Personal Statement	Comment by Charlotte Harries: This module has made me realise that my previous experience with the client group during placement and volunteering through sport has allowed to continually learn to develop transferable skills which are highlighted here in my personal statement.

Working with children has always been an ambition of mine, since studying Childcare at GCSE level. Seeing children grow up and helping them achieve different milestones whilst getting the maximum out of their lives would give me great satisfaction. I get a sense of fulfilment, achievement and intrinsic reward from helping children. I strongly believe that children are an essential part of our society and how they learn now will set the foundation for the rest of their lives. One area I’m particularly interested in, is working with children who have a disability. I want to learn about the variety of techniques used when communicating with different disabilities. Disabled children develop and respond in different ways to other children and I would like to have a greater understanding of how to help them achieve their goals.
 
Whilst I’m currently studying Early Education and Care at University of Wales Trinity St David, my interest in this field flourished. Through this course I did a work placement at ‘Bloomfield Nursery’, and my passion for Early Years Education was confirmed. In the nursery, I helped children with special needs and disabilities, for example I used a sign language board to read to a deaf child when I interacted with her. This was a satisfying and rewarding experience. When I carried out further work experience, I saw children of different abilities reaching new milestones and furthered my knowledge of the theory aspect regarding this field of study. It gave me more experience in terms of the practical side of child studies, and taught me how to be professional around children. Another incident that sparked my enthusiasm before I even started studying for my degree was during my GCSE’s when we had to do an individual project on an ALN pupil and learn about what they could do compared to that which a child in mainstream education should be able to do. These opportunities gave me greater insight into this job and allowed me to gain more experience working with children with additional needs as well as children with no additional needs.

I currently work for G.D.Harries & Sons as an Transport Co-ordinator. This role consists of checking the weights of the vehicles to check that they are legal before leaving the quarry and making phone calls to solve a problem if needed. These roles had make me develop my decision-making skills and problem-solving skills.	Comment by Charlotte Harries: I had developed decision making skills in my current job as I have to re-solve issues that occur such as customers receiving the wrong product as well as making the decision about whether the vehicles can leave the quarry or not depending on their weight. Lunenburg, F (2010) states that decision making is one of the most important skills in education. 
Barry et al. (2012) agrees with this to explain that decision making is one of the most important attributes as in an education and care profession, decisions must be made constantly. Therefore, this shows the importance of already developing this skill as I am more prepared to make decisions as a practitioner in the future.	Comment by Charlotte Harries: I have used my problem-solving skills on a day to day basis in this job to solve problems that go wrong in the quarry such as a vehicle breaking down or we ran out of a product. Narode et al. (2013) explain that as you are solving a problem this will also increase your thinking skills which will improve your confidence and effectiveness in your work. Additionally, CCMIT (no date) also highlights the importance of problem solving and agrees that using it will help your professional life as to be effective in the work place you have to solve multiple problems on a day to day which is one of the main factors which decide whether the business is successful or not. These problem-solving skills and the increase in my thinking skills I have developed here will allow me to transfer this skills into the future career. 
 
I have completed my Bronze, Silver and Gold Duke of Edinburgh’s Awards which has improved my teamwork skills and highlights my determination which was vital for success in these challenges. This determination is used to create the correct work/life balance so I reflect this vital skill equally in my academic work that I have completed at University. 

