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[bookmark: _Toc500943472][bookmark: _Toc53314824]1.1 Identify learning styles for self and another 
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These are my results from the Honey and Mumford and VARK questionnaires.
Based on the VARK questionnaire, my results show my preferred learning style to be a strong read/write.
 I do agree with this as I prefer to learn by taking notes of things I have read in my own words to process it better when I need to refer back to these. On VARK, it states that people with a read/write preference prefer to arrange words into points to obtain clarity in what has been written and to extract meanings from headings and titles. It also states a person with a strong read and write preference might prefer to organise diagrams/graphs into statements and this is also something I strongly agree with. 

[bookmark: _Toc456901517]Based on the Honey and Mumford questionnaire, I scored highest equally for the learning styles of reflector and theorist. This the most common combination, apparently. The phrases for these categories are; Reflector – ‘I’d like time to think about this’ and theorist – ‘How does this fit with that?’
I agree with the findings of this questionnaire also as I am someone who likes to reflect on things, whether that’s from feedback from others or by different perspectives before jumping straight into something and also the theorist category is correct for me as I like to understand the theories and find out the background information before coming to a decision. 
Person 2 (Rhian) results for VARK are below. 
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Description automatically generated]Based on Rhian’s VARK results her preferred learning style is mild kinaesthetic. A mild kinaesthetic learner prefers to be more hands on, watch videos and learn by trial and error. They tend to use phrases like ‘the very first priority is to apply it, practice it and make it work.’ 
Rhian would agree that this result is right for her, as she takes more information in by watching something than she would if she just had to read about it.
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Above are Rhians honey and mumford results. She has scored the highest result as being an ‘Activist’. From above it says that an Activist are people who learn by doing. Activists need to get their hands dirty and dive in with both feet first. They have an open minded approach to learning, involving themselves fully and without bias in new experiences. Having discussed this with Rhian she agrees that being an Activist is her learning style; However, before involving herself fully she does like to see what will be happening first, and to discuss/ brainstorm with the group she is working with.

[bookmark: _Toc500943473][bookmark: _Toc53314825]1.2 Use a simple technique for identifying development needs for self & another 
 
 
 

SWOT Person 
1
 
 
 
STRENGTHS
 
 

 
· Reliable and hardworking
· Versatile
· Good at organising/ planning ahead
 
 
 
WEAKNESSES
 
 
· No confidence - anxiety
· Poor knowledge of I.T
· 
· 
· 


· 
· 
· 
· 
 
 
 
 
 
OPPORTUNITIES
 
 
 
 
· Take a course in I.T 
· Enhancing education 
 
 
 
THREATS
 
 
· People who have experience in I.T 
· Group interviews
 

 
 
 
 



















[bookmark: _Hlk54040952]Above is my SWOT analysis
My strengths are that I am very versatile and have lots of transferrable skills. I have previously worked in various sectors such as retail, where I have developed skills such as customer service, dealing with customers and multi-tasking. I have also worked in delivery jobs and as a taxi driver, where I have learnt skills such as planning and being in situations where fast thinking was needed. 
My weaknesses are poor knowledge of I.T and having no confidence, this is mainly due to my anxiety that I feel uncomfortable in certain situations, and my previous jobs have not involved any work on computers as such, for example, they have been mainly working on a till and data head. My anxiety is due to my mental health issues.
My threats would be group interviews, as speaking out in a group would cause me anxiety. I have had various interviews throughout the years, and I have never had a successful interview when it has been in a group situation. 
When people are a lot more confident and outspoken, it instantly makes me feel anxious, and so I have tried to avoid situations like this, and I therefore automatically see a group interview in a negative way.  
Opportunities I could give myself would be to take a course in I.T to gain knowledge as everything seems to be changing to technology. I am actively trying to enhance my education to give myself more opportunities, I am currently not in employment for health reasons, so during this time I am trying to create more opportunities for when I am in a position to seek work again. 
	
