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NAME: XXX
ADDRESS: 	XXX					EMAIL: XXX @XXX.COM

PROFESSIONAL SUMMARY
A compassionate and experienced health and social care professional, currently pursuing a certificate in health and social care. Possess a strong commitment to promotion of community wellbeing and assisting vulnerable persons. Exhibits a responsible approach to care, empathy and excellent interpersonal skills. Eager to transition to social work and cultivate competencies through professional work in a work environment. 
CORE SKILLS 
· Communication		Record Keeping 		Clinical Skills 
· Team Working			First Aid 			Problem Solving 
· Leadership 			Active Listening 		Microsoft Office 
WORK HISTORY
Care Assistant 								           2015 - Present
Circle Health Group, Coventry – United Kingdom 
· Assisted in the execution of personalised care plans. 
· Monitored vital signs and escalated concerns to senior staff 
· Maintained effective communication with residents, families and care teams. 
· Provided support and encouragement to residents. 
Personal Care Assistant								2010 - 2015
Boglecare, Coventry – United Kingdom 
· Assisted clients with personal care tasks, including hygiene, dressing, and grooming. 
· Monitored health routines and supported medication administration
· Prepared meals specific to clients needs 
· Offered emotional support to foster mental health 
· Maintained care records in accordance with organisational policies. 
Night Carer										2009 - 2012
Helping Hands Homecare, Bristol – United Kingdom 
· Provided person-centred personal care prioritising dignity and independence
· Support individuals with mobility using safe equipment
· Responded immediately to call bells, alarms, and emergencies. 
· Administered medication in accordance with organizations protocol.
· Conducted environmental safety inspections to ensure a safe environment.
VOLUNTARY EXPERIENCE 
Cultural Liaison (Volunteer)									   2008
Ghanaian Community Association, Oxford – United Kingdom 
· Offered interpretation and cultural mediation for elderly Ghanaians accessing social care. 
· Led awareness workshops for Ghanaian professionals regarding cultural sensitivity to health and social care. 
Support Worker 									2005 - 	2007
Global Medical & Imaging (GMIS) Ambulance, Cape-Coast – Ghana 
· Provided first aid to patients
· Assisted ambulance crew with safe patient transport. 
· Assisted with restocking of supplies and vehicle preparation for operational shifts. 	
EDUCATION
Certificate of Higher Education Skills for the Workplace			        Ongoing
University of Wales Trinity Saint David
Core Modules: Psychology in Health and Social Care, Professional Development within Health and Social Care
Micro Credential: Psychological First Aid							   2022
Coursera- Online 
Certificate in Occupation Health Safety and Health Principles and Practice 		   2020
IOSH, United Kingdom
Diploma in Social Work 									   2010
Coventry University									
Diploma in Public Relations 							    2002 - 2004
University of Media, Arts, and Communication (UNIMAC)						
INTERESTS & HOBBIES
· Listening to Music		- Reading 	    	         - Assisting Vulnerable Persons.
REFERENCES: Available on Request 
TASK 2
March 10, 2026
Dear Sir/Madam, 
Application for Employment as Adult Social Worker
I am writing to express my sincere interest in the Adult Social Care Worker position within the Coventry City Council’s Community Team. I am an ambitious and competent professional who is interested in pursuing a career in social work. With a strong background in health and social care and first-hand experience in social services, I believe I will be a valuable fit to your community team as an Adult Social Worker. 
My journey towards social work began in Ghana, where I studied public relations at the University of Media, Arts, and Communication, and has been shaped by over 10 years of frontline experience supporting vulnerable adults in the UK. Having long served in the care environment, my ambition to serve in social work is rooted in a commitment to social justice and to empowering individuals to live with dignity, a trait I have come to understand firsthand through my work in the care environment. I hold a diploma in social work and am currently pursuing a certificate in Health and Social Care to lay a professional foundation for myself in this field. 
Throughout my education and, more recently, my work practice, collaborating with multidisciplinary teams, I have developed keen skills in active listening, effective communication, conflict resolution, and stakeholder engagement. These skills have proven invaluable in building trust with persons who may be anxious or reluctant to engage. An attribute I have come to understand is a keenness to work with vulnerable persons. My background in public relations has also helped me sharpen my communication and interpersonal skills, which are essential in working with people. 
Personally, my ability to empathize with others, regardless of culture or race, has been my greatest strength. I would describe myself as having great cultural awareness. This has helped me to easily adapt in different settings; I find myself especially in my line of work. As someone seeking to serve in the social worker role, I believe this strength positions me ahead of others, as the role demands meeting with people of different races and cultures. As such, I believe having a good sense of cultural awareness and empathy are impactful attributes for this role, which I possess. Further, my experience working with different multidisciplinary teams makes me a team player, and I can work effectively and efficiently independently and with others. 
My long-term career goal is to become a qualified social worker so that I may contribute to the protection of vulnerable persons and advocacy at a higher level in society to enhance the quality of life of such persons. Coventry City Council’s commitment to promoting independence and dignity stands out to me for this role. I am prepared to combine my academic foundation and practical experience as an adult social worker to enhance the quality of life of vulnerable individuals in society.  
Thank you for considering my application, and I look forward to hearing from you. 
Sincerely,
FULL NAME


