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Task1 personal cv
Patricia Parkes
31A Coronation Road, Tipton, Birmingham, DY4 0YA
📞 07783635138 | ✉️ Pparkes31@gmail.com

Personal Profile
A reliable, adaptable and motivated individual with a strong background in supervision, customer service and community-focused roles. Experienced in managing teams, resolving issues, and maintaining high standards under pressure. Demonstrates excellent communication, organisational and interpersonal skills, with the ability to build positive relationships with individuals from diverse backgrounds.
Currently seeking a role as a Probation Officer, where I can apply my experience in support, supervision, safeguarding awareness and conflict resolution to help individuals make positive life changes and reduce reoffending.

Key Skills & Attributes
· Strong communication and interpersonal skills 
· Ability to build trust and professional relationships 
· Conflict resolution and problem-solving 
· Team leadership and supervision 
· Organisation and time management 
· Safeguarding awareness and duty of care 
· Report writing and record keeping 
· Resilience and ability to work under pressure 
· Empathy and non-judgemental approach 
· Health & safety compliance 
· Customer service excellence 
· Ability to work independently and as part of a team 

Employment History
Housekeeping Supervisor
2023 – Present
· Supervise and coordinate daily activities of housekeeping staff 
· Allocate workloads and ensure efficient operations 
· Inspect rooms and public areas to maintain high standards 
· Train, coach and support team members 
· Handle complaints and resolve issues professionally 
· Maintain accurate records and reports 
· Ensure compliance with health, safety and hygiene standards 
Key Achievements:
· Improved guest satisfaction and inspection scores 
· Reduced supply costs through effective stock control 
· Supported staff development and improved team performance 

Housekeeper – Park Regis Hotel
2022 – 2023
· Maintained high standards of cleanliness in guest rooms 
· Worked efficiently to meet strict time targets 
· Always followed health and safety procedures 
· Demonstrated attention to detail and consistency 

Avon Representative
2014 – 2015
· Promoted and sold products to customers          
· Built and maintained a client base 
· Managed orders, payments and deliveries 
· Developed communication and sales skills
Ann Summers Party Organiser
2009 – 2010
· Organised and hosted sales events 
· Delivered presentations and achieved sales targets 
· Managed customer payments and orders 
· Demonstrated confidence, organisation and initiative 

Youth Worker – Nechells Green Community Centre
2006 – 2007
· Supported children aged 7–13 through dance and drama activities 
· Encouraged positive behaviour and confidence 
· Organised events and performances 
· Ensured safeguarding and health & safety compliance 

Education & Qualifications
· 6 GCSEs including English, Mathematics and Science 
· NVQ Level 1 Catering 
· BTEC Performing Arts (studied) 
· Health & Safety Level 2 
· Food Safety in Catering Level 2 
· Maths & English Level 2 
· Access to Higher Education 
· Level 4 Diploma in Health and Social Care 

Additional Information
· Strong interest in personal development and learning 
· Enjoy reading, fitness and maintaining a healthy lifestyle 
· Committed to being a positive role model 
References
Available on request.
Task 2 Personal statement
I am applying for the role of Probation Officer as I am passionate about supporting individuals to make positive life changes while contributing to safer communities. With a background in supervision, customer-facing roles and community work, I have developed strong interpersonal, organisational and problem-solving skills that align closely with the requirements of this role.
In my current position as a Housekeeping Supervisor, I am responsible for managing a team, allocating workloads and ensuring high standards are consistently met. This role requires clear communication, leadership and the ability to respond calmly under pressure. I regularly deal with challenges such as staff performance, time constraints and customer concerns, which has strengthened my ability to make decisions, resolve conflict and maintain professionalism in demanding situations. These skills are directly transferable to probation work, where managing risk, supporting compliance and responding to complex behaviours are essential.
My previous experience as a Youth Worker at Nechells Green Community Centre gave me valuable insight into working with individuals from diverse and sometimes challenging backgrounds. I supported children aged 7–13 by delivering structured activities that promoted confidence, discipline and positive behaviour. This role required patience, empathy and the ability to build trust—qualities that are vital when working with individuals in the criminal justice system. I also ensured safeguarding and health and safety requirements were met, demonstrating my understanding of duty of care and professional responsibility.
Throughout my career, I have consistently worked in roles that involve engaging with the public, handling sensitive situations and maintaining accurate records. I understand the importance of clear documentation, confidentiality and accountability, all of which are critical within probation services. My Level 4 qualification in Health and Social Care has further enhanced my knowledge of supporting vulnerable individuals, promoting wellbeing and working within professional frameworks.
I am particularly drawn to the Probation Officer role because of its focus on rehabilitation and reducing reoffending. I am motivated by the opportunity to support individuals in addressing the underlying causes of their behaviour, while also holding them accountable and managing risk to the public. I bring a non-judgemental approach, strong communication skills and the ability to build professional relationships that encourage positive change.
I am resilient, adaptable and committed to continuous learning. I understand that this role can be challenging and emotionally demanding, but I am prepared to develop my skills further through training and experience. I am confident that my background, combined with my dedication to helping others, would allow me to make a positive contribution to the probation service.
I am eager for the opportunity to take on a role where I can make a meaningful difference, support rehabilitation and contribute to safer communities.
Task 3 Part A my SWOT analysis
	Strengths
	Weaknesses