SWOT Person 2 (Rhian)


	
STRENGTHS

· Good knowledge of I.T
· Excellent customer services skills
· Works well with a team and alone

	
WEAKNESSES

· Easily distracted
· Punctuality
· Health

	
OPPORTUNITIES

· Lots of progression
· Manager leaving 



	
THREATS

· Job losses
· Threat in the travel industry 





















Above is the SWOT analysis for Rhian. 
Rhian’s strengths are she has very good knowledge of I.T, excellent customer service skills and she works well both with a team and on her own.
She has gained these skills through working for a company where there are various roles you need to be able to do, from being good at customer service to hitting both individual and team targets.
Rhian’s weaknesses are her health, punctuality and she is easily distracted. Due to her fibromyalgia, her attendance has been poor and it has also affected her concentration. 
Rhian works in a travel industry so threats are high due to the pandemic and her company could potentially be facing more job losses.
Opportunities that could arise would be to be apply for the manager’s job as the existing manager is leaving, she is also keen on completing a course like this one, to give her more knowledge of leadership and management. 


[bookmark: _Toc500943474][bookmark: _Toc53314826]1.3 Identify potential barriers to learning for self and another.

Potential barriers to learning for myself would be my health and childcare.

Potential barriers for Rhian would be managing her time due to her work life and also a barrier is her health. 

[bookmark: _Toc500943475][bookmark: _Toc53314827]1.4 Explain how these barriers to learning can be overcome.

The barriers in regard to my health and childcare can be overcome by using the support if needed that the university provide and studying as much as possible during school hours. 
My family are also very supportive of me doing this course and would help with childcare if I was not able to balance this on my own. 
Person 2 can overcome these barriers by making a realistic schedule to balance out work life, studying and personal.
Rhian’s health has been a barrier in her job already, her employers have given her support with her health barriers by assessing her needs, and reducing her hours etc to make her work life that bit easier.

[bookmark: _Toc500943476][bookmark: _Toc53314828]Section 2: Know how to develop self & others to achieve organisational objectives

[bookmark: _Toc500943477][bookmark: _Toc53314829]2.1 Analyse learning/development options to meet needs of self & another.


Development needs for myself would be to take an I.T course and also studying this course as these will both give me more knowledge and skills which would be very useful as a lot more jobs require knowledge of I.T. 

Development needs for Rhian would be to find a way to focus more and to improve on her punctuality. Rhian is passionate about the job she already has, however, she would like to work her way up and wants to complete this course to give her the opportunity to be a team leader or even manager with in her company. 

[bookmark: _Toc500943478][bookmark: _Toc53314830]2.2 Identify support mechanisms for the development of self & another
[bookmark: _Toc456901523]
Support mechanisms for myself would be, the university and my lecturer.
I have been given various support options from the university that can help me in achieving my development goals.
Support mechanisms for Rhian would be to be more organised and focused ,and she also currently has the support of her employers and family. 



[bookmark: _Toc500943479][bookmark: _Toc53314831]2.3 Prepare development plans for yourself and another person

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 

Part 2: Setting Goals

	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	This course



	Attend and learn
	Support from family and university
	By passing the course
	Sept 2021

	Knowledge of I.T


	Either attend a course or learn from online tutorials
	Resources from internet such as online videos
	By gaining the knowledge required
	October 2021

	Get a degree from this



	Pass this course and carry on with the next
	Support from family and university
	By achieving the marks needed for each course. 
	Sept 2023




Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	
Complete this course.

	Medium Term Goals (2-3 years)

	
Carrying on with the course that follows this one.


	Long Term Goals (3-5 years)

	
I would like to have gained a degree and to have a career I can put these skills into. 




[bookmark: _Toc500943480][bookmark: _Toc53314832]2.4 Method used to monitor the development of self & another.

The method that I have used to monitor the development needs of myself and Rhian has been the SWOT analysis.