I thrive in team situations as I am the Ladies 2nd’s Captain for Carmarthen Athletic Hockey Club so therefore play in a team situation weekly which has greatly improved my team work skills and leadership skills. Additionally, I am the junior coach for Carmarthen Athletic Hockey Club which has not only improved my confidence but skills such as planning and organising and reliability. Being a Junior coach has allowed me to gain experience teaching younger children whilst promoting Hockey in the local area.	Comment by Charlotte Harries: Team work is one of my most used skill with playing for a hockey team as you are training very often. Department for Education (2017) applies that it is essential to maintain good team work in an early-years setting as mutual support to work as a team will allow the team of practitioners to continually improve the standard in the workplace. Benson et. al (2011) agrees with this stating that mutual support and communication creates effective team work which is proven to display a higher team performance with better outcomes.
	Comment by Charlotte Harries: I have already showed leadership in my life as I lead a team out on a hockey pitch each week. Antonaxis and Day (2018) explains the importance of leadership when they state that leadership is essential for organisations to run effectively. Mujis and Huber (2009) agrees with this but goes onto say that even though leadership has been a main skill for the functioning of a business for a long time, it is only recently that the need for leadership in education has been so essential as teachers are getting more responsibilities as the education system is changing, practitioners now need to be ready made leaders going into the job. I believe that using my leadership skills very often will allow me to have the edge on other candidates. 	Comment by Charlotte Harries: In my spare time as I am a coach for Carmarthen Athletic Hockey Club, it is important that I use the skill planning and organising to ensure that I plan out sessions for the juniors each week. University of Bradford (no date) explain that planning and organising is a skill that a lot of employees find essential to have. University of Strathclyde (no date) agrees that planning and organising is such an essential skill in employment that you would have to prove to the employer that you have got that skill so by using this skill frequently for coaching, I believe this demonstrates it.	Comment by Charlotte Harries: In my volunteering, I have to be reliable for the people around to trust me. The same situation would happen in my future role where I would have to transfer this skill into my work. Nair et al. (2016) highlights how important reliability is in your job as businesses reply on humans and trust them to make their business successful. 

In addition to be a captain and coach at Carmarthen Athletic Hockey Club, I have other responsibilities at the club which include Youth Development Officer and Kit co-ordinator which has allowed be to continually learn to improve these skills. Being the Youth Development Officer at the club means I am in charge of the Young Ambassadors within the club and have to communicate effectively with them to ensure that they are representing the club well by attending all the events that they need to as well as having meetings with them to voice their opinion about anything that they want changing in the club. Furthermore, to ensure that all of the kit orders are placed correctly it is important that I co-operate with both the players who want to order kit and the kit supplier to ensure that the order is in on time with the correct details and payments. I believe that all of these roles I have with Carmarthen Athletic Hockey Club showcase a range of competencies that I am continually learning for my future thinking that I can transfer into this role.	Comment by Charlotte Harries: I have developed communication in my volunteering work by communicating with my team, communicating with the children that I am coaching, communicating with the kit supplier and communicating with the Young Ambassadors I need to lead. It is essential that my communication is effective in all of these roles to make the club run smoothly. This skill is a transferable skill that is important in the work place as effective communication is one of the most valued skills in most workplaces (Choren, 2015). Department for Education (2017) state that communication in an early years setting is essential to success as you have to communicate with the other practitioners about any issues and responsibilities as well as a daily interaction with children’s guardians.  
	Comment by Charlotte Harries: I have developed this skill when trying to organise jobs in hockey such as kit and have to co-operate with the people involved to make sure it is successful. Co-operation is an easily transferred skill which I can use in a workplace. Labour (no date) explains that co-operation is important in a work place as co-operation allows the business to build up a team that work together to move forward effectively.
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I would greatly appreciate the opportunity to apply my skills to this role to show you that the skills that I am constantly developing in my day to day life can transfer into this role and is an essential part of being successful in this job.





































Old CV

CHARLOTTE HARRIES

Rowlands View, Narberth, Pembrokeshire, SA678RG

07539661572 charlotteharries11@gmail.com


Professional Summary

Highly Motivateed person with experience at the many different industries such as childcare, food, haulage. These alongside hobbies has allowed me to become a exceptional leader with great relationship building, training and presentation skills.


Skills

· Team Work
· Leadership
· Communication
· Problem Solving
· Planning and Organisation
· Cooperation
· Reliability
· Decision Making

Work History

G.D.Harries & Sons Ltd.

