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Introduction

The aim of this essay portfolio is to discuss a range of career goals that I set to achieve, both in the long term and short term whilst discussing the importance of the preparation for those in the meanwhile. Currently, I am studying at the University of Wales Saint Trinity David with the intention of achieving a Certificate in Skills in the work place which I should receive following the academic year. So far, the course has been very beneficial to me as it has allowed me to have a deeper knowledge of how to efficiently identify any issues in the workplace, blend into the corporate environment by learning the different work ethics and culture. It has also opened up my understanding to learning to deal with difficult situations and how to solve them adequately. I believe this academic achievement would speak highly on my curriculum vitae and could potentially pave the way for more job opportunities in the future. Furthermore, this would coincide well with my long-term career goal to becoming a successful business woman.  

There are a variety of stages within an individual’s life which tend to aid people to prepare thoroughly for the working world once they have gone through the relevant phases of life. For example, the compulsory work experience that secondary schools offer to students in year 10, this gives 14 / 15 year olds an insight to life after school in order to gain some experience before they are legally allowed to work and slightly broadens the opportunities that may become available to them. Which I think it is very essential in this day and age as not every child is educationally inclined, so this early exposure to the working environment gives them the flexibility of choice whether to identify early where their strength lies so they can choose vocational careers, Blue collar jobs or go professional otherwise known as white collar jobs. Another example is that once the school leaving age was increased to 16 in 1972, as a society, we were faced with two clear pathways aimed to help to alter our lifestyles, whether to continue into further education or begin to gain experience in different types of workplaces. I believe that this decision at such a young age is beneficial to the rest of our lives as it subsequently instils the importance of decision making skills and allows us to feel slightly more mature depending on the reasoning and decision that is taken. These are basic skills which should not be undermined in the future careers as they are the very first skills that are learnt and they develop over time. 

Following on from this further down the line, once becoming a graduate, the working world becomes saturated with fresh graduates who have spent the last 3 or 4 years indirectly learning how to succeed in their chosen professions. This is achieved through a variety of assessment methods such as group work which also replicates the working environment, colleagues working together, you learn how to develop good communication and inter-personal skills, learn to be patient with people you interact with every day.



Personal Strengths 

As well as the skills I have developed through the workplace, I have also gained skills through personal life experiences. For example, as a mother you automatically develop outstanding listening skills as you must emit empathy to any situation your child is going through. This enables me to provide them with good advice and good understanding. This is a skill I tend to transfer unto the working world during weekly team meetings. Having good listening skills is one of the good attributes of a great team player. 

Also during the course of my study, I learnt about lifeline which changed my perspectives on my thinking concerning things that happened in the past which I thought were negative and would rather not think about, instead, I prefer to push such thoughts to the back of my mind and make larger past good experiences. However, I have since learnt that experiences of the past, help to put meaning to the events of the past and subsequently help to shape our thoughts positively to the future, get our priorities right, get on with life and learn from the mistakes or events of the past. As the saying goes, Experience is the best teacher. 
At this point I will like to use a Lifeline  illustration to capture some low and high points in my life. 

High points
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The charts above represent various stages from the time of my birth to this present day. There were some key events that marked high and low points in my life, some of these occurences were as a result of external influence and some were directly influenced by my decisisons. The period between my birth and the age of 30 marked some of the high points I experienced in life. Early in life, I enjoyed the priviledge of being cared for by both parents and extended family members such as my grandparents, uncles, aunties etc, got a good education, made some good childhood friends (some of which are still very close and dear to me). During my 1ST year in the university I met my boyfriend whom I eventually got married to immediately after my graduation. Within the first two years we were blessed with a beautiful daughter. Two months after our daughter was born, we were separated which was a terrible time as I was a new mother, confused and penniless, all alone with an innocent child. It was a very low point in my life. Looking back now, I can say I am grateful I went through that because prior to that happening, I was really dependent on my husband as the sole provider, but shortly after we parted ways, and I had to care for myself and my daughter, rather than wallow in self-pity, I started applying for jobs and within a few weeks, I got a part time job, went full time and was very diligent and got promoted to the position of an assistant manager after 18 months. 
During this period, my father also died as he was one of my inspirations, confidant and role model. This dealt another blow and pushed another low point. 
After this period, I reconciled with my husband, we bought our property, had a couple more children and I decided to further my education as the children are all in full time education, which made me a lot more flexible with my time. 