[bookmark: _Toc500943481][bookmark: _Toc53314833]Section 3: Know how to prepare for the recruitment process 

[bookmark: _Toc53314834]Reflection on the recruitment process 

[image: ]
Gibbs (1988)

[bookmark: _Toc53314835]3.1 Description
I have researched how to prepare for the recruitment process by using the website Jobsoid.com (2020) and reading about the 7 phases in recruitment. This website has very useful information on explaining what is important to put in your C.V, and covering letter, such as information that the employer has advertised in their ad that they are looking for. It is very helpful, as it is telling you the key aspects of what the potential employer is looking for in a candidate. I also found the National Careers Service government website (2020) to be a very useful source of information about what to include in a CV, the interview process and the STAR method.

[bookmark: _Toc53314836]3.2 Feelings
Prior to the experience I was quite anxious, as I felt I did not really know what I was doing. I then started to do the research and felt relieved that the more research I was doing made it a lot easier to understand. I thought my research was successful, as I was anxious before starting to then being comfortable in the process with the help from the websites. I feel without websites such as these, I really would have struggled with this recruitment process. 

[bookmark: _Toc53314837]3.3 Evaluation
I think it went well. From reading information on websites that I have listed above, for example, the 7 phases in recruitment made it clear to read a job advertisement and find out exactly what they are looking for, and you can then match that up with your skills. After doing this research, I have found it is very useful to know what employers are looking for prior to applying, so you can include this in your CV and covering letter to make yourself stand out.

[bookmark: _Toc53314838]3.4 Analysis
In the past I had a group interview that went badly, because I was very anxious with the group situation. I unintentionally withdrew myself from the group because I did not know how to address myself being with very dominant characters. As a result of this, I was unsuccessful in the process. However, going forward I have gained knowledge of how to overcome this. For example, if a group interview were to arise in the future, I have now identified my strengths and weaknesses and I know that it is ok not to be the most dominant, because I can show my skills by including myself in other ways, everyone has different skills they can add to a group, and now that I have taken time to identify mine I feel this will be useful, and also I now know how to find out what the employer is looking for, I can focus on making my skills seen to show what I can offer the company to stand out in that way.
I worked in a call centre for a few years with a role in selling, this job was out of my comfort zone, mainly because I am quite shy, however, it turned out that I was really good at it and that boosted my confidence, as I was doubting whether I would be able to do this it was a very unexpected positive experience for me. 
Studying the recruitment process has been useful because all the research that I have done has made me look at, for example, the situation above and I now know what to do differently next time. When looking for and applying for jobs, knowing the process better is a definite advantage, and having read about this from an employer’s perspective at jobsoid.com (2020), I now have a greater knowledge of what exactly employers are looking for in an applicant’s CV and covering letter. 
Alison Doyle, (2019) writing on the website, The Balance Careers.com, suggests that companies often use applicant tracking software to recruit and manage applicants for employment, so they can match your skills and experience with the requirements of the position. This shows how important it is, therefore, to include this sort of information in your CV, covering letter and even the company application form. 

[bookmark: _Toc53314839]3.5 Conclusion

After reviewing past experiences with regards to the group interview, I have learnt I could have contributed more to the group interview, and I also should have researched about that specific jobs recruitment process prior to attending. I have identified that if I had researched before going, I would have known what to expect, I could have researched the company more, and I could have got myself prepared for it with the possibility of a better outcome. Being nervous in group situations is what stopped me from getting involved in the activities, however, it was my first group interview and I feel I have learnt from this experience. I have also learnt, that after identifying what my weaknesses are, such as I.T, I can take a course in this to give myself more opportunities when applying for jobs. 
During this recruitment process experience, I have learnt that even my weaknesses I can turn into strengths. I know how to effectively apply for jobs, and I now know how to identify what the company is looking for in an applicant. I have learnt that prior to this I have been applying for jobs all wrong, I was not making a CV for a particular job, my CV I would send the same one whether it was for a shop role or taxi driver for example, even though each job requires different skills and past experiences.