Transport Co-ordinator Narberth, Pembrokeshire February 2019- Current


Smugglers Bar & Grill

Waitress Amroth, Pembrokeshire April 2017- October 2018


Folly Farm Adventure Park & Zoo 

Food Assistant Kilgetty, Pembrokeshire May 2016- March 2017


Liz’s Coffee Shop

Waitress Narberth, Pembrokeshire January 2014- January 2016


Education 
A-Levels

B, D, A, A*































GCSE 

C, B, B, C, C, A, B, B, B




























New CV

CHARLOTTE HARRIES	Comment by Charlotte Harries: Getta, T (2016) explains that this first section of your CV should be clean and simple. Throughout my old CV the font and some of the font colour was too hard to read so it is easier to read for employers here on the updated CV.

Rowlands View, Narberth, Pembrokeshire, SA678RG

07539661572 charlotteharries11@gmail.com


Professional Summary

Highly Motivated person with experience in the many different industries such as childcare, food and haulage. These alongside my hobbies has allowed me to become an exceptional leader with outstanding relationship building, training and presentation skills.	Comment by Charlotte Harries: BBC News (2015) states that one of the most common errors in a CV is spelling and/or grammar mistakes. In my old CV when I checked it there was spelling errors in my professional summary as I had not taken the time to check it through. These have been amended on this updated CV.



Skills	Comment by Charlotte Harries: Even though as you can see from my personal statement that this module has allowed me to think about all the skills I have already developed through positive experiences, this module has also made me realise that all of these skills are continuously developing through continual learning and future thinking such as in this module. Bunnting and Jones (2015) explain that future thinking is just about being more equipped for the future so by continually learning these skills in my life, I will be more prepared for my future role. An example of this is how I developed these skills further is how they have been developed throughout this module, examples of these are-

· Team Work	Comment by Charlotte Harries: I have further developed my team work skill as this module has allowed me to work in a group multiple times to have discussions about various topics during lectures.
· Leadership
· Communication	Comment by Charlotte Harries: I had to communicate effectively throughout this module such as to book a time slot for my presentation and interview. 
· Problem Solving	Comment by Charlotte Harries: If I had a problem at any point in this module it was important that I asked my lecturer or went to see someone for support to overcome this problem.
· Planning and Organisation	Comment by Charlotte Harries: As this is an assignment with two parts, I had to ensure that I planned and organised my time to make sure I had time to complete the two different parts by the two different deadlines. 
· Cooperation
· Reliability	Comment by Charlotte Harries: When we went to the Swansea campus at the start of the module I showed I was reliable as I was ready waiting for the bus in time to go.
· Decision Making

Work History

G.D.Harries & Sons Ltd.

Transport Co-ordinator Narberth, Pembrokeshire February 2019- Current

· Supported Transport Manager in improving operations and resolving issues.	Comment by Charlotte Harries: One of the changes from my old CV to this updated one is that instead of just stating my previous employment, on my new CV I have explained what tasks I undertook in this role. Cottrell (2019) explains that just stating the job you have had would not be good enough as employers want to know how you have already shown certain competencies as by stating the tasks you did in your job this reflects this.
· Ensured that all vehicles were under the legal weight to take the products out of the quarry.
· Distributed Tar and Stone to customers.
· Ensured that all products were up to the correct standards before leaving the quarry.
· Keeping account of tonnes of products leaving the quarry.

Smugglers Bar & Grill

Waitress Amroth, Pembrokeshire April 2017- October 2018

· Supported other areas of restaurant in the set up and clean-up of the restaurant before opening.
· Helped customers with their choice of food and drink.
· Delivered the customers food to their table.
· Ensured that allergy information was well handled between myself, the customers and the kitchen staff.
· Stocked the fridges up with drinks and re-filled salt and vinegars up at the end of the night.
· Greeted guests in a pleasant manner.
· Controlled payments.

