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Profile 

[bookmark: _Hlk61532154]I am in my final year of Undergraduate studies due to finalise in July 2021 with a projected First Classification degree. I am an effective communicator who works well as an individual and as part of a team to produce quality results.  I am motivated, adaptable and have great empathy for other and a drive to succeed.  I am seeking a position within Primary Education, where I can utilise the skills and abilities obtained through my work experience within the education field and through my previous employment.  I have gained valid transferrable skills such as organisational, communication and collaboration skills. 

Education 

2019-2021: Trinity St David’s University Carmarthen. 
BA Early Years Education and Care Level 5 & 6.
Relevant Modules:
● Safeguarding
● Reflection on Early Years Provision
● Well-Being care and healthy living

2018-2019: Trinity St David’s University Carmarthen.
BA Early Years Education and Care Level 4. Certificate of Higher Education, Distinction.
Relevant Modules: 
● Human Development
● The professional practitioner 
● Children’s play: principles and practice

1998-1998: Swansea College
GNVQ Intermediate sport, leisure and tourism.  BTEC First Diploma

1991-1996: Dynevor Comprehensive School, Swansea.
7 GCSE’S at Grades C-D (Including Math and English)

Work History

July 2019-Present: Arvato, Swansea, HR Administrator
Main duties:
● Organise, update and compile employee personnel records
● Prepare, manage and store paperwork
● Adhere to data protection regulations
● Manage and update HR database with new hires, sickness, warnings, special leave and holiday request
● Provide requested information to employees

November 2018- April 2019: Craig Cefn Parc Primary School, Swansea. Nursery Assistant (Volunteer)
Main duties:
● Supervise and monitor children
● Assist with organising and planning daily activities
● Prepare healthy snacks for the children 
● Resolve conflicts between children 
● Maintain a sanitary environment
● Provide 1-1 support to children with learning or behavioural difficulties 
● Provide guidance, education and emotional support to the children 
● Assist with managing children’s behaviour in the classroom
● Supervise children at break and lunch time
● Assist with the preparation of resources tailored to individual learners
● Assisting with helping children overcome their learning barriers, such as ADHD
 
October 2012 – September 2018: Mr Dapper Ltd, Swansea.  Accounts/Office Administrator, (Part Time).
Main duties:
● Maintaining spreadsheets
● Preparing statutory and stock accounts
●Managing petty cash transactions 
● Controlling credit and chasing debt 
● Reconciling finance accounts and direct debits.

March 2016 – June 2016: Brunswick Financial Services, Swansea. Accounts Administrator (Part Time)
Main duties: 
● Compiling and preparation of client paperwork for the end of year tax returns
● Submitting Tax returns on to HMRC Website
● Arranging appointments with clients
● Cash/credit handling
● Prioritising workload
● Maintaining and updating spreadsheets 


October 2012 – April 2014: Insolvency Service, Swansea. A1 Administrator.
Main duties: 
● Organising the leave and flexi work diary
● Sending and receiving court documents
● Franking of mail, filing and scanning of documents
● Allocating cases to the distribution team
● Mail indexing 
● Adhere to Data protection regulations


March 2010- September 2012: Biobank Medical Research, Measurement Technician, Swansea.
Main duties:
● Organising and gathering participant data 
● Taking and recording participant measurement to include Bone density, Spirometry, BMI
● Updating participant information on to database.
● Ensuring data protection regulations are adhered to along with health and safety procedures 
 
Feb 2007- Feb 2010: Receptionist/Admin, Master Clean, Swansea.
Main duties:
● Organising paperwork
● Diary management 
● Query/complaint handling
● Maintaining stock levels

2006-2007: Dental Nurse/Receptionist, Mumbles Road, Swansea.
Main duties:
● Providing chair side assistance 
● Reception duties, to include making appointments and cash/credit handling
● Charting
● Sterilising equipment 
 
2003-2006: Dental Nurse/Receptionist, Crescent Dental Care, Swansea.
Main duties:
● Arranging appointments and cash/credit handling
● Ordering stock for the surgery and reception area.  
● Processing of x rays, charting, mixing materials
● Providing chair side assistance to the dentist.  
● Inputting and updating patient information on database.  
● Sending patient reminders via written correspondence.
● Sterilising instruments
● Ensuring health and safety procedures are adhered to
 
2001-2002: Manager, Arc Retail, Swindon.
Main duties:
● Hiring and training sales associates
● Monitoring inventory and ordering stock
● Evaluate employee performance and identify training needs
● Supervise and mentor staff
● Monitor retail costs, budgets and resources
● Complaint and conflict handling
 