[bookmark: _Toc53314840]3.6 Action Plan
In the future, I know I need to be more prepared when looking for a job, I will read the job advertisement and find out exactly what they are looking for, and before applying I will research the company and look into them such as what their organisation culture is like, it is important to make sure I would fit in with their values. At the interview stage, I will make sure I am prepared to expand on answering questions that they ask, with regard to skills I have stated I have in my C.V. 
I also know how important I.T skills are to employers; I am currently looking into online courses for essential I.T skills but I then plan to further develop my I.T skills after I have covered the basics as these are my priority areas that I need to develop. 
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	Job Application Form - Confidential

	

JOB TITLE: Lead store team member 

VACANCY REFERENCE: RD/BB/LS/Llanelli/1120/CH

CLOSING DATE: 03/01/2021



	
Please complete this form electronically or in black ink. 

Please return your completed application form by:

· E-mail to: 

· 
	
For HR department use only

Applicant considers themselves as disabled:

Yes  ☐      No  ☐


	
	HR Signature
	

	
	Date
	

	
	Applicant ID
	



Please refer to our Privacy Notice for further information on how we process the personal data you provide in this form 

	1.  Qualifications

	
Beginning with the most recent, please provide details of your qualifications (academic,
professional and / or vocational) that are relevant to this application. Please continue on a 
separate sheet(s) if necessary. Please note: Original documents may need to be provided.


	Education Establishment / Training Provider
	Qualification(s) obtained (including grade if applicable)
	Date Awarded


	

UWTSD - Management and leadership skills for the workplace. 

GCSE



	

Certificate for management and leadership skills

C – ENGLISH
C-Maths


	

Present 

2008






	2.  Training and Development

	
Please provide details of any relevant training and development courses that you have attended.


	Training Provider
	Name of Training / Development Course
	Date

	











	
	



	3.  Membership of Professional Bodies

	
Please list your membership(s) of Professional Body / Bodies (if applicable)


	










	4.  Current or Most Recent Employment

	Name and address of employer: Yellow Cabs. 2 Picton Lane, Swansea. SA1 4AF


	Job Title:  Taxi driver


	Start date: January 2019
	Basic Salary: N/A


	Brief description of duties: 


My main duties were to pick up and drop off customers safely, help customers with their shopping and helping them in and out of the vehicle if needed, handling money and quick thinking to plan the best route.








	Reason for leaving: Health

	Period of notice required: 2weeks

	Current employer?      Yes ☐      No ☒

If no, please state your end date of employment: August 2019




	5.  Employment History

	
Beginning with the most recent, please provide a summary of all other employment, including previous posts held with your current or most recent employer. Please continue on a separate sheet(s) if necessary.


	From / To
	Name and address of employer
	Job title, brief description of duties and reason for leaving

	
07/2018 – 01/2019




05/2015-07/2018





06/2012
04/2015


2009 – 06/2012
	
Servest 





Golden dragon
Swansea





Call centre – Agency Adecco 
Swansea


Esso – Samlet Road. Swansea
	
Cleaner – Main duties were to ensure high standards of cleanliness whilst working at a fast pace, so all tasks were completed in the time frame.
Reason for leaving; I needed more hours, and another opportunity came up. 

Driver – Main duties were to work in an extremely busy takeaway delivering food, handling money and interacting with customers. 
Reason for leaving; At the time, unforeseen circumstances meant I could no longer work the hours required.



Call Operator – Main duties were answering calls, interacting with customers and achieving targets selling and phone res. 
Reason for leaving; Company closed. 


Petrol Attendant – Main duties were ensuring shelves were fully stocked, serving customers, handling money, working as a team to ensure all jobs were done and targets were met for example the mystery shopper, upselling targets etc. 
Reason for leaving; I wanted to try a different job that was full time as I was only contracted 24 hours a week here. 