TASK 3
(A) SWOT Analysis for Adult Social Worker Role. 
	STRENGHT
	WEAKNESS

	· Empathy for vulnerable persons in community 
· Strong cultural awareness 
· Excellent communication skills from previous education in public relations and years of practical experience
· Experience with collaborating with MDTs including social workers
· Sufficient knowledge of health and safety environments acquired through education 
· Ability to work independently and in teams with other people.
	· Limited experience indirect social work duties 
· No official social worker qualification. Current certificate health and social care in progress. 
· Relatively new to social work settings.

	OPPORTUNITIES 
	THREATS

	· Growing demand for social worker and support staff across the UK, particularly in health.
· Opportunity to transition into professional social worker role. Through degree certification and joining professional organisations.
· Opportunity to combine experience in care settings, and safety to new role in social work.
· Need for culturally sensitive employees due to diverse population in Coventry
	· High competition for qualified social worker roles due to high demand and limited positions.   
· Demanding nature of job often leads to staff burnout and stress. This comes about as often social workers have lots of cases to work on at a time. 
· Potential changes in government policies regarding social worker roles. This can affect role responsibilities and workforce demand.
· Budget constraints may cause low recruitment despite increase demand.
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B) Personal Development Plan. 
A personal development plan presents an organised visualisation of an individuals learning and development goals, and the how these goals will be achieved (Meggison & Whitaker, 2007). It clearly shows the individual’s goals and steps taken to achieve them (Cortell, 2021). For the transitioning into an Adult Social Worker role, the table below shows my personalised development plan to be achieved over a period of two years. 
Table 2: Personal Development Plan for Adult Social Worker Role 
	Goal
	Actions to complete 
	Support/ Resources needed
	Target date 
	Review date

	1.Complete relevant social work qualifications 
	Complete current certificate course in health and social care. 

Enroll in higher studies (Diploma) in health and social care courses 
	University program 




Research and speak with mentor on appropriate diploma. 
	6 months – 1 Year
(1/1/2026 – 31/07/2026)



6 months – 1 Year
(31/12/2026- 31/07/2027)
	1 Year (31/12/2026)




1 Year (31/12/2027)

	2. Gain relevant work experience in social work. 
	Solicit shadowing opportunities at my workplace. 


Volunteer to social work roles at workplace.


Complete online training in Care ACT 2014.
	Current employer, and social work team contacts 

Current employer, and social work team contacts 

Social Care Institute for Excellence (SCIE)
	1 – 6 months 
01/10/2026 – 01/04/2027




1 – 6 months 
01/10/2026 – 01/04/2027



2 – 6 months 
3/1/2027 – 1/09/2027
	11/04/2027





11/04/2027




1/09/2027

	3. Build professional network in social work 
	Become a member of the British Association of Social Workers 


Join the Black & Ethnic Minority Professional Symposium (BPS)
	Be enrolled in the diploma study in health and social care to qualify to join.
  
