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[bookmark: _Toc228519640]What is Portfolio?
Based on the definition from Collins Dictionary, a portfolio can have several meanings depending on the context (Collins Dictionary, no date). However, in an academic and professional development context, it can be understood as a structured collection of selected work, evidence, achievements and reflections that shows a person’s learning, skills and progress over time.

[bookmark: _Toc228519641]Introduction
This portfolio presents my academic progress, professional experience, skills, and future career planning in relation to my long-term goal of becoming a Counselling Psychologist (Indeed, no date). It brings together evidence of my learning, work experience in private healthcare and psychology practice, personal strengths, areas for improvement, and planned development.
My background as a Receptionist and Practice Coordinator has helped me develop strong communication, organisation, confidentiality, and client-support skills. Through this portfolio, I will reflect on how these experiences connect with my chosen career path and identify realistic steps that will support my continued personal and professional development.



[bookmark: _Toc228519642]CV

Anna Poznanska

Email: 2442414@uwtsd.student.ac.uk					Location: London

Professional Profile
Dedicated and professional Receptionist / Practice Coordinator with over 10 years of experience in private healthcare settings. Strong background in front desk operations, appointment scheduling, patient support, diary management, and administrative coordination. Experienced working in confidential and sensitive environments, maintaining high standards of professionalism, and ensuring a smooth day-to-day service for both clients and practitioners. Reliable, organised, and calm under pressure, with excellent communication and interpersonal skills.
[image: ]
Key Skills
• Front desk and reception management
•  Appointment scheduling and diary coordination
•  Patient and client support
•  Confidential record handling
•  Administrative support and office coordination
•  Email and telephone communication
•  Microsoft Office (Word, Excel, Outlook)
•  Time management and multitasking
•  Professional communication
•  Problem-solving and organisation
[image: ]
Work Experience
Receptionist / Coordinator  -  Oakwell Psychology Practice, London
02 February 2020 - Present
•  Manage the day-to-day reception and administrative operations of a private psychology practice.
•  Coordinate appointments, diaries and cancellations for a team of psychologists and therapists.
•  Act as the first point of contact for clients, providing a professional, calm and supportive service.
•  Handle telephone and email enquiries, booking requests and general client communication.
•  Maintain accurate and confidential client records in line with data protection and practice procedures.
•  Support practitioners with scheduling, room allocation and general practice coordination.
•  Process invoices, payments and administrative documentation efficiently and accurately.
•  Ensure the practice environment remains organised, welcoming and professional at all times.[image: ]
Receptionist  -  Harbour Private Medical Clinic, Warsaw
01 October 2013 - 01 February 2020
•  Provided front desk and administrative support in a busy private clinic environment.
•  Welcomed patients, managed bookings and maintained an efficient appointment system.
•  Handled incoming calls, emails and patient queries in a professional and courteous manner.
•  Registered patients, updated records and ensured all documentation was accurate and complete.
•  Worked closely with medical staff to support the smooth running of daily clinic operations.
•  Managed cash and card payments and issued receipts where required.
•  Maintained a clean, organised and professional reception area.
•  Assisted with general office administration and ensured high standards of customer service.[image: ]
Education

BSc (Hons) Health and Social Care
Kensington Metropolitan University, London, UK
September 2022 - Present

General Certificate of Secondary Education
Maria Skłodowska-Curie General Secondary School, Warsaw, Poland
September 2009 - June 2012
[image: ]
Certifications / Training
Safeguarding Adults and Children
Basic Life Support / Emergency First Aid at Work
Data Protection and Confidentiality Awareness
Mental Health Awareness
Microsoft Office Skills
[image: ]
Interests and Hobbies
Languages: Polish - native, English - fluent, Italian - communicative 
Full UK driving licence 
Crocheting 
Travelling
[image: ]
References
Available on request
[image: ]