	
Are you, or you have you previously been an employee of UWTSD?       Yes ☐      No ☒




	  6. Language Skills
	
	
	
	
	

	
Are you a Welsh speaker?                      Yes ☐      No ☒


	
If yes, please state your level of fluency in Welsh:


	
	Understand
	Speak
	Read
	Write

	Basic
	
	
	
	

	Intermediate
	
	
	
	

	Fluent
	
	
	
	

	
Are you fluent in any other languages?               Yes ☐      No ☒


	If yes, please specify: 




	7. Employment Related Referees

	
Please provide details of two work related referees. The first of these should be your line manager from your current or most recent employer. All offers of employment are conditional upon receipt of satisfactory references. References will only be sought upon an offer being made to a successful candidate.

*Please refer to section 8 if you are unable to complete this section.


	

	1st Work Related Referee

	Name
	
Wayne Harris

	Address
	
2 Picton Lane. Swansea. 


	Telephone number

	01792700400

	E-mail address

	

	Position held by referee

	Owner of Yellow Cabs 

	Employment relationship

	Boss

	

	2nd Work Related Referee

	Name
	Trevor - Servest


	Address
	Atalian Servest House 
Bury St Edmunds



	Telephone number

	07539218542

	E-mail address

	

	Position held by referee

	Area Manager

	Employment relationship

	Area Manager













	8. Character Referee

	
If you are unable to provide two work related referees, please provide details of someone who can offer a character reference about you.


	
	Character Referee


	Name
	


	Address
	


	Telephone number

	

	E-mail address

	

	Your relationship with the referee
	



	9. Supporting Statement

	
Please provide a supporting statement to show how you meet the Person Specification criteria, wherever possible relating this to the duties in the Job Description. You are encouraged to provide relevant and explicit examples (obtained from the workplace, voluntary or community work or any other appropriate situation) so that the short-listing panel is able to clearly identify where your experience, knowledge and skills match the criteria identified in the post and understand what qualities you can bring to the role.

Please note, CV’s will only be accepted as supporting documentation to the application form.


	

The advertisement for the position I have applied for states it is looking for an applicant that is hardworking, reliable, can deal effectively with customers, experience in cash handling and someone that can provide outstanding customer service among many other skills listed, I have experience in all of these areas and I feel I would be the perfect fit for this team. Home bargains is a well known company that I would love the chance to progress my career with, I am currently studying towards a degree in leadership and management skills for the work place and would really like the opportunity for a face to face interview where I can expand on my experiences in more detail. 
















	Personal Details and Monitoring Form - Confidential

	
Applicants are requested to provide the following information for records purposes, and to enable the University to meet our statutory equality obligations. The information provided will be processed in accordance with the Data Protection Act 2018 and will not be used in the selection process.


	1.  Vacancy Details (HR Department use only)

	Position applied for:
	

	Vacancy Reference:
	

	Applicant ID: 
	



	2.  Personal Details

	Title:     Mr ☐         Mrs ☐         Miss ☒         Ms ☐         Dr ☐         Prof ☐         Other ............


	Forename(s): Samantha
	Surname: Jones

	Home Address: 6 Pencwmdu, Cilmaengwyn. SA8 4QX 



	Home Telephone: 07471892045
	Mobile Telephone: 07471892045

	Email Address: 
Samantha_jones459@hotmail.co.uk
	Date of Birth: 
01/12/1991

	
National Insurance Number: JL947865B




	3.  Gender

	Please indicate your gender: 

	
Male ☐                       Female ☒                   Other ☐   
    









	4. Ethnicity

	Please indicate your ethnicity:


