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Portfolio is a professional document. It demonstrates my abilities, experience, and learning attainment. This portfolio is concerning my practice in health and social care and childcare in particular. It consists of my resume, personal statement, SWOT analysis, personal development plan, and a reflection on a presentation (Weller, 2018). This is to demonstrate that I am employment fit and possess skills required by the employers. It also indicates my strengths and places where I need to work on. I provide real-life examples, certificates and evidence to show them what I can do. Simple and clear language is performed. It is easy to read and comprehend due to short sentences. This portfolio demonstrates my commitment, expertise, and experience in childcare. 
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[bookmark: _Toc224233896]Mary Vicentina Novais
187a London Road, CR4 2JB
Email: mnovais298@yahoo.com | Mobile: 07448694753
Personal Profile
I am a motivated and an experienced Childcare helper at a nursery. I am really fond of children work. I like to have children to take care of them and help them learn. I have also received a great experience working with children with the daily care, activities planning, and ensuring their safety and a happy mood.
Key Skills
· Be able to communicate with children and parents.
· Patience and be level-headed in difficult situations.
· Monitor schedules, activities and supplies.
· Be considerate, understanding and caring.
· Promote the social and emotional growth of children.
Employment History
Lucky Beans Childcare – Childcare Assistant
28th September 2020 – Present
· Treat and organized education among children.
· Monitor children in the play and learning process.
· Arrange and plan interesting activities.
· Arrange work materials and scholarships.
· Direct social growth and control behaviours.
· Arrange the routines and hygiene of children.
Education & Qualifications
Goa Institute of Management & Master of Arts – April 1988
Childcare & Health Certificates:
· NCFE CACHE Level 2 Diploma Early Years Practitioner.
· 2025 Level 2 Child Protection and Safeguarding Certificate.
· Paid First Aid- September 2022.
· First Aid Level 3 Certificate - 2024
· Food Hygiene Certificate - 2024
· Food Allergies Certificate - 2024
· Responding Sensitively to Biting Certificate - 2025.
· Aspect Emotional Development - 2025.
· Protecting Children Award - 2025.
· British Values Award - 2025, interpretation.
Currently Studying
· CertHE Certificate of Higher Education in Health and Social Care.
References
· Private Nanny – Sharmavisnu015@gmail.com | 0744 0097 985
· Lucky Beans Childcare – info@luckybeanschildcare.co.uk | 020 4501 0894
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My application is to the position of Childcare Assistant. I enjoy collaborating with children and helping them develop. The primary goal I have is to make children learn and feel safe and have fun in nursery. My desire is to provide caring that is compassionate, safe and didactic. I commit myself to excellent care delivery.
I have been employed in Lucky Beans Childcare as a Childcare Assistant since September 2020. I have more than 20 children in charge on a daily basis. I ensure that they are secure, contented, and busy. My work is to plan and facilitate 10-12 learning activities a week. These are arts and crafts, story sessions, music and physical play (Barbosa and Gaviao, 2008). I learn with children elementary hygiene, it includes washing hands and cleaning after oneself. I pay close attention to children and take necessary actions to avert accidents.
I have acquired key competencies in this position. I can communicate effectively both with parents and children. This will allow me to know the needs of the children and maintain parents in touch. When children are angry or nervous, I am tolerant and relaxed. I also offer understanding, motivation, and assistance to children (Yuwono, 2018). I am well-organised and plan on daily schedules, plans of activities, and learning materials. My organization will give children an organized and secure environment.
I have a number of professional qualifications. These are NCFE CACHE Level 2 Diploma in Early Years Practitioner, Paediatric First Aid (2022), Safeguarding (2022) and Food Hygiene (2022). My certificates are also in Food Allergies (2024), Emotional Development (2025) and Child Protection (2025) (Evans, 2011). These assist me in delivering effective, legal, and safe care. To further enhance my knowledge and skills, I am doing CertHE in Health and social care.
My experience and competencies make me a valuable employee to an employer. Monitoring children will minimize risks and avoid injuries. Through organizing activities and supervising them, I can assist children to grow physically, socially, and emotionally (Greenfield, 2024). Through the communication with parents, I provide them with support and update them about the progress of the child. I also collaborate with other colleagues to ensure smooth running of day-to-day activities.
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[bookmark: _Toc224424400]SWOT Analysis – Childcare Assistant Role
SWOT analysis is a device to consider my advantages, disadvantages, chances, and dangers in my profession. It assists me in realizing what I excel in, what I should work on, opportunities that I can seize, and situations to avoid (Morrison, 2025). Based on this analysis, I will be able to plan my personal development and be prepared to work in childcare in better positions. It also indicates the employers that I am aware of my limitations and abilities. The SWOT of my position as a childcare assistant at Lucky Beans is below.
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Figure 1: SWOT Analysis (Morrison, 2025).
· Strengths: I have effective experience in childcare in Lucky Beans since September 2020. I am a caretaker with 20 or more children to ensure and assist children in learning and playing. I can easily work with children, as well as parents, and this enhances routines. My principle qualifications are NCFE CACHE Level 2 Diploma, Paediatric First Aid (2022), Safeguarding (2022), Food Hygiene (2024), and Child Protection (2025) (Evans, 2011). I am tolerant, composed and understanding which assists in controlling difficult behaviour. I also intend to have 10 or more activities that take place weekly to facilitate learning and growth.
· Weaknesses: I lack the experience of leadership because I have not led a group and overseen employees. I do not feel comfortable speaking publicly; I am nervous when making a presentation or attending a meeting. Level 3 advanced first aid has not been accomplished yet, which means that I am not able to work with complicated emergencies independently (Mesibov and Drmacich, 2022). My efficiency is sometimes interfered with by taking longer time to plan activities. Awareness of these weaknesses would work towards me improving. By taking Level 3 and exercising leadership, these areas of my skills will be lessened.
· Opportunities: I will be able to obtain Level 3 qualification in childcare within 12 months. This will enable me to become Nursery Lead or senior. I will have an opportunity to be part of professional childcare networks, attend workshops, and acquire new ideas about activities (Gross, 2023). Education in working with children with special educational needs (SEN) will make me more eligible to the employers. It is also possible to acquire mentoring experience with new assistants. These actions will make me more experienced, confident, and promotion opportunities in the childcare.
· Threats: The competition of the childcare assistants is great because other qualified assistants exist. Nurse shortages are a problem and this adds stress and workload to the nursery (BMJ, 1996). SEN support, first aid Level 3, and leadership skills are also preferred by employers to staff members with advanced skills. Failure to upgrade my skills and qualification may deny me promotional opportunities. My role can also be influenced by changes in the childcare regulations or nursery policies. Being aware of these dangers makes me exercise and enhance my professionalism.
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	Goal
	Action Steps
	Timeline
	Measure of Success
	Monitoring & Evaluation