[bookmark: _Toc228519643]Personal statement
I am interested in working towards a career as a Counselling Psychologist because I would like to support people in understanding their emotions, overcoming personal difficulties, and improving their overall wellbeing. My long-term goal is to work in psychology and support people in a way that helps them feel heard, understood and respected. I am particularly interested in how people’s experiences, relationships, stress, trauma, and life circumstances can affect their mental health and the way they cope with everyday challenges.
Since February 2020, I have worked as a Receptionist and Practice Coordinator at Oakwell Psychology Practice. This role has given me valuable experience in a professional psychological setting, where I coordinate appointments, manage diaries, support psychologists and therapists, and act as the first point of contact for clients. This role has allowed me to observe how important it is for clients to feel safe, welcomed, and treated with sensitivity from the very first interaction. Many people contacting a psychology practice may feel anxious, vulnerable, or unsure about asking for support, so my role requires patience, empathy, professionalism, and clear communication.
Working in private healthcare for over ten years has also helped me develop strong interpersonal and organisational skills. In both my current role and my previous receptionist position at Harbour Private Medical Clinic, I have supported clients and patients from different backgrounds, managed sensitive enquiries, handled confidential information, and worked closely with healthcare professionals. These experiences have strengthened my ability to remain calm under pressure, respond appropriately to people’s needs, and maintain professional boundaries. I understand the importance of confidentiality, safeguarding, data protection, and ethical conduct, which are essential in any psychological or therapeutic role.
My education in Health and Social Care has further developed my understanding of mental health, person-centred care, safeguarding, equality, diversity, and professional responsibility. It has encouraged me to think more critically about the factors that affect wellbeing, including social, emotional, cultural, and environmental influences. I believe this academic foundation is important for my future development, as Counselling Psychology requires both theoretical knowledge and the ability to apply that knowledge with compassion and reflection.
One of my key strengths is my ability to communicate with people in a calm, respectful, and supportive way. I am naturally empathetic and interested in understanding people’s experiences without judgement. I am also reliable, organised, and able to manage multiple responsibilities while maintaining high standards of professionalism. My bilingual skills in Polish and English allow me to communicate with a wider range of clients and understand the importance of cultural sensitivity in care.
Although I am still developing towards this career goal, I am highly motivated to continue my education, gain relevant experience, and progress towards the qualifications required to become a Counselling Psychologist. I would bring to this field a strong work ethic, emotional maturity, experience in confidential healthcare settings, and a genuine commitment to supporting others. I believe my background provides a strong foundation for further professional development in psychology and counselling practice.


[bookmark: _Toc228519644]SWOT Analysis for the Role of Counselling Psychologist
My chosen health and social care job role is Counselling Psychologist. This role requires clear communication, emotional awareness, confidentiality, ethical behaviour, and the ability to support people who may be going through emotional or psychological struggles.
	[bookmark: _Toc228519645]Strengths
	[bookmark: _Toc228519646]Weaknesses

	In my current role, I communicate with clients who may feel anxious, vulnerable or emotionally distressed.
	My experience is mainly based on administration and coordination, not direct therapeutic practice.

	I have developed empathy, patience, active listening and the ability to stay calm under pressure.
	I need to build stronger knowledge of psychological theories, counselling approaches and therapeutic methods.

	I handle confidential records and sensitive information in a professional and responsible way.
	Managing work, study and future training can be challenging and sometimes overwhelming.

	Being bilingual in Polish and English helps me communicate with a wider range of clients and understand cultural differences.
	I need supervised practical experience before I can work directly in a counselling psychology role.

	[bookmark: _Toc228519647]Opportunities
	[bookmark: _Toc228519648]Threats

	My current work in a psychology practice allows me to observe professional standards and how therapists support clients.
	The route to becoming a Counselling Psychologist is competitive and requires long-term commitment.

	My Health and Social Care degree helps me understand mental health, safeguarding, equality, diversity and person-centred care.
	Financial pressure and limited time may make further training difficult while working.

	The BPS Qualification in Counselling Psychology shows that there are structured routes into this career (British Psychological Society, no date).
	I cannot use the protected title of Counselling Psychologist without the correct qualifications and HCPC registration (HCPC, no date).

	I can build further experience through volunteering, mental health support roles, counselling skills courses or assistant roles in psychological services.
	Postgraduate entry requirements may be demanding, especially if psychology accreditation or relevant experience is required.

	
	


[bookmark: _Toc228519649]Summary
Overall, my SWOT analysis shows that I have a strong foundation for a future career as a Counselling Psychologist, but I still need to continue my studies, gain relevant mental health experience and develop the professional qualifications required for this role.
[bookmark: _Toc228519650]Personal Development Plan for the Role of Counselling Psychologist
My career goal is to become a Counselling Psychologist, a HCPC-regulated role that requires strong communication, emotional awareness, ethical practice, reflection and the required professional training and registration (HCPC, no date). Therefore, my Personal Development Plan focuses on building the academic, practical and personal skills needed for this pathway over the next two years.
[image: ]LCHS4009
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	[bookmark: _Toc228519651]Development Goal
	[bookmark: _Toc228519652]Why this goal is important
	[bookmark: _Toc228519653]Actions over the next two years
	[bookmark: _Toc228519654]How I will monitor progress
	[bookmark: _Toc228519655]How I will evaluate success