	· Strong interpersonal skills: Experience in customer service and supervision roles has developed my ability to communicate effectively and build relationships with a wide range of people 
· Leadership experience: As a Housekeeping Supervisor, I manage staff, resolve issues and maintain standards—skills directly relevant to managing offenders and caseloads. 
· Resilience and adaptability: Proven ability to work under pressure in fast-paced environments while maintaining professionalism. 
· Experience with diverse groups: My youth work role shows the ability to engage with individuals from different backgrounds and encourage positive behaviour
· Relevant qualifications: Level 4 in Health and Social Care supports your understanding of safeguarding, wellbeing and support frameworks 
· Organisational and record-keeping skills: Experience maintaining reports, schedules and compliance with procedures.

	· Limited in direct criminal justice experience: as I have not yet gained hands-on experience working within probation or offender management services. 
· Report writing in a legal context: While I have general record-keeping experience, formal risk assessments and court reports will be new experience. 
· Knowledge gaps in legislation: Understanding of criminal justice policies, sentencing and risk management tools may need development. 
·  Confidence in high-risk situations: Managing offenders with complex needs or risks so will require further training and exposure.

	Opportunities
	Threats

	· Training and qualification pathways: Probation services offer structured training I will need to gain. (e.g. Professional Qualification in Probation - PQiP). 
· Transferable skills: my background in supervision, safeguarding and public interaction aligns well with probation competencies.
· The growing demand in the sector: Ongoing need for probation staff creates strong employment opportunities. 
· I will benefit from Further education and development: Opportunities to build knowledge in criminology, psychology or criminal justice. 
· Specialisation options: Potential to work in areas such as youth justice, rehabilitation programmes or high-risk offender management.

	· Competitive recruitment process: Probation roles often require strong applications and evidence of key competencies 
· Emotional and mental demands: Exposure to challenging cases and risk factors could impact wellbeing if not managed properly 
· High workload and pressure: Caseload management and deadlines may be demanding 
· Strict compliance requirements: Failure to meet legal or procedural standards can have serious consequences 
· Need for continuous training: Ongoing professional development is essential to remain effective in the role.




	MY Personal SWOT analysis on me becoming a probation officer



With this analysis I can see I have a strong foundation of transferable skills, particularly in communication, leadership and working with people. The main areas for me to focus on are gaining sector-specific knowledge and experience, which can be developed through training and entry routes into probation services.
Task 3-part B
Personal Development Plan 
Career Goal:
To become a qualified Probation Officer and support individuals in rehabilitation while contributing to public safety.