Folly Farm Adventure Park & Zoo 

Food Assistant Kilgetty, Pembrokeshire May 2016- March 2017

· Handled payments at the till
· Communicated with the customers effectively about orders
· Prepared sweet items such as doughnuts and candy floss
· Cooked savoury items such as bacon rolls and hotdogs
· Clean the kitchen throughout the day
· Counted stock at the end of the day
· Re-filled stock at the end of the day

Liz’s Coffee Shop

Waitress Narberth, Pembrokeshire January 2014- January 2016

· Took orders at the till whilst taking the customers payment
· Brought the customers food to their table
· Clean the table's ready for the next customer
· Listened to the needs of the customers
· Washed up the cutlery after use
· Served a range of cakes from the cake counter
· Dealt with takeaway orders

Education 

GCSE A-Levels
Ysgol Dyffryn Taf
Whitland, July 2017

Welsh Baccalaureate- B
Physical Education- D
Health and Social- A*
Hospitality- A*































Ysgol Dyffryn Taf
Whitland, July 2015

Maths- C	Comment by Charlotte Harries: With my old CV, I just stated the grades without the name of the qualifications and also did not state what institute I got these qualifications from. Allen et. Al (2016) explains the importance of stating qualifications fully as it provides evidence for the employer that you are qualified for the job and have the relevant qualifications needed.
English Literature- B
English Language- B
Science- C
Welsh- C
Childcare- A
Business Studies- B
Physical Education- B
Food- B
1701459	Portfolio 	ECGE6001

Personal Development Plan

In this personal development plan, I have decided that the areas of further development needed are courses that I need to go on to achieve the qualifications and experience I need to open up my own nursery which is my final career goal. These courses will allow me to develop the most relevant skills to my field of work as they come alongside the qualifications that I am achieving so that I am improving these skills more. For example, whilst I do the Nursery Management course I will be developing my leadership skill further. Cottrell (2015) explains by completing these courses to gain the qualifications needed for my future role now, this personal development plan is future thinking and allowing me to continue my learning to give me the best positive choices in the future.


	Area for further development 	Comment by Charlotte Harries: Cottrell (2015) explains that a personal development plan is a creative process where you can see my areas of development for moving forward including learning new skills and building strengths which you can see if what is happening here.
	Why?
	How?	Comment by Charlotte Harries: Cottrell (2015) also explains that creative thinking and reflection are two essential parts of PDP. Reflection will allow you to think back on your skills and see what experiences you have had with them where as creative thinking will allow you to think of your future and think about how you can gain the relevant skills that you are missing ready for your future. 
	Who/Where?	Comment by Charlotte Harries: This PDP also covers the SMART targets as it is-
Specific- stating what course you are going to go on to get this qualification.
Measurable- you know you have achieved the target when you finish the course and gain the qualification. 
Agreed- I have agreed that these are my area’s that need improving so these actions need to take place.
Realistic- All of these courses are realistic as I know where I am going to do them and when.
Timed- I have given a year where I have to complete these by (The Open University, 2019).
	When?	Comment by Charlotte Harries: Cottrell (2019) highlights that you are in charge of your own future so you need to be independent to self-motivate yourself to complete your own PDP which will allow you to set goals to improve your skills by a time that these skills are needed by (future employment).

	Further my Welsh language vocabulary


	As my final career goal is to open up my own nursery, it is essential I improve on my basic Welsh vocabulary to become more confident in the language. The Welsh Language is essential as a Nursery owner and manager as being able to speak more fluent Welsh will allow me to interact and communicate with the parents better if Welsh is their preferred language as well as being able to teach the children more Welsh and be more confident in my abilities to do that.