	[bookmark: _Toc228519656]Goal 1: Strengthen my academic knowledge in psychology.
	My Health and Social Care studies give me a useful foundation, but I need to build stronger knowledge of mental health, human behaviour and counselling practice.
	I will continue my degree and, where possible, focus on topics linked to psychology, mental health and counselling.
	I will use a study diary, tutor feedback and assignment grades to track my academic progress.
	I will measure success by improved academic results and greater confidence in explaining psychological concepts in my own words.

	[bookmark: _Toc228519657]Goal 2: Gain relevant practical experience in mental health or emotional support settings.
	My current role is client-focused, but I need to understand more clearly how mental health support works in practice beyond an administrative setting.
	I will look for volunteering, part-time or support roles in mental health settings and continue observing professional practice in my current workplace.
	I will record applications, volunteering hours, completed training and examples of what I have learned from practice.
	I will know I have made progress when I have a clearer understanding of how mental health services support clients in practice and what responsibilities this work involves.

	[bookmark: _Toc228519658]Goal 3: Build reflective practice and emotional resilience.
	Reflective practice will help me understand my own responses, manage pressure better and develop safely in emotionally challenging work.
	I will write monthly reflections using Gibbs’ model and develop healthier routines around stress, time and boundaries.
	I will use a reflective diary to review how I manage feedback, deadlines, stress and responsibilities.
	I will know I have made progress when I become more self-aware, manage my emotions better, and can clearly recognise my strengths and areas I still need to develop.



[bookmark: _Toc228519659]Critical Reflection Using Gibbs’ Reflective Cycle
This reflection uses Gibbs’ Reflective Cycle to examine my presentation assessment. The model helps me look at what happened, how I felt, what went well, what could be improved, and what I can do differently in future presentations (Gibbs, 1988).
[bookmark: _Toc228519660]Description
During my presentation, I presented my chosen topic to the class using prepared slides. I had spent time preparing the content and learning the presentation before the assessment. However, when I started speaking in front of the audience, I became very nervous. Because of this, I forgot some parts of what I had prepared and relied more on the slides than I expected. My lecturer’s verbal feedback was that I should improve my interaction with the audience and avoid reading directly from the slides.
[bookmark: _Toc228519661]Feelings
At the time, I felt anxious and under pressure. Even though I had prepared the material, my nerves affected my confidence and delivery. I also noticed that I looked out of the window during parts of the presentation. This helped me focus, but I now understand that it made me appear less connected with the listeners.
[bookmark: _Toc228519662]Evaluation
There were several positive aspects of my presentation. I think the timing was right, and I covered the main points within the required time. The content was relevant, clear, and suitable for the topic. I also believe my slides were readable, visually interesting, and well organised, which helped support the information I was presenting. However, the main weakness was my delivery. As a result, the presentation was clear in content, but it could have been delivered in a more confident and interactive way.
[bookmark: _Toc228519663]Analysis
The lecturer’s feedback helped me understand that a good presentation is not only about having clear slides or knowing the topic. It is also about how the information is delivered. I had prepared the content, but I had not fully prepared for how nervous I might feel during the actual presentation. My anxiety affected my memory, body language, and ability to speak freely. Looking out of the window helped me manage my focus, but it also limited my connection with the audience. This shows that I need to find better ways to manage my nerves during presentations, while still staying connected with the audience.
[bookmark: _Toc228519664]Conclusion
Overall, I think my presentation was strong in terms of content, structure, timing, and visual design, but weaker in terms of delivery and audience interaction. I learned that future presentations should feel more like communication with the audience. It showed me that I need to practise presenting under pressure as well as learning the material. In future, I want to maintain the same level of confidence, clarity and audience contact throughout the whole presentation.
[bookmark: _Toc228519665]Action Plan
For future presentations, I will practise speaking in front of another person/people or record myself to improve my voice, pace, confidence, and eye contact. To manage nerves, I will use breathing techniques before speaking and remind myself that the aim is to explain the material clearly, not perfectly. I will also try to engage the audience more by using eye contact, short pauses, and possibly asking a simple question. These actions will help me become more confident, organised, and engaging in future presentations.
[bookmark: _Toc228519666]References  
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