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[bookmark: _Toc27410099]1.1 Introduction

After working for many years within Insurance customer services I came to the realisation that I needed a career change and the path I chose was Travel and Toursim. I have vast experience of addressing customer needs but not within the Travel and Toursim sector. Even though I am about to embark on a different career path, it will still be customer based so any skills I gained within Car Insurance would be transferable. What I am hoping to achieve with placement is to gain knowledge and experience within travel, such as tour operators and airlines. 

At present I have yet to secure a placement and I do understand that I may not be able to find the perfect placement, I am aware though that no matter what the placement will be I can gain vital skills from any organisation that would be transferrable. 
[bookmark: _Toc27410100]

1.2 Placement Benefits

Work placements are a great opportunity for me to gain vital experience in the travel industry or a similar industry. Having no work experience in this area it is important that I take this opportunity of placement to gain skills I need to follow this career path.  I have vast experience with customer care but not in the travel industry. I need to gain knowledge on how that industry works.  Placements also give me the opportunity to trial a career path and give clarity to whether that particular path is right for me. 

I also feel if I find myself in a placement that is right for me, then working hard within that placement and making myself indispensable may end in a permanent work opportunity. 
[bookmark: _Toc27410101]

1.3 Placement Rationale

Placement can provide the opportunity to gain specific skills to a paricular subject you are studying and the chosen industry of Travel and Toursim. It will also provide employability skills and knowledge that are required for working within a particular industry, this will then allow someone to make more informed decisions about their future. (ncub, 2019).   

According to prospects.ac.uk placements will let a person apply their knowledge and skills within a work environment, while increasing their skills and competencies with a sought after by companies. A placement will help a person understand a particular job, how the organisation operates and how to face challenges. It will provide you with the opportunity to complete training courses and also give clarity to your future path. (prospects, 2019).

ASET, a registered charity run by and aimed at, work-based learning practitioners offering support, advice and guidance to people who work in the field. Their goal is to advance the prevalence, effectiveness and quality of work based and placement learning in higher education. ASET has a Linkedin group called ASET Placement and Employability Professionals group where you can ask questions with other people working in the field from the UK and the rest of the world.  

I have, as of yet, not secured a placement for my second year in University. But I have given it an awful lot of consideration and appreciate the importance of placement and how it can help me with future employment, giving me an insight into the Travel and Toursim industry and an opportunity to learn while on the job and also make contacts that can be beneficial for my future. When I finally secure a placement I would preferably want one either within an Airport environment or a Travel Agency, these two options would provide me with the relevant skills, knowledge and experience I require to secure employment within that industry.
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1.4 Placement Opportunities

When considering placement opportunities, I would like a placement that will help me gain experience, skills and knowledge to continue with my path within the Travel and Tourism sector once I finish my degree. Below are the placements I have considered so far. 




The Cultural Exchange Summer Programme at Walt Disneyworld 

A three- month programme working in a variety of roles across the resort in Orlando, Florida. Experiencing a once in a life-time opportunity learning from the worlds leading organisation in customer service. The placement is over the summer months and I would be learning and living at WDW, Florida. I could find myself working at the UK pavilion at EPCOT representing the UK or any of the Merchandise stores on Main Street USA at Magic Kingdom interacting with guests from all over the world. The transferable skills I would develop while on this placement would be Leadership, Working under pressure, Teamwork and presentation amongst others. These are all important skills that would benefit me within other roles. 





PGL

PGL is the UK’s leading outdoor education provider with 22 centres across UK and France. The programme is aimed at ages 7 to 17 years old. PGL employ over 3000 people every year to help run the centres and have over 400,000 guests visit every year. 

The placement is over the summer months, there is no cost involved with this placement, no visas, free transfers accommodation and food. 

I feel this placement is more suited to me in one aspect as I volunteer with young people already and would fit very quickly into this role. I already have the skills to deal with young people especially in a very similar environment and have a safeguarding children qualification. I do however feel the skills I would obtain from this placement I already have to a degree, but that’s not to say I could not still learn from this placement. I am however disregarding this, its not an area I want to continue with as a career, I thoroughly enjoy my voluntary work but I want a placement within travel and toursim, I want to gain experience in that area. 





Cardiff Airport


Cardiff Airport was the third placement I researched. Cardiff Airport is the busiest airport in Wales and has been under the ownership of the Welsh Government since March 2013. The Airport has over 50 direct flights and more than 900 destinations. With Qatar Airways now operating out of the airport, connecting Cardiff with the rest of the world.

A placement at Cardiff Airport would give me the experience in the tourism and travel industry that I require. Working in a very busy environment, working under pressure while delivering excellent customer service to customers from all over the world. I would gain the necessary skills to help me continue in obtaining the career I want for myself. Travel and tourism is the area I want to work in when I finish my degree and with no past working experience within this sector, a placement at the airport would provide me with what I need. 