This links to the problem-solving skill as I knew I had a problem not speaking much Welsh so before opening up a nursery where it is desired to speak a certain standard of Welsh, I will improve my Welsh language up to that standard.
	I will improve my Welsh language vocabulary by attending the foundation course in Bloomfield House Community Centre, Narberth which is not far from where I live. This course is on Tuesday from 6pm-8pm and will cost me £90 for the 30 weeks that the course runs for (Learn Welsh, 2018).
	I am going to go on a Welsh Foundation course myself in Narberth, Pembrokeshire. 
	By 2025

	Attend a paediatric first aid course


	I think doing this paediatric first aid course is essential as a nursery manger/owner as you would have the responsibility of looking after the children in your care so if anything does go wrong, by having this qualification it will ensure the children will be safe as you will know what steps to do.

This links to the reliability skill as by doing this course it will allow the parents to rely and put their trust in me as they know that I am qualified if their child has an accident. 
	I am going to attend a paediatric first aid day course at the University Wales Trinity St David’s this year in the employability week from 20th January 2020 to the 24th January 2020. Based on previous costs of this course the last few years it will cost about £80 which I will put aside now ready for the course. To make sure that I achieve this I will sign up to the course as soon as the opportunity comes out to ensure that I don’t miss out and I get this qualification.
	I am going to attend a paediatric first aid course myself at the University Wales Trinity St David- Carmarthen Campus.
	By 2021

	Attend a forest school leader course

	I believe that attending a forest school leader course is essential as a nursery manager/owner because it will allow me to take the children outside to learn which will enhance the children’s learning experiences as well as allowing them to develop a range of skills that they would not develop by just learning indoors.
The links to the creativity skill as taking the children outdoors to learn will be the difference between my nursery and the other nurseries so it allows me to be creative and different from the rest.

	I will book onto the forest school Level 3 leaders training course online. This course costs £530.00 so I will aim to complete this qualification in a few years as it will allow me time to save up the money for it (Forest Schools, 2018).
	This course will be completed online by myself.
	By 2024

	Attend a Nursery Management Course 


	I believe that attending this Nursery management course is one of the most important courses for me to go on as in my future career I want to be a nursery manager, this course will give me all of the tools and information I need to become successful in this role.

This links to the leadership skill as by knowing how to become a successful manager, it will give me the knowledge I need to lead a group of practitioners to make the nursery successful. 
	I am going to sign up for the Nursery Management Level 4 online course which costs £275 in total (Online Learning College, no date). Because this course costs a few hundred pounds, I am going to wait until I am getting experience as a practitioner in the nursery first which will give me time to save up the money.
	This course will be completed online by myself.
	By 2023

	Attend a Safeguarding course


	I believe as I want to be a nursery manager and owner, safeguarding is one of the main aspects of the job you need to get right to protect the children in your care. To ensure that you are following the law by knowing regulations and guidelines to keep children safe, I will need to attend a safeguarding course to ensure that I am ready for this aspect of the job.

This links to the planning and organising skill as attending this course will allow me to plan and organise safeguarding policies for my nursery that follow the legal regulations to ensure safe practice.
	I will sign up to online safeguarding children course with the NSPCC. This course will take 3 hours to complete and cost £25 so this means that I could set my goal to complete this qualification soon as it is not as expensive as the other courses (NSPCC, 2019).
	This course will be completed online by myself. 
	By 2020

	Attend an Additional needs course. 

	I think that with the responsibility that comes with being a nursery manager/owner it is essential that you know how to teach and care after children with different additional needs. By doing this course it will allow me to give all children a much better quality of education.

This links to the adaptability skill as I will be learning how to adapt my practice and my teaching to suit the needs of each specific child.
	I will sign up to a level 3 Special Educational Needs course that will take around 14 hours and cost £39. Because this course is not too expensive it will be one of the first courses I do (Reed, 2019).
	This course will be completed online by myself.
	2020



Reflective Paper

This is my reflective paper for the module Skills for Life: Employability and Future Pathways (ECGE6001). This module has consisted of a 15 minutes presentation and interview to show what employability and enterprise skills that are required for my future career pathway so therefore I had to look into my future job role which is a nursery nurse to see how my skills can relate to this role and how could I improve the skills I have not had any experience with yet but need them for this future role. Similarly, the portfolio consisted of me showcasing a range of my skills through my personal statement, CV and personal development plan. My initial thoughts were that I didn’t think that this module would help me with my employability and enterprising skills as much as it has because my expectations at the start was the skills we are going to learn about are not relevant but actually it was the complete opposite as we looked at skills that had a direct link with my future employability and chosen career.