Connect to professional members on social networking sites such as LinkedIn. 
Participate and symposiums and apply to join the BPS
	1/1/2027




1 – 3 months 
(1/1/2027 – 31/03/2027)
	31/01/2027




01/04/2027.
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Task 4:  Reflection
Developed by Graham Gibbs in 1988, the Gibbs reflective cycle is a structured reflective tool that helps individuals to learn from experience (Adeani et al., 2020). Wright et al. (2016) assert that the objective of the mode is to facilitate future planning by drawing insights from past experiences. For this reflection, the Gibbs reflective model is used because it evokes deep critical reflection of an action across six distinct stages (Horton-Deutsch & Sherwood, 2023). The model is segmented into six stages: description, feelings, evaluation, analysis, conclusion, and action, and revolves in a circular pattern, making it a reflective cycle 
The reflection is on the ‘Skill of Communication in Health and Social Care Practice’ as presented in the LSCH4009 component 1. The presentation addressed the meaning of communication, its application in the health and social care context, and why it is an important skill to have as a care professional. The presentation also demonstrated the ‘effective communication’, highlighting that communication is effective when the sender (the caregiver) is able to check for understanding or receive feedback (Dixit, 2018; Ratna, 2019). The presentation also included examples such as the SBAR tool, a structured communication tool used in health and social care (Shahid & Thomas, 2018). 
As noted by the lecturer, the presentation was delivered with a bit of nervousness from the beginning and little eye contact. Nonetheless, the overall presentation was good. My feeling was a mix of confidence and nervousness. The confidence came from daily communication in my care practice, so I felt I was familiar with the subject matter. Conversely, the nervousness set in during the presentation, as I had to translate practical knowledge into a presentation. Although the presentation was graded as good by the feedback, I felt I had not demonstrated my full understanding of the subject matter. 
In my personal evaluation, I would still rate the overall presentation as being good despite not fully demonstrating my understanding of the subject matter. I was able to follow a logical and coherent structure throughout the presentation, highlighting the main points clearly, which was good for understanding the issue. The use of the practical example also added another layer of understanding to the concept I was presenting. One downside of the presentation was that I spoke hastily due to limited time and did not make eye contact. This was also noted in the lecturer's feedback. 
Reflecting on the experience, I recognise that I did not pay much attention to the time allotted for the presentation, and my nervousness at the beginning also slowed me down. Despite presenting on communication, I realised communication goes beyond having practical knowledge but also being able to share the knowledge through presentations such as this. A caregiver’s ability to communicate effectively is also demonstrated in personal relations. 
From this experience, I have learned that a good presentation does not come only from good content but also from being able to share the knowledge. I also learned that pacing and audience engagement are skills I must make an effort to improve in order to improve my overall communication skills.  
As part of the action plan for the way forward, I intend to rehearse future presentations with a timer to monitor my pace and clarity. I also intend to practice audience engagement in my future experiences. Moving forward, I will apply these insights from the feedback to future assessments, ensuring that my presentations are both informed and reflective of my professional practice. 
Using the Gibbs model enabled me to reflect on my experience in an organised way and identify areas for improvement (Knight, 2015). 






REFERENCES
Adeani, I.S., Febriani, R.B. and Syafryadin, S., 2020. Using GIBBS ‘reflective cycle in making reflections of literary analysis. Indonesian EFL Journal, 6(2), pp.139-148.
Cortell, S. (2021). Skills for Success: Personal Development and Employability. 4th Edn. London: Red Globe Press.
Dixit, A., 2018. Communication is incomplete without feedback. Pen Acclaims, 2(1), pp.1-8.
Horton-Deutsch, S. and Sherwood, G., 2023. Reflective practice: Reimagining ourselves, reimagining nursing. Sigma Theta Tau.
Knight, S., 2015. Realising the benefits of reflective practice. Nursing Times, 111(23/24), pp.17-19.
Meggison, D. and Whitaker, V. 2007. Continuing Professional Development. Kogan Page Publishers. 
Ratna, H., 2019. The importance of effective communication in healthcare practice. Harvard Public Health Review, 23, pp.1-6.
Shahid, S. and Thomas, S., 2018. Situation, background, assessment, recommendation (SBAR) communication tool for handoff in health care–a narrative review. Safety in Health, 4(1), p.7.
Wight, I., Kellett, J. and Pieters, J., 2016. Practice reflection~ learning: work experience in planner education. Planning Practice & Research, 31(5), pp.500-512.