Further Development

I intend to further develop my career interest in building a business that will be handed over to my future generations by setting achievable goals. My main goal is to carry on with studying to the degree level. I have always wanted to get a degree but I had a lot going on that it just was not materialising till last September when my youngest child started secondary school and I felt it was the right time to further my education and I am glad I did as this last one years has been eventful , filled with good memories, I have met some wonderful teachers and made life long friends. Most importantly I have learnt a lot about some life skills, business skills, business tools, gathering information, carrying out different types of investigations and doing researches before launching out a new venture which I never would have done before I enrolled for the Certificate of Higher Education at the University of Wales Trinity Saint David. In actual fact I have enjoyed the tutelage of very wonderful lecturers who made learning in the classroom fun, enjoyable and exciting. There were classes which were very emotional and it brought about healing and made the whole class bond like one big family. 
This past one year has been a learning curve for me and also, it has made me realise anything is possible when you set your heart to it. Armed with this new courage and confidence as a mature student, I am more than ever before determined to complete my degree and achieve a BA in Leadership and Management in the next couple of years. I also intend to carry on to do a master’s degree program either on a part time basis if I get a job immediately after my degree or full time if I don’t get a job engagement as soon as I am done. 

Job Skills Analysis

My idea of a clear understanding of what it means to have good employment knowledge and skills will determine one’s level of effectiveness when gainfully employed. There are various soft skills an individual can pick from job opportunities which are mandatory by not only corporate work environments but can be utilised in all areas of employment and life experience from day to day. 
I have in the past tried my hands on so many roles across many industries be it financial, in the health sector, logistics, education, retail, rendering services etc and I am glad for all these exposures as I came out with loads of valuable experience. I have developed excellent communication skills, strong work culture, Positive can do attitude, strong problem solving skills with the ability to think qualitatively to bring about resolutions to seemingly difficult tasks or situations with so much  self confidence that I hardly believe I am the same person who could hardly address a row of people talk less of addressing a class filled with both students and lecturers whilst doing course presentations in the 1st two terms of study. I enjoy working on challenging tasks and follow through tasks through to completion. I have also developed the ability to work to meet stipulated deadlines and tight schedules with the ability to work under pressure in a fast-paced environment. 
I have signed myself up at the moment to take up free online courses in basic computing skills like using the Microsoft suite to be more proficient in using packages like word, Excel, Power point which are used in almost every role in the office as well as for my own personal use and benefit. This is all in a bid to be employment ready creating the flexibility and ability to find and keep jobs appropriately, manage transition to other jobs without much difficulty. Making meaningful job applications both via email and paper application forms. Registering with job agencies in person and over the internet. 
This led me to create a personal evaluation of myself by using the SWOT analysis by identifying my strengths , weaknesses , creating opportunities or looking around for opportunities and identifying threats. 

STRENGTHS : 
Good at problem solving
Attention to details
Excellent communication skills
Great listening skills

WEAKNESSES: 
I need to work on my time keeping skills
Ability to say no when things are not convenient

OPPORTUNITIES: 
Putting myself out for new and challenging roles relevant to my career interests.