Another option I am looking at is a placement within a travel agency, this is the environment I want to be working in when I finish my degree, whether it be my own online business or within a high street store which I think is probably more realistic. A placement within a high street travel agency would provide me with the experience I need and also gain vital skills and knowledge on how tour operators and airlines operate. 
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2.1 Qualifications Audit

I obtained 8 GCSE’s grade A to C including Mathematics, English and Science.  
At Gower College I completed BTEC in Business Studies. 
During my volunteering with Penyrheol Swimming Club I have attended a Safeguarding children workshop providing me with the tools to work with young people and recognise sensitive issues and how to address them appropriately and effectively, I am qualified as a Swimming Assistant. 
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2.2 Training Needs Analysis

When considering a career in the Travel and Tourism sector, there are skills I have obtained in past employment which would be transferrable, such as Communication, Teamwork, Stress and time management, problem solving. I am able to deal directly with customers, good listening skills, show empathy and handle delicate situations. I have a desire to help people. 

There are gaps within my skills though that I need to address, I would require to be up to date with developments within the travel industry, I would need to have good sales and marketing skills, also computer skills. These I feel are the areas I need to improve on and securing the right placement would give me the tools to improve these skills. Excellent computer skills I feel is my main weakness  I have good computer skills and my previous employment was all computer based but there are areas that I am not that strong in, especially Excel and I believe a strong computer based knowledge is something that is vital to secure any position currently. I do feel though this is something that is easily achieved, if not through placement then with completing a course. A placement and learning on the job would be preferable, knowing precisely what employers want and expect of their employees, and providing the training to back this up.  
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2.5 Pre-Placement Review




[bookmark: _GoBack]When considering placement I have found the guest speakers that have attended our lectures extremely interesting and informative. Hearing about their organisations and the opportunities they have on offer made me think considerable about what sort of placement I want for myself.

The placements that were based abroad, for example PGL, were extremely tempting, to have the opportunity to spend the summer in another country, meeting people from all around the world, learning another countries culture and language, learning while having fun would be highly desirable. I believe this type of placement opportunity would provide you with many different skills and also improve confidence. As PGL state, staff development is key to their success. They have a wide range of training on offer such as Apprenticeships, NVQs training courses and nationally recognised qualifications. This placement would appeal to me considerable if I was younger without any responsibilities. This is one of the challenges I have and maybe it is a challenge I am creating myself. I tell myself that I should not let these hurdles stop me from considering placement abroad but there are a number of things I have to consider.

The first being I do not want to find myself in another country and being unable to cope with being away from home and my family. I don’t want to put myself in the position of not being able to complete my placement and not meeting the two hundred hours required. And the second I have to consider is that I do not have time on my side, I am a mature student and I don’t want to waste precious time in a placement just for ‘fun’ and to have a good summer. At PGL for example, I   would be in a placement that is not connected to the career I hope to achieve following University. I volunteer with young children at present and however overwhelmingly rewarding it is, it is not something I wish to continue as a career path.  It is important that I make the right choice and the placement I eventually find myself in should be a placement that will help me achieve my chosen career path, providing me with the skills and experience I require to secure employment within the Travel and Tourism industry.   
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As humans, developing new skills and growing as a person is central to our vision of self-worth and sense of achievement. Abraham, M


A personal career action plan is about setting myself goals to improve my development and reaching my full potential. Personal development is a continuous process of furthering my skills and knowledge to ensure the maximum outcome. The plan is what I want to achieve, identifying skills that are needed and how to meet the objectives set. (managers.org.uk)
[bookmark: _Hlk29650709]



Personal Development Plan

Name:	Cathryn Job								Date:  8th January 2020

	Objectives
What do I want to be able to do
or do better?
	Success criteria
How will I recognise success?
How will I review and measure my improvement?
	Actions
What methods will I use to achieve my learning objectives?

	Implementation
How will I practise and apply what I learn?

	


Public Speaking




	
      By being able to stand in front of a group of people and confidently deliver a presentation. 

	
· Practise in front of friends and family
· Practise a particular presentation numerous times
· Slow down when speaking
· Record myself speaking and listen to it
· Focus on pauses and take a breath


	
       I will be able to confidently stand up and deliver a presentation to a group of people, I will practise prior to it making sure I am successful.
       I will remember to slow down and breath during the presentation focusing on pauses and taking a breath

	


Desired Career following completion of my Degree




	

I will know I have succeeded this when I secure employment in the Travel and Toursim industry
	
· Chose a placement that will help gain experience needed
· Complete my degree to the highest standard I am capable of
· Attend careers fairs and guest speaker's presentations
· Be confident
	
       I will gain experience through placement, choosing my placement wisely.
       I will tailor each CV and Cover Letter I send focussing on the position I am applying for.
       I will make sure I am prepared for an interview
       I will make use of contacts I have made through University and Placements

	



Avoid Procrastination



	
By avoiding putting things off.
When I have deadline for an assignment
I will start it immediately and not think of
other things I should be doing instead.
If I plan a time to do some work then need to prioritise that piece of work
	
· Be more organised
· Create a timetable
· Take breaks
· Set deadlines
· Remove distractions
	
      To overcome procrastination I need to find the reason why I do it. Once I understand the reasoning I can find a solution. Just knowing our true reasons for procrastinating makes it easier to stop. (mcgraw.Princeton).
       