1999-2001: Receptionist/Admin, Master Clean, Swansea.
Main duties:
● Scheduling and maintaining communication with customers and office staff
● Filing and organising documents
● Triaging general correspondence and giving prompt responses
● Maintaining and updating spreadsheets and office diary
● Data entry
● Query and complaint handling
 
1997-1998: Children’s Party Host/Receptionist, Mega Bowl, Swansea.
Main duties:
● Planning and organising catering
● Delivering safe, fun activities for children ensuring health and safety procedures are adhered to
● Prepare and assist with the set of the entertainment/activity
● Interact with children and parents 
● Lead and facilitate age appropriate activities

Qualifications

● Paediatric First Aid – Cel First Aid Training

Skills

● Communicates effectively with the public and work colleagues
● Ability to empathise with children with ALN/Disabilities
● Diplomacy
● Ability to work independently and as part of a team
● Ability to work under pressure and prioritise work schedule to meet deadline
● Computer literate (PowerPoint, Word, Excel) 
● Adaptable

Hobbies and Interests

I enjoy keeping fit and regularly attend my local gym.  I also enjoy taking long costal walks and socialising with friends and family.

References

Referees available on request.
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1. Personal Development Plan
	[bookmark: _Hlk42628640]Area for further development (provide further details)
	Why?
	How?
	Who/Where?
	When? 



	[bookmark: _Hlk42628619]My future goal is to go on to achieve my PGCE Qualification.


	[bookmark: _Hlk42628608]I would like to further develop and become a primary school Teacher. 


	I will request further information regarding this course and the requirements via UWTSD.ac.uk and request a prospectus.  I will enquire about open days and aim to attend an open day in June 2021 to talk to the lectures and gain more information about the PGCE Primary with QTS course.
	I would like to continue with my studies and achieve my PGCE Qualification at Trinity Saint David University. Tuition fees £9,000 with a
£3,000 Bursary available for 1st degree classification with an additional £3,000 available for subject specialism in core subjects (English, Maths, Welsh, Science).
	I plan to enrol in the PGCE course in September 2022. 

	[bookmark: _Hlk42628561]Gain better grades in Math, Science and English.
	I will need to have a minimum grade of B in Math and English and a minimum grade C in Science to be accepted on to the PGCE with QTS course.
	I have researched online GCSE courses available and the associated cost. 


	[bookmark: _Hlk42628550]I aim to study a one-year combined course for GCSE Math, English and Science online via absorb Online Learning. Each course runs for a 12-month period at a cost of £238.50 per subject inclusive of final exam cost.
https://www.absorbonlinelearning.com/course-categories/a-levels/?gclid=EAIaIQobChMI3cXUiP-O7gIVL4BQBh0DLw1GEAAYAiAAEgKz0vD_BwE


	September 2021.

	[bookmark: _Hlk42628535]Attend a child protection/Safeguarding awareness training.
	To further develop my skills and expand my expertise by learning how to recognise the signs of safeguarding issues that can be utilised in my career to enable best practices.
	I looked online for information on safeguarding courses in and around my local area.
	I will complete a one-day child protection/Safeguarding course via the Civic Centre Swansea.
https://www.swansea.gov.uk/ChildProtectionTrainingLevel2

	November 2021.

	[bookmark: _Hlk42628508]Take a Paediatric First Aid Course.
	First aid is required when working with children. I plan to expand my knowledge and expertise and feel confident to give first aid if needed in the workplace.
	As part of Employability week I have requested to complete a Paediatric First Aid Course
	This will be conducted online at a cost of £33.00, training will be assessed by the lead instructor of Cel First Aid Training where we will obtain our certificates.  
	January 2021.

	Take a Welsh Language course. 
	To broaden my Welsh language capability which will help future job prospects and promote inclusion for by being able to provide a bilingual speaker for children within the school setting. 
	I researched online Welsh Language courses. 

	I plan to study online with Swansea Bay region.  The course duration is 30 weeks at a cost of £90.00.
https://learnwelsh.cymru/learning/find-a-course/

	January 2021.

	Attend an ADHD awareness course.
	To develop my skills and understanding of ALN for future use. 
	I researched online ADHD Awareness courses.
	I plan to take a one-day online course with High Speed training on ADHD awareness at a cost of £33.00.
https://www.highspeedtraining.co.uk/safeguarding-people/adhd-training.aspx

	September 2021.
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