THREATS:There are many skilled and talented individuals competing for the same or similar roles in the job market. 
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As a result of this stiffness in the employment sector of too many applicants for very little roles, I went on a 3 full days training course and applied for a background check for a CRB in order to work with children with learning disabilities and challenging behaviour. After the 3 day training I had to wait about six weeks for the CRB clearance to come through. When the certificate of clearance finally came through, I had already applied to one of the local schools as a volunteer staff and I had gone for the initial meeting, filled all the necessary documentation and I was ready to start as soon as my certificate arrived. 
This experienced opened my understanding to a lot of things which in my experience as an individual in other sectors and industries would never have had the knowledge if I had not gone for the volunteering position. When I resumed the role, I learnt how to calm children down when they started to have bouts of episodes, I learnt to guide and encourage them to read, write and communicate as best as they could. Talking them out on short brisk walks, taking trips to the shops and encouraging them to make payments at the check out , engaging them in minor calculations and figuring out how much the change from the monetary transaction will be, encouraging them to suggest and choose different snacks for each day of the week and helping them make little significant decisions that involved themselves and their classmates. Watching interactive programmes with them and getting involved in the exercises after each lesson. I was only meant to volunteer for two weeks, at the end of the two weeks, I offered to extend my stay for an extra two weeks. I thoroughly loved spending time with the children and found myself thinking of them even after they had long gone home and I was in the comfort of my home. At the end of four weeks, I was called into the head teacher’s office and I was surprised when the headteacher commended all my efforts and was totally surprised when I was offered a job as a permanent staff initially on a part time basis with and I was confirmed as a full time member of staff within 12 weeks. I stayed in the school for one year and this made me to realise that to have any form of progression, I had to further my education as being a teaching assistant was the most I could be for sometime with the initial school leaving certificate. I knew if I were to be promoted or wanted progress, in addition to my skills, I had to register for higher qualification which led to my registering at the university of wales to complete the foundation course in order to progress to my next level. 
According to the DIEP model illustrated in the reflecting writing video(Anon.,n.d)(1). My involvement in organising activities with my local church and members of my community have also helped in sharpening my social skills as it entails communicating directly with co-organisers, third parties, suppliers, organising venue, advertising the events, raising funds, and chairing committees for good causes within my vicinity. 

 
Another personal experience I had was whilst I was trying to pass my driving test which I had attempted a couple of times earlier but without success and I was almost on the verge of giving up. In actual fact I had practically given up as I had little or no motivation to go through the stress of the whole process all over again. However, I had applied for a job which one of the requirements was to have a full clean driving license, this was really upsetting as it would have been a great and fantastic opportunity for me if only I had passed my driving test. This experience, spurred me to start the driving test processing all over again. I had another opportunity to apply for a very similar role which was becoming available within three months. So I set a target for myself to complete the driving test before the job opportunity became available. I first booked my driving test and paid for it just so I had to work towards it, I then booked my driving lessons in succession and practiced almost 3 hours a day both privately and with the tutor. Needless to say I was successful and passed my driving test with very minimal mistakes 10 days before the said job application closed. I applied for the position, unfortunately, I was not successful with the application but I was glad because I was able to achieve my aim of passing my driving test which I had been procrastinating. 

JOB SEEKING ACTIVITIES / Action plan

I am now sending out my CV and cover notes for various positions I will for the purpose of this assignment attach a copy of my cv fand cover letter for evidence of my job seeking activities as stated in the assignment topic and for information purpose. 



CURRICULUM VITAE: 


Adejumoke  George
Customer service 
CONTACT DETAILS 
 P4 Consulting Ltd 120 Wise Street, Birmingham B15 3ED T: 00 44 121 638 0026 E: jum_adetoba@hotmail.com
PERSONAL SKILLS - Advisory skills Decision making Negotiating Attention to detail Influencing skills Multitasking P
ROFESSIONAL SKILLS - Advanced First Aid German speaker ECDL French speaker AREAS OF EXPERTISE - Administrative functions Customer service Communication skills Client co-ordination Up selling Sales orientated Resolving problems Organising Call handling IT skills 
PERSONAL PROFILE : A well-presented, polite, tactful and friendly individual who is able to combine a polite manner with razor-sharp efficiency. I am able to do more than just answering questions, I also have a proven track record of building relationships by providing information on additional products and services and helping customers find the right ones to meet their needs. Possessing a excellent telephone manner & the ability to communicate with all levels of customers, I am well able to contribute to the growth of any business. Now looking for a suitable position with a reputable, and exciting employer. An adept communicator with good interpersonal skills, willingness to learn and ability to adapt to changes in different environments. My keen awareness of time and task management gives me the ability to meet set deadlines. I possess good analytical skills, ability to think logically, qualitatively with accuracy, solving complex problems in a fast paced environment and achieving objectives and targets to agreed deadlines