APPENDICE 1
JOB ADVERTISEMENT 
[image: ]
[image: ]

[image: ]
[image: ]
2

image1.png
Social Worker — Adult Social Care (Experienced Practitioners)

Our Values Social _Worker - Ad_u!t Social Care
(Experienced Practitioners)

In line with our One Coventry Values, we want to ensure that our communities are represented across our

workforce. A vital part of this is ensuring we are a truly inclusive organisation that encourages diversity in all Salary

respects, including diversity of thinking. We particularly welcome applicants from minority ethnic, LGBT+, £39,152 - £46,142

disabled and neurodiverse communities to make a real difference to our residents so that equity and respect

. . Frequency
remains at the heart of everything we do.

Annual

Our Values are: Job Reference

» Open and fair: We are fair, open, and transparent. coventrycc/TP/187/12331

« Nurture and develop: We help and encourage everyone to be their best and do their best. Contract Type
Full Time Permanent

Engage and empower: We talk and listen to others, working together as one.
Working Hours

o Create and innovate: We embrace new ways of working to continuously improve. 37
« Own and be accountable: We work together to deliver the best services for our residents. Closing Date
13 April, 2026

« Value and respect: We put diversity and inclusion at the heart of all we do.

Job Category
Adult Social Care

Business Unit
Adult Services

Location
One Friargate, Coventry, United Kingdom (Incl.
Northern Ireland)

Posted on
27 February, 2026

We value diverse perspectives and experiences and are striving to create a workplace culture that is inclusive,
is accepting of all and is free from discrimination and bias. Apply >

We have a simple vision and strategy that defines what we are trying to achieve, our purpose and our approach
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We have a simple vision and strategy that defines what we are trying to achieve, our purpose and our approach
which underpin the principles of Adult Social Care, and we continue to work in support of this.

In a simple sense all our work, at whatever level should continue to support the strategy of: ‘Providing support,
in the least intrusive manner possible, based on the assets, resources and abilities that are available to people’.

What is the job role?

Coventry is a city that’'s growing, evolving, and investing in the future and so is our Adult Social Care service.
We're looking for experienced, qualified Social Workers to join our teams across Adult Services, including
Learning Disabilities and other specialist service areas.

If you're passionate about strengths-based practice, creative problem solving, and supporting people to live the
lives they choose, Coventry is the place to do your best work.

Why Coventry City Council? What Makes Us Different?
A Practice Environment Built Around You

We’re committed to making the principles of The Care Act 2014 a reality, not just on paper. That means:

« Meaningful relationships with the people you support

« Space to apply professional judgement

« Supportive managers who are accessible and invested in you
» Realistic caseloads that allow for high quality practice
Outstanding Learning, Development & Career Progression

We don't just offer training we offer clear, personalised career pathways.

Whether you want to specialise, develop advanced practice skills, or move into leadership, you’ll access:

« A comprehensive Continuous Professional Development (CPD) programme
« Funded specialist courses and qualifications

« Opportunities to shadow, learn, and rotate across service areas

« Coaching, mentoring and dedicated development conversations

Many of our leaders began as practitioners here because we grow our own talent.

Flexible Working That Fits Your Life

— (A4053)
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@ Add to watchlist
& Print this job

% Refer a friend for this job
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Who are we looking for? °

You'll need:

« Arecognised professional Social Work qualification (MA/BA/BSc in Social Work, Diploma in Social Work or
CQsw)

« Social Work England registration

o Completion of the ASYE

We welcome applications from people with a range of practice backgrounds who are passionate about
strengths based, person centred social work.

If you need help or support completing your application, please visit our Accessibility Page for guidance and
adjustments.

If you need help or support to complete your application, please visit our accessibility page to see how we can
assist you.

Guaranteed Interview Scheme - As part of our commitment to inclusion, we offer guaranteed interviews for
specific groups of people. To qualify, you'll need to meet the minimum requirements for the role and identify with
one of the below criteria:

« Members of the Armed Forces and veterans
o Are currently in care or have previously been in care

« If you consider yourself to be disabled or if you have a long-term health condition

For full details on the application process please read the attached document on our jobs page labelled
'Coventry City Council Application Process'. If there is any evidence of a candidate using Al to complete their
application, then the application will be rejected unless the candidate can provide a justification which the
Council considers to be reasonable.

If there is evidence that Al has been used to complete the application, the application may be rejected unless a
reasonable justification is provided.

About Coventry

Coventry has a proud, innovative and creative spirit that throughout its history has seen communities
come together to tackle problems and bring about real social change.