Goal 1: Develop Knowledge of the Criminal Justice System
Objective:
Gain a solid understanding of probation work, legislation, and offender management.
Actions:
· Research the role and responsibilities of a Probation Officer in the UK 
· Study key topics such as risk assessment, safeguarding, rehabilitation and sentencing 
· Complete an online introductory course in criminology or criminal justice 
· Regularly read official guidance from the HM Prison and Probation Service 
Timeframe:
Within 3–6 months
Success Measure:
· Ability to confidently explain the probation process and key responsibilities 
· Completion of at least one relevant course or training module 
Goal 2: Gain Relevant Experience Working with Vulnerable or At-Risk Individuals
Objective:
Build hands-on experience to strengthen my suitability for probation roles.
Actions:
· Apply for voluntary roles (e.g. youth work, community support, mentoring) 
· Look for entry-level roles such as probation services officer or support worker 
· Use my youth work experience to re-engage with community-based opportunities 
· Develop skills in communication, safeguarding, and behaviour management 
Timeframe:
Within 6–12 months
Success Measure:
· At least 3–6 months of relevant experience (paid or voluntary) 
· Evidence of working with individuals to support behaviour change or wellbeing 
Goal 3: Strengthen Professional Skills (Report Writing & Risk Awareness)
Objective:
Develop the professional skills required for probation work, particularly documentation and risk management.
Actions:
· Practice writing structured reports (e.g. case notes, incident reports) 
· Improve IT skills (Microsoft Word, email communication, record systems) 
· Learn about risk assessment tools and frameworks used in probation 
· Seek feedback from supervisors or mentors on written work 
Timeframe:
Within 3–6 months (ongoing improvement)
Success Measure:
· Ability to produce clear, professional written reports 
· Increased confidence in assessing and describing risk situations 
Review Plan
· Review progress monthly 
· Adjust goals as needed based on learning and opportunities 
· Keep a record of achievements and new skills for job applications
Summary
This plan focuses on:
· Building knowledge of the probation system 
· Gaining practical experience with relevant groups 
· Developing core professional skills needed for the role of a probation officer.

 Task 4 critical reflection.
Description
I delivered a presentation on the importance of communication within health and social care. The presentation covered key areas such as patient safety, person-centred care, empowerment and teamwork. I included a practical example of “Miss Brown” in a GP setting to demonstrate how effective communication can support patients emotionally and improve outcomes. I used visual aids to support my presentation and included references from sources such as the NHS and other professional organisations. However, during the presentation, I relied heavily on my notes and read directly from them.
Feelings
Before the presentation, I felt prepared but slightly nervous. During the delivery, I became aware that I was depending too much on my notes, which affected my confidence and engagement with the audience. After receiving feedback, I felt disappointed that I had not demonstrated my full ability, particularly in answering questions. However, I also felt encouraged that my knowledge and practical example were recognised as strengths.
Evaluation
One positive aspect of my presentation was my clear understanding of communication and its importance in health and social care. I effectively explained key concepts such as active listening, reassurance and clear language, and linked these to positive patient outcomes. The GP scenario I used was realistic and helped demonstrate how communication skills are applied in practice.
However, there were several areas for improvement. My engagement with academic literature was limited, as I relied mostly on general sources rather than peer-reviewed research. My referencing also needed to be more consistent and integrated into my discussion. Additionally, I did not fully analyse communication models or compare different approaches. My delivery style was another weakness, as reading from notes reduced my engagement with the audience. I also struggled to answer questions, which indicated a lack of broader preparation.
Analysis
This experience highlighted the importance of preparation not only in content but also in delivery. Effective communication in presentations requires confidence, subject knowledge and the ability to engage the audience. By relying on notes, I limited my ability to communicate naturally, which is particularly important in a topic centred on communication itself.
Furthermore, although I demonstrated knowledge, I did not critically engage with the topic at a deeper level. For example, I could have explored communication models in more detail and discussed the potential consequences of poor communication, such as misunderstandings, reduced patient trust or risks to patient safety. Incorporating more academic sources would have strengthened my arguments and demonstrated a higher level of critical thinking.
Conclusion
In conclusion, my presentation showed a good understanding of communication in health and social care and included a relevant practical example. However, I need to improve my use of academic sources, critical analysis, and presentation delivery skills. I also need to build confidence in responding to questions and engaging more effectively with an audience.
Action Plan
To improve future presentations, I will practise delivering without relying heavily on notes and use slides only as prompts. I will expand my research by including peer-reviewed academic sources and ensure accurate Harvard referencing. I will also deepen my critical analysis by evaluating communication models and considering the impact of ineffective communication. Finally, I will prepare for potential questions by revising my topic more broadly to increase my confidence and ability to respond effectively.
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