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Ceri Louise Wiggins

07505 105 320 

clwiggins1984@gmail.com

www.linkedin.com/in/ceri-wiggin-511801285
A very well-organised and conscientious person who is both confident and optimistic and has the aspiration to undertake and develop within a challenging role. 

Proven to be a very industrious person with the self-motivation to develop skills and knowledge related to my own and others' employment development.  Excellent communication, coaching and people interaction skills, I work very effectively as part of a team with the aptitude to remain calm under pressure and motivate myself and others to achieve and with competency in prioritising my own workload and meeting deadlines.  
I am a quick learner willing to undertake any training that develops my knowledge and abilities, enhances my job efficiency, and allows me to give back to the community. 

Key Skills/Attributes

· Proven track record of excellent customer service delivery.

· Equally effective working independently.
· Sound experience in electronic record keeping.
· Organised individual, taking pride in my work, and utilising time efficiently.
· Enthusiastic, resourceful, and reliable.
· Effective IT skills
· Accomplished communicator.
· Established decision maker.
Education
 

Skills for the workplace Level 4 -Merit, University of Wales Trinity St Davids, 2022
GCSEs 9 A-C, qualifications, including Maths and English and sciences.


LMA Business Level 4, 2022


Employment History

Tai Tarian

Tenant member of the Operations Committee March 2023-Current

I volunteered and attended meetings with the Tai Tarian Academy board, where I have taken part in group discussions and provided valuable input into storyboards that have helped shape the organisation.

My recent appointment to the Operations Committee gives me delegated responsibility for monitoring the effective and efficient provision of services for tenants of Tai Tarian properties and those who seek assistance in meeting their housing needs. I am also responsible for monitoring staff performance, development, engagement, and well-being as well as working as part of a collative to build relationships and team working across different communication channels and giving tenants a voice. My role involves attending meetings and AGM’S. 
DWP
DWP Work Coach Dec 2021- Current 

My role as a Work Coach is to assist people in to work by using different coaching methods and empower claimants to gain the skills required to enter the job market, including giving advice and support, liaising with external providers, and referring to appropriate provisions. My role includes managing my diary and those of others, managing customers’ expectations, decision making and, on occasion, dealing with challenging behaviours.  I offer advice and assistance to members of the public concerning other benefit enquiries whilst helping other team members through case conferences and making referrals to other departments, such as debt management and decision-makers for more complex decisions.  I undertake all appropriate training relevant to my role and any additional that may benefit me and my claimants. A member of the people group, working as a team to problem solve and communicate change.

DWP Administrate Officer 2016-2021

A varied role, starting as a telephony agent on the ESA benefit enquiry line, advising claimants of their benefit entitlements and criteria to claim benefits, issue of payments, forms and letters, mentoring staff on site and at other sites, part of a development scheme which led to a secondment to the front to a local job centre as the front of house role, engaging with the public and answering enquires. I shared my skills and knowledge with my team and assist my colleagues when required.  I would signpost customers to local other agencies and help within the wider community.  

My more recent role is a GMS matching service, which involved in-depth checks of claims and liaising with customers for further information and then deciding if any arrears were due and issued once I've completed my checks.  I also have been part of a reactive team in the light of Covid-19, processing medical certificates, up-rating benefits, and occupational pensions along and other tasks as required to ensure customers’ payments were not affected. I was also a member of the site people group promoting engagement across the site and helping to organise events and well-being activities. 

Additional Information

· Member of the Rhos Football Club Events and Fundraising group organising and planning fun days, events and presentations for the Club and community.

· Full clean UK driving licence.

· Own reliable transport

· I also have some payroll experience from my employment with Shaw Trust where I would register new employees with HMRC, use the in-house computer programme to produce payslips and record and document this information. 

· Currently studying for a BA in applied leadership and management at University of Wales Trinity St Davids  (Swansea Campus) Level 5

Interests/Hobbies

My hobbies include travelling where I can. I also enjoy listening to music and home and garden maintenance.  

References 
Names and addresses are available upon request.
Ceri Wiggins
41 Neath Road

Rhos 

Pontardawe,

Sa8 3eb

Dear Ceri

What a journey you have been on, well done on your first-class degree in applied leadership and management! This is a massive achievement, and I am so proud of you, as are all your family, friends, and colleagues.

Our journey may have begun with a click on a Facebook post, and not knowing what you really had signed up for, but it has led to you completing your Certificate of higher education in Skills for the Workplace and a Level 4 LMA qualification and a BA degree in Applied Leadership and Management and learning and developing yourself beyond recognition. Your confidence shines!

Graduating in front of Mammy and Jonathan with my CoHE, and receiving a Merit was all the inspiration you needed to carry on and continue with your degree. 

You become a volunteer on the Tai Tarian Academy board, to give tenants a voice, and you impressed the chairman and co-chair, who encouraged you to take the board training they were offering and apply for the Tai Tarian Board roles.  You weren’t successful at your interview, but that didn’t stop them from offering you a different role within the operations committee and shortly after this you became a full board member.  This enabled you to be able to challenge decisions and analyse complex data, hold difficult conversations, and build relationships with board members and Tai Tarian staff.