	☒ White
☐ White - Scottish
☐ Irish Traveller
☐ Gypsy or Traveller
☐ Other White background
☐ Black or Black British - Caribbean
☐ Black or Black British - African
☐ Other Black background
☐ Asian or Asian British - Indian
☐ Asian or Asian British - Pakistani
☐ Asian or Asian British – Bangladeshi
	☐ Chinese
☐ Other Asian background
☐ Mixed - White and Black Caribbean
☐ Mixed - White and Black African
☐ Mixed - White and Asian
☐ Other mixed background
☐ Arab
☐ Other ethnic background
☐ Not known
☐ Prefer not to say



	5. Religion and Belief

	Please indicate your religion / belief:


	☒ No religion
☐ Buddhist
☐ Christian
☐ Christian - Church of Scotland
☐ Christian - Roman Catholic
☐ Christian - Presbyterian Church in Ireland
☐ Christian - Church of Ireland
☐ Christian - Methodist Church in Ireland
	☐ Christian - Other denomination
☐ Hindu
☐ Jewish
☐ Muslim
☐ Sikh
☐ Spiritual
☐ Any other religion or belief
☐ Prefer not to say



	6. Sexual Orientation

	Please indicate your sexual orientation:


	☐ Bisexual
☐ Gay
☐ Lesbian
	☐ Heterosexual
☐ Other
☒ Prefer not to say













	7. Disability

	
Under the Equality Act 2010, you are considered disabled “if you have a physical or mental impairment that has a ‘substantial’ and ‘long-term’ negative effect on your ability to do normal daily activities.”
· ‘Substantial’ is more than minor or trivial, e.g. it takes much longer than it usually would to complete a daily task like getting dressed
· ‘Long-term’ means 12 months or more


	
Do you consider yourself to be a disabled person?                      Yes ☒      No ☐
 

	If yes, please indicate your disability:

☐ No known disability
☐ Two or more impairments and/or disabling medical conditions
☐ A specific learning difficulty such as dyslexia, dyspraxia or AD(H)D
☐ General learning disability (such as Down's syndrome)
☐ A social/communication impairment such as Asperger's syndrome/other autistic spectrum disorder
☐ A long standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy
	
☐ A long standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy
☒ A mental health condition, such as depression, schizophrenia or anxiety disorder
☐ A physical impairment or mobility issues, such as difficulty using arms or using a wheelchair or crutches
☐ Deaf or serious hearing impairment
☐ Blind or a serious visual impairment uncorrected by glasses
☒ A disability, impairment or medical condition that is not listed above
☐ Prefer not to say


	
Please note: XXXXX is a Disability Confident Committed employer and, accordingly, all disabled applicants are guaranteed an interview if they meet the essential Person Specification criteria for the role.





	    8. Work Permit

	
Do you require a work permit to work in the UK?                             Yes ☐      No ☒

If yes, do you currently hold a work permit to work in the UK?       Yes ☐      No ☐

If yes, please state the nature of your work permit and its expiry date:








	9. Rehabilitation of Offenders

	
Do you have any convictions, cautions, reprimands or final warnings that are unspent under the Rehabilitation of Offenders Act 1974 and which are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)?

Yes ☐      No ☒

Where a job falls within one of the excluded categories under the Rehabilitation of Offenders Act 1974, disclosure of any spent convictions is required and any offer of employment, if made, will be subject to a DBS (Disclosure and Barring Service) check.

Further information can be found on the Government website: Updated guidance on the Rehabilitation of Offenders Act 1974.




	10. Source

	Please indicate where you first saw this job advertised:

	☐ UWTSD website
☐ Job Centre (Find a Job)
☐ Internal email
☐ Golwg360
☐ Fish4jobs
☒ Indeed
☐ Totaljobs
	☐ Newspaper
☐ Jobs.ac.uk
☐ Lleol.net
☐ Times Higher Education
☐ Word of mouth
☐ Other (please specify) 




	11. Declaration

	
By signing here, I confirm that:
· The information given in this application is, to the best of my knowledge and belief, true and accurate;
· I have read the Job Applicant Privacy Notice; and 
· I understand that, if an offer of employment is made to me, XXXX will seek references from the referees I have provided.