Work duties 
 Taking ownership for queries from first contact to resolution. 
 Interacting directly with potential, new and existing clients. 
 Development, maintenance and retention of customer relationships. 
 Informing customers of all the latest products. 
 Accurately updating administrative records. 
 Promoting products and services. 
 Resolving face to face, telephone and email queries quickly and to completion. 
 Implementing agreed promotional activities. 
 Monitoring until completion outstanding orders and enquiries. 
 Processing customer registrations. KEY SKILLS AND COMPETENCIES Customer service skills 
 Able to demonstrate a high standard of customer service. 
 Competent user of MS-Office (Word, Excel, Outlook) 
 Ability to act on own initiative. 
 Capable of following procedures and systematic processes. 
 Having a methodical and accurate approach to work activities. 
 Finding solutions to issues and problems. 
 Positive attitude, energetic approach and self-motivated. 
 Capable of influencing the opinions of customers. 
 Able to handle complaints, aggressive customers and difficult situations. 


REFERENCES – available on request

Since I started I my course at the university of Wales, Trinity Saint David, I have volunteered in the IT department a headoofifce of a retail bank about 15miles away from home, and I have learnt and the following and used the methodologies to carry out some investigative procedures to test various applications . 


· Excellent knowledge of QA methodologies, processes and tools in a strong Agile (Scrum) environment
· Planning tests and developing test cases based on user stories or high level feature concept reviews
· Taking part in identifying potential data vulnerabilities, completing assessments to become PCI compliant
· Flagging flaws in the network security, information security policy in the methods of storing cardholder data.
· Knowledge of software build, configuration and release process in the software development lifecycle (SDLC)
· Importing requirements derived from Business requirements in LiveModel into ALM.
· Ensuring test artefacts, results, defects and other test data stored in ALM are available and re-useable for further regression testing phases.
· Communicating test requirements to product management and development teams reviewing project requirements for testability.
· Provide feedback on feature design and functionality to make certain that quality is ‘’built in’’ from the ground up in base product.
· Carrying out payment tests on test host terminals loaded with relevant payment scheme test keys, ensuring card details on printed receipts correspond to details on test cards. (RCTP).
· Mapping each test case against requirements for good test coverage.
· Log bugs in a comprehensive format including well documented steps to reproduce expected behavior and actual behavior
· Identify Regression scenarios across the SAP/WEB/TILLS/QUANTIV systems.
· Perform ad-hoc and regression testing of system components under aggressive release schedules.
· Responsible for testing the JW websites for four different cultures, UK, USA, IRELAND & HONG KONG.
· Carrying out TILLS tests in a controlled environment with Test Chip and Pin cards
· Mobile website testing, iOS / iPhones, Android, IPAD/Kiosk testing
· Performed exploratory testing over and above a list of test cases.
· Frontend and Back end testing of 3rd Party interface (Quantiv, SAP)








	


Also to increase my chances of getting a gainful employment, I include cover letters when ever I send a job application to different organisations. I have included a sample of my cover letter below:
	

COVER LETTER:  

Dear Mr. Gilhooley,
I am writing to apply for the tester position advertised in the Times Union. As requested, I enclose my cv
The role is very appealing to me, and I believe that my strong technical experience and education make me a highly competitive candidate for this position. My key strengths that would support my success in this position include:
· I have successfully designed, tested and supported live-use applications.
· I strive continually for excellence.
· I provide exceptional contributions to customer service for all customers.
With my previous experience, I believe i have a comprehensive understanding of the full lifecycle for software projects. I also have experience in learning and applying new technologies as appropriate. Please see my resume for additional information on my experience.
I can be reached anytime via email or telephone. 

Conclusion:
The power of positive exposure Professional career development course has given me as a potential, confident and bold individual cannot be over exaggerated. I am not the same timid, no confident lady who registered at the University of Wales TSD just under a year ago. 
I am attending job fares, registering with various job agencies. I even volunteered in my children’s school during one of their career workshops to give a talk and encourage the students on life lessons on focusing on their strengths, choosing the right path towards achieving their goals and aspirations and never feel to old or too intimidated to try new things to be the best they can be. 
I know this is the just the beginning of doing greater exploits for me because I believe my best years are still ahead.      
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