	

First Aid 



	
  Completing a First aid course and receiving my certificate
	· Book a First Aid course through my voluntary work with St John Cymru - Wales
	First Aid Saves lives, so just knowing I am a qualified first Aider would be an achievement. It is something I will always have and will be able to help people if needed. 
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JOANNE JOB

35 Glyn Rhosyn
Gorseinon
Swansea
SA4 6HX 

07766483528 

jobajobj@googlemail.com 



PROFILE 

I am a highly adaptable and reliable individual with many years of Customer Services Experience, where I am accustomed to dealing with sometimes challenging situations. During my spare time I volunteer for a local swimming club as Chairperson, through volunteering I have gained skills in leadership, time management, problem solving, adaptability and working as a team. I love to travel and enjoy yearly visits to Walt Disney World, Florida  


KEY SKILLS 
 
· Applies excellent decision making abilities to ensure the satisfaction of customers. 
· An excellent communicator who is confident to work of my initiative but also enjoys the challenges of working in a team 
· Competent at reading, understanding and putting into practice clear, precise Instructions that are given. 
· Accomplished in I.T, numeracy and literacy. I.T skills include the use of Microsoft Office. 
· Interact with people of all ages
· Time management and organisation skills
· Attention to detail and the ability to prioritise
  




QUALIFICATIONS  

I obtained 8 qualifications grades A-C including Maths English and Science 

BTEC Business Studies

Safeguarding Children Qualification

Currently studying for a Degree in International Travel and Tourism Management at University of Wales, Trinity St David  
 




CAREER HISTORY  


Admiral Insurance - July 1997 – present day  

Customer Services Advisor  

My main responsibilities within my current position are serving customers by determining requirements; answering inquires; resolving problems; fulfilling requests and maintaining database. I have an excellent telephone manner, identifying customer needs, clarify information, research every issue and provide solutions or alternatives. Build sustainable relationships and engage customers by taking the extra mile. Keeping customer satisfaction at the core of every decision and behaviour. I work well as an individual and part of a team.  

Argos Ltd – 1996 – 1997 

Customer Assistant  

I was employed as a Customer Assistant where I was responsible for greeting customers who entered the store, assisting customers to find the goods and products they are looking for. Being responsible for processing cash and card payments. Responsible for providing a clean and tidy store and stocking shelves with merchandise.  
 

British Telecom – June 1989 – March 1996 

Clerical Assistant  

I was employed in the accounts section where I was responsible for bill production, inputting accounts data and general administration duties. I would collect the daily takings from the British Telecom store, balance all monies and bank at the end of the day.  
 

Penyrheol Swimming Club  

Volunteer  

I have been a volunteer for the last 10 years. I started as Child Welfare Officer where I was responsible for the welfare of all the children in the club. Always being available and making sure children found me approachable should they have any issues or concerns. During my time in this role we took the swimmers to Majorca on a training camp where I acted as chaperone. I later took over the role of Chairman where I am responsible for ensuring the committee is effective in its task of running the club, implementing a strategy that coaches and committee members need to follow and also reviewing and evaluating club fees, squad criteria and staffing. Also being a point of contact for parents and coaches. 

The Disney Store – September 2019 – present day

Cast member 

As a cast member I provide an exceptional customer service to the guests that come into the store that will always exceed the customers expectations, focusing on the product and ensuring their experience is memorable. Always maintaining Disney brand standards. Welcome every guest with a smile and eye contact. Maintain a neat and organised store and always ensure that all new products are on display so that customers can experience the most current stock.
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4.3 Cover Letter

January 8th 2020 

35 Glyn Rhosyn
Gorseinon
Swansea 
SA4 6HX 
 
Jobajobj@googlemail.com 
 
To the HR Department  
 
I am applying for the position of Airport Customer Ground Staff at Cardiff Airport and believe I have many skills that make me an excellent candidate for this position, I have a background in building strong customer relationships that would be beneficial to this role. 
I realise that customers are the most important part of any business, and keeping customers satisfied can lead to sustaining loyal customers. My experience in the Customer service industry has taught me how to both reach and exceed customer expectations and provide a service that they can depend on. I am a focused person, and I am always willing to go beyond expectation to make sure I serve customer needs. I approach new situations with enthusiasm and enjoy the challenge of learning something new in my work. 
My background and proven commitment to creating strong customer relationships make me an ideal candidate for this position. I would appreciate the opportunity to discuss this further with you.

Yours sincerely 

Joanne Job  


