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[bookmark: _Toc196660216]Success in the Workplace 
When working everyone looks to be successful in their area of career and their skill set however, how does one become successful and what steps can be taken to rise in the workplace.

According to the National Careers Service (2025a), volunteering is an effective way for one to not only climb up the ladder in the workplace but to make a rational decision on what career path to take. Volunteering is beneficial also to help people develop new and relevant skills or to develop skills one already possesses which can be needed or preferred in the work they are interested in pursuing. Coming from Royal Voluntary Service (2025), volunteering is a beneficial way to prove to future employers that a person is passionate about the cause and that they are committed to working. This can be favoured when employers are looking through, they’re application. 
Furthermore, Indeed (2025), volunteering can provide many chances for the person to meet people in the field of work that they are interested in, these people may end up becoming part of the persons network, these connections later down the line may be able to help grow a person’s job prospects. 
Moreover, volunteering can increase a person’s self-esteem and confidence, coming from Citizens Advice (2025), 
Overall volunteering can help increase a person’s confidence and self-esteem, their connections with people who are involved in their chosen or aspiring career path and can help to develop new or current skill sets. Volunteering is seen as an important factor of success in the workplace as it helps develop and shape the individual in many ways leading to them not only being a good colleague and employee but a great one with many favoured qualities.

Moving on, another factor that can lead to success in the workplace according to the Cabinet Office (2025) is experience. Experience is a good indicator of the fit a person is for the role they are applying or being assessed for. For example, Cabinet Office (2025) state that when looking at a person’s experience, they focus on ‘previous examples of things you have achieved, your knowledge in a particular field which is relevant to the job role, how you performed in a particular field not how long you served for’. Some examples of ways experienced can be gained are volunteer work, group or class projects, past employment and skills that someone may have gained through hobbies or school (National Careers Service,2025b)
Experience is not necessarily something that is learnt before entering a job. For example, many people learn on the job and case experience by having the self-esteem and confidence to ‘give things a go’ and learn from the achievements or mistakes. According to Industry Training Fedaration (2011), learning from experience is vital and employees with less experienced can be supported with ‘scaffolding’ by more experienced employees. The more experienced employee will slowly begin to ‘dismantle the scaffolding’ and allow the learner to complete some tasks on their own until they feel they are cable of completing the tasks without any support. 
Overall, the word ‘experience’ in the workplace can have more than one meaning, for example learning on the job or past experience a person has like past employment or how someone has performed in a particular field. This can lead to success in the workplace as employers are more likely to hire a person if they have more experience which demonstrates the persons fit for the role, furthermore, if the individual can demonstrate their capability to learn and open-mindedness whilst on the job, they may be more likely to move up in the workplace due to their ability to learn and deep understanding of the job. 

Lastly, time management is an important factor of being successful in the workplace, according to Aeon et al (2021) meta-analysis, time management is moderately related to a person’s job performance. The result of the meta-analysis suggests that ‘time management enhances job performance, academic achievement and wellbeing.’
Coming from Charity for Civil Servants (2025), time management can help a person productivity and work success while also decreasing a person’s stress and depression. It is also stated that by working on an individual’s time management it can help to address the ‘bigger picture’ and what a person wants to prioritise not only in life but in their career and can help set realistic goals to reach their aspirations.
Time management is a quality that is favoured by employers as it demonstrates that the individual knows how to handle a work life balance and is productive by using their time wisely for example, completing tasks by a deadline and producing good quality work in a short time frame. 

Many different factors contribute to ‘success in the workplace’ but what can be seen is that it is up to the individual’s commitment, motivation and schedule to be able to gather the qualities to climb in their aspire career pathway.
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Dear whom ever it may concern,
I am writing to express my interest in the position at your company. With my experience in retail and the skills I have developed from my retail experience, I am confident that I am able to make a significant contribution to your team.
My previous role at Home Bargains, I was responsible for stocking shelves, serving customers on the main till, dealing with customer concerns and queries and date rotation of food products. I have a strong understanding of teamwork, time management, social skills, numeracy skills, literacy skills and IT skills. I am particularly drawn to your company because of the customer service so I can be of service to the public and help with the best of my ability whilst also broadening my social skills.
I am eager to learn more about the opportunity and how my skills and experience align with the needs of the position at your company.
Thank you for considering my application for the position.
I look forward to hearing from you soon.
Kind regards,
Amber Mole.
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https://www.linkedin.com/in/amber-mole-b156a6357/?trk=opento_sprofile_topcard
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Hello,
1 am Amber Mole,

7 Glyncoed
Tycroes, SA18 3PJ
07742933734
ambermole109@gmail.com

Skills

I have acquired skills in the areas of teamwork from previous retail employment in HomeBargains
however this is a skill | expand daily as | am in University where | must participate in working in
groups to form pieces of work. | have gained numeracy skills and literacy skills which have expanded
from working in retail for 2 years and my GCSEs in Maths and English and A-Level in English. | have
social skills from past retail work where | would serve and socialise with customers and team
members and also work on my social skills in university to interact with peers and lecturers. | have
problem solving skills from working in retail and having to think on my feet for example stocking
shelves where there is too much stock and customer queries. | also have good time management
skills from retail experience ,attending college and now in University, ao | must manage my time to
complete all my assignments and any tasks given to me by my employer or lecturer. | have
developed computer literacy skills as | work everyday on a laptop to complete University
assignments so am familiar with apps such as Word and PowerPoint.

Experience

December 2022 - September 2024
Home Bargains, Ammanford - Team member

e Job Role- | worked closely with customers and socialised with them helping them with any
queries or concerns, | worked regularly on tills and am experienced in using till systems and
handling cash, | would often stock shelves, complete date rotation and clean the aisles.

e From this experience it has helped with my computer literacy skills, social skills, time
management skills and numeracy skills.

Education

September 2017- July 2022
Ysgol Dyffryn Aman, Ammanford - GCSE

- Welsh Second Language

- History

- Religious Education

- Mathematics and Numeracy
- Biology

- Chemistry

- Physics
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September 2022- June 2024
Coleg Sir Gar, Llanelli - AS and A-Level

- English Literature and Language
- Psychology
- Welsh Baccalaureate

September 2024- Present
University of Wales Trinity Saint David, Swansea - BSC Criminology and Policing