	1. Complete Level 3 Childcare Qualification
	Take NCFE CACHE level 3 course. Learning modules of child development, behaviour management and activity planning. Finalize tasks and pass every exam.
	Beginning in 3 months, completion in 12 months.
	Level 3 certificate attained. Better understanding of high-end childcare. Capable of organizing 10 or more activities on own each week.
	Feedback by supervisors following assessments. Track module scores (Maslon, 2018). Write reflective weekly journals of learning and practice in nursery.

	2. Improve Leadership and Organisational Skills
	lead small groups 5-10 children in a week. Volunteer to manage team operations. Prepare routines and educative tasks on a daily basis. Helping other personnel when necessary (Greenfield, 2024).
	Begin now; continuing 12 months.
	Effectively manage 5-10 activities a week. Favorable comments by colleagues. Better organisation and time management.
	Weekly reflective notes. Meeting with the supervisor monthly. Monitor number of sessions conducted and jobs done. Problems and solutions to records.

	3. Update Safeguarding and First Aid Knowledge
	Enroll in yearly safety refresher training. Complete first aid refresher course. DRill CPR, choking, and minor injury with colleagues.
	Finish all of the refresher annually.
	Certificates of completion. Capable of reacting appropriately on emergencies. Trust in ensuring safe environment of 20+ children on a daily basis (Barbosa and Gaviao, 2008).
	Note down attendance of courses. Practical skills evaluation by supervisors. Reflective notes of the application of knowledge in childcare setting at a weekly basis.
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My topic was on "Working in Teams in Health and Social Care." My presentation provided information about team roles, team communication, and the benefits of teamwork in safety and care (BMC Primary Care, 2025). To simplify it, I employed a slide with brief bullet points and images. The presentation took 10 minutes and I responded to three questions asked by my tutor. My childcare experience provided me with examples that I used to illustrate how team work is applied in practice like supervising 20 children per day and planning 10 activities per week.
It was my first presentation in this module hence I was quite nervous at the beginning. I was concerned that I could forget crucial points (Kuppens & Yzerbyt, 2011). I was also eager as I like to share the practical examples of childcare. The first two minutes made me more confident since I was sticking to my notes. My classmates told me that they could follow my examples and I was proud. All in all, the experience helped me to work on my presentation skills in future assessment.
The positive aspects included the fact that my slides were clear and easy to read. I used real, evidence based examples, such as adherence to NCFE CACHE Level 2 childcare routines (2025) and first aid skills application (2024). I was articulate in my communication and made eye contact (Landers, 2024). What did not go that well was that I was too fast in speaking, missed an occasion at one point, and felt nervous when responding to a question regarding conflict within the team. I was a little bit late and that influenced the flow of the presentation.
According to the feedback provided by my tutor, I had good examples and slides, but I should slow down and use a timer to practice. I have determined my strengths: preparation, organisation and providing clear evidence-based examples. I had weaknesses in nerves and timing (Maslon, 2018). To enhance, I will rehearse more, use a timer, and practice difficult questions. The implementation of these strategies will assist me in making more agile and assertive presentations in the future.
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