At the start of the module when I knew that I was going to develop my existing employability and enterprise skills further I was nervous and cautious as I had never thought about what skills I already had that could be transferred into my future career pathway but once we started lectures and started learning about the importance of these skills on job roles, I found myself becoming excited about developing these existing skills ready for my next job. As we were developing my existing skills further, after researching my future career role during the presentation and interview part of this module, it shocked me that there were some skills on the job application that I needed but had never experienced before. This allowed me to reflect on all of the skills need on the job application to see what one’s I already had experience with and what one’s I needed to improve before applying for this type of job. To reflect back on the skills I came across, I used Gibbs Reflective Cycle (1988).


The University of Edinburgh (2019) explains that Gibbs Reflective Cycle (1988) consists of six steps that I followed during this module, these are- 

Description- I looked back at any experience I had with the skill.

Feelings- Any thoughts I had about the skill.

Evaluation- If I had a good or bad experience with the skill.

Analysis- to take these last three points in and make sense of it.

Conclusion- Decide if I have had enough positive experience with the skill and if not, what I can do differently.

Action Plan- Put a plan into place to get more positive experience with the skill if needed.

[image: he reflective cycle - Gibbs diagram]
                                      (Source: Oxford Brookes University, 2019)


I believe that one of the biggest challenges I faced during this module was doing my personal statement and CV. I think this was such as challenge for myself as I hadn’t completed either of these documents since I was in sixth form so had a hard time remembering what points needed to be included in them so to overcome this barrier I researched what aspects made a personal statement and a CV good. I also think that I struggled with the interview section of this module because I have never had a job interview before so I was unaware of how was the best way to answer certain questions. Also, because I have never had a job interview before this part of the module also made me anxious as there was a question tailored to your presentation at the end of the interview and as I have had no experience in this situation before, it was hard for me to anticipate what this question was going to be to prepare for it. I feel like one of the area’s I succeed at most was the PDP. As I did a PDP in one of my assignments last year, I already knew how to do what and what it looked like so this gave me more confidence whilst completing it. Additionally, another area I believe I did well in is actually reflecting back on all the skills which I have had experience with before and looking at my past situations with them.

If I was going to participate in this process again, what I would do differently is focus on different skills. This is because at the start of the module when I looked at what are the skills needed for my future job role, I only focused on skills I had already had some experience with and not the skills that I had not used at all before but are required in my future role. For example, these are stress tolerance as I had only done placement as a student I had not had to be a part of some of the situations the staff did, self-management as I have always worked in a team so think I would struggle working by myself and managing that and finally technology as even though I use technology every day, teaching with technology would be completely different so I could add doing a technology course into my PDP when I next update it. Cottrell (2015) explains that a PDP is a reflective process so therefore a PDP needs to be an ongoing process where I can add new areas for further development.

This module has helped me move forward to my future employment as it has allowed me to understand what employability and enterprise skills are needed for my future career goal and gave me the opportunity to put these in a personal development plan to prepare me for this role. Additionally, this module has taught me that learning and developing skills is a continual process where it should be ongoing all the time so you are future thinking. Moving forward because I have only really concentrated on skills that I have already had experience with, I believe that it is important that I also develop the skills needed that I have not had experience with before that are essential to my future role such as stress tolerance and self-management which I will add to my next updated version of my PDP. Developing these skills as an ongoing process starting now will allow me to keep learning and furthering my skills through time so by the time I want to apply for this role, I will have all the skills required.
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