	S.Jones
	23/11/2020


                                         Applicant Signature                                                        Date
           (Electronic or Handwritten)
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Samantha Jones
6 Pencwmdu, Cilmaengwyn SA8 4QX
07471892045 
Samantha_jones459@hotmail.co.uk

Personal profile
I am currently studying for a certificate in higher education in Leadership and Management. I have gained various skills through previous jobs such as customer service skills, organising and planning ahead.
I am hardworking, trustworthy and would like the chance to progress in a career such as in a retail environment where I can put my newly developed leadership and management skills into practice. 

Education
BA (Hons) Leadership and management skills in the workplace. – Currently studying.
Bishop Vaughan Comprehensive 2003-2008
4 GCSE’s which are in maths, English and health and social care. 

Skills
Planning ahead 
I worked as a taxi driver and also a delivery driver where I have gained skills of planning ahead, organisation and interacting with customers.
Customer service
I have worked in call centres and retail stores where I have gained experience in interacting with customers and resolving problems over the phone and in face to face situations. 
Versatile
I am very versatile; I have worked in various jobs and I have learnt various skills and gained relevant experience from each of them. 
Team work
I have always enjoyed working as part of a team and have gained skills in this such as listening, organising and achieving targets as a team. Communication skills to spread the work loads to the best person for each individual task. 
Problem solving 

I have been in situations where problems have arisen in the workplace, I deal with these problems calmly and effectively whether that is as a team or independently. 

Employment 
Yellow Cabs – Taxi Driver
My main duties were to pick up and drop off passengers, plan ahead and to help passengers with their needs such as carrying shopping, helping them in and out of the vehicle etc. Skills that were needed in this job was to have excellent communication skills and excellent problem-solving skills for situations such as alternative routes due to road closures etc. 

Servest – Cleaner 
My main duties were to ensure high standards of cleanliness in the store, staffroom and offices whilst ensuring this was all done safely and with the correct designated warning signs. Skills I gained here was to work in a fast pace and as a team player to ensure all duties were completed before store opening. 

Delivery driver 
My main duties here were also working at a fast pace safely, organising ahead of deliveries, speaking with customers and handling money. I gained organisation skills and working under pressure in a busy environment. 

NHS- Call operator 
My main duties here was answering calls to patients. I gained skills of communicating in a polite and respectful manner and answering calls to meet response times. 

Sales – Telesales
My main duties were operating outgoing calls and selling products over the phone. My main skills I gained from working in sales was to hit targets, good communication and ensure customer satisfaction. 

Esso- Petrol station attendant 
My main duties were to serve customers, ensure shelves were always stocked, ensure routine maintenance on the forecourt and in store. I gained skills of working as a team here and also independently, customer service skills and greeting customers. 

References are available upon request. 


Appendix D

Samantha Jones
6 Pencwmdu,
Swansea. 
07471892045
Samantha_jones459@hotmail.co.uk

Dear Sir/Madam

I have come across a job you have advertised on indeed.co.uk that I am very interested in, the vacancy is for a lead store team member in your Llanelli branch. 
As you can see from my CV attached, I have had experience in various roles including retail, I am also currently studying management and leadership skills and I think this would be the perfect position for me. I have worked in fast paced businesses before, and I have experience in customer service. I am hardworking, reliable, can deal effectively with customers and I have excellent problem-solving skills. 
An example of me dealing effectively with customers would be, when I worked as a delivery driver, I delivered food to the customer and they were refusing the order as the food was an hour late, I listened to what the lady had to say, I assured her I understood why she felt this way, apologised and offered to phone the manager for a discount as an apology, the lady then accepted the discount and most importantly she continued to be a regular customer.
I am confident that I meet the requirements that your company is looking for, and I am excited for the chance to meet and expand on what I feel I can bring to your company. Thank you for your consideration. 

Yours faithfully. 
Samantha Jones
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