felt that I made a difference contributing to the women’s aid focusing to end domestic violence and creating a safer world for women.  
· I have currently worked for McDonald’s for the past 3 years and have been promoted to be the crews wellbeing officer. Employees would come to me if they were struggling with mental health, stress and much more. I would have to communicate with the managers within consideration to my employees and get information for them to get help with their situations they are dealing with. 
· I have volunteered with football coaches that coach young adults and children with disabilities, this was such an amazing opportunity that was given to me. Seeing all the participants enjoying activities that I had created for them to enjoy the sport and get to see them perform their best whilst having fun doing it. I volunteered for this football organization for 2 years. 
Education 
· Passed all my GCSE’S in Dylan Thomas Community school
· Passed all my BTECH sports course in Coleg y Cymoedd
· Have a professional referee certificate
· Have a professional coaching certificate 

Skills 

· Customer service 
· Leader 
· Money safety 
· Coach 

Software

· Microsoft office ( word, PowerPoint, outlook, excel, etc.) 
· One note 
· Microsoft SharePoint
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Serena Storton 
Swansea UK
07951768349
serenastorton@gmail.com
(19) Serena Storton | LinkedIn 
April,18 2025
Manager 
Mrs Jenkins 
Swansea city centre 

Dear, Mrs Jenkins 
I am writing to apply for the role of Victim support worker at the victim support organisation which you are currently seeking to fill through your application on indeed and the LinkedIn website. Enclosed on my CV, which describes my academic and professional experiences. As my CV explained I completed many work experiences and I am still on going with my higher education degree in Criminology and policing course at University Trinity Saint David in Swansea. In the future I hope to be pursuing a master’s degree in Criminology and policing at university Trinity Saint David in Swansea. 
I have had a small amount of experience with helping victims with the Women’s Aid organisation in Swansea and am will progress and learn so much more whilst being employed by your organisation. In addition I have had several courses in my current job McDonald’s for health and well being in employees and how to recognise when someone needs to be supported outside of work. 
I have had significant experience with young girls with disabilities whilst volunteering with the girls academy for football that have a range of different disabilities. This made the girls become themselves without anything stopping them or holding back, I had so much joy watching these quiet/shy young girls become this confident girl playing a sport that they have imagined that would happen in their life. They felt safe, I made sure no one was out of their bubble by doing these activities with them. 
In past years I have played football for numerous teams I played internationally and for the Swansea woman’s football team. I was captain for all teams that I had played with and every girl/women would come to me for support and for a chat about their frustrations and many more. 
I have always been happy to help anyone that has needed it. no one is allowed to struggle and suffer in silence.
I believe with my background along with any professional experience provides a solid foundation for your role. Thank you for your time and consideration. I look forward to speaking with you in the near future. 
Sincerely, 
Serena Storton.
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My linked in profile can be visited at: 
(24) Serena Storton | LinkedIn 
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