As you started your CoHE and were offered a temporary promotion which meant leaving all the colleagues you had known for 5 years and moving offices and roles to Brecon and a lengthy commute began.

You did not want to leave the civil service and so put into practice the new techniques and skills you had learnt, which helped you secure a permanent promotion as a  work coach and a transfer to a local office, where your new colleagues made you feel at home straight away, and your team leader looked at ways to help develop you, working closer meant a better work-life, you’ve taken any opportunity you could to enhance your skills and practice what you had learned in Uni,  joining the department’s people group, arranging events, and mentoring and job shadowing to helping the vulnerable in society with Universal Credit and liaising with providers, you used all the skills you had learnt to become a work coach team leader and were finally able to manage a small team of staff.

To achieve this whilst being a mother to three beautiful girls and a wife to an incredibly supportive husband is amazing, you’ve given up so much of your time to also helped the girl’s Football Club by becoming part of the events and planning committee, raising funds needed to successfully renovate the pavilion and plan and organise fun days and presentations and tours. 

You have overcome so many obstacles that have been put in front of you from online learning and contracting covid, a back injury which led to you being housebound for over a month and falling behind in your assignments and having to catch up, office moves and learning new job role and not having a clue on how to reference and having to look it up for each and every assignment. 

You’ve missed out on days, parties and watching the girls play sports so you can complete essays and attend lectures, you spread yourself so thin as your always helping people, and I was so proud of you when you learned to say no and put steps in place to manage your time better. 

As Jonathan and the girls watched on in the crowd when you collected your BA in applied Leadership and Management you showed them anything is possible and is within their reach, you are an inspiration to them.

Well done, 

Love Me 

	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

	Referencing


	Learn how to correctly reference sources used for reports/essays.


	Tutor

Library/Librarian

PowerPoint

Read the online guide and ask for a demonstration.
	Results on essays

Feedback from tutor
	01/09/2023

	Become a full Board Member of Tai Tarian 


	Build on previous experience, complete all online learning that is available to me. Establish effective networks within the organisation and operations committee.  Attend all committee meetings and give positive and constructive feedback.

Use existing experience and skills from past and previous employment along with experience and the skills learnt from level 4/5 applied leadership and management, to grow as a committee member. 


	Operations Committee, board members and Tai Tarian Staff expand on the experience gained so far, use opportunities in DWP such as well-being group and mental health training, customer service and extensive knowledge of UC and how the cost of living is impacting tenants.


	Being offered a full board member position.
	01/12/2023

	Promotion to Higher Executive officer 


	Increase knowledge by job shadowing and using online resources such as GOV.UK to understand the framework, and work on competencies by using mock interviews.

Volunteer for opportunities that increase my skills and allow me to network with other departments and job roles.


	Line manager

Network to find a suitable position to job shadow, research the roles currently available and use the job description to analyse what skills are required.

Complete BA in applied leadership and management.
	Successfully applying and being selected for a position. 
	04/07/2025

	Work Coach Team Leader 
	Show leadership and excellent people engagement skills. Committed to developing people and empowering colleagues through challenging conversations to drive performance. A motivated, improve quality and consistency, demonstrating positive outcomes for customers.
Good communication and organisational skills.
Able to innovate and make sound decisions sometimes at pace.

	Build networks and job shadow, apply for positions for feedback, deputise, when possible, to gain experience, take part in learning and development opportunities offered and use skills developed with BA in applied leadership and management to show I can meet the competence requirements for the role
	Becoming a work coach team leader either on a permanent or a temporary contract 
	01/01/2025

	Mental Health awareness training
	Build my knowledge of mental health and increase my understanding of the procedures to follow when having a vulnerable customer and how to document claims, raise help and signpost to other organisations.  Read and understand and know how to implement the 6-point plan and download the link to my desktop for faster access. 

Take part in any further training and e-learning that may be available within the organisation and possibly look outside for possible training that could be available. 


	Course Tutors, Disability Employment advisors and a nominated buddy, for support if I need to implement the 6- point plan. 

Myself 

Quality checks 
	Complete course
	14/09/2023

	Development of Rhos Football Club Events and fundraising committee
	Raise enough funds to complete renovation works to the pavilion. 

Organise team-building events and community-based events between Rhos Football Club and the local community council which will build working relationships between the club and council to benefit the members of the community. 


	Chairman of the club, other committee members, other club members, myself, and the community. 
	Refurbishment of Pavilion completed and ready to trade from the building.
	01/07/2024

	People Group


	Attend regular meetings with members of staff from various departments to discuss and problem-solve issues that are currently affecting the workforce.

Collect any issues either via an anonymous suggestion box or through face-to-face or email conversations and feedback to the group and provide an overview of the session to my team.  Use problem-solving, teamwork and 

Discuss and collaborate and implement any changes that can be done with my line manager or escalate further up the command chain. 

Make suggestions and positive amendments that will help the department through change
	My self, 

Team Leaders

Senior civil servants 

Members of the people group

Colleagues 
	How ideas that are brought forward are implemented across the department
	01/12/2023

Reviewed after each meeting and after any new 
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