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INTRODUCTION:
For every student, an ambitious path for further development in a career is necessary to adequately establish defined goals and proceed to achieve each of those in a disciplined manner. Especially when it comes to the professional development of a learner, the preparation begins during their educational practice. Students need to start preparing for their professional lives while being conscious of their existing skills and required knowledge. 
A cover letter is a document you send along with your CV (traditionally as the front cover). It differentiates from a CV, though in that it is prepared particularly with the jib you are going for in mind, enabling you to emphasize qualifications you believe make you qualified for that position. (reed.co.uk)
The present portfolio will include professional writing which will form the basis for student’s professional path. 
COVER LETTER:
Dear Sir/Madam
I am currently studying in the health and social care. As a practising learner, I was enthused when I came across your organization’s recruitment advert. I have always been ambitious and interested in the health and social care domain. I have the urged to serve the people and assst them in their best interest. While reviewing your job advertisement, I could relate to the position you mentioned and felt deeply connected with the mission you conveyed to achieve. I thought that your mission and my career goals are relevant, and I could be the right person for your requirement. Care for those with medical or social needs is usually considered health and social care, and it takes place in settings such as clinics and healthcare settings. Care and assistant for those who are particularly vulnerable in society are known as ‘’social care ‘’, and it is often provided in an outpatient setting within the local community. These positions require extensively demanding responsibilities and individuals like me will need to pour extensive efforts and show intense empathy to cater to the needs of the people.
Social care aims to improve the quality of life for marginalizes members of society (such as those who live alone or who are unable to leave their homes) whereas healthcare focuses on improving patient’s physical conditions. It is about being entrusted by the people who will depend on me for assistance and cooperation, in my presence, I will have a duty of care to ensure their safety. Serving to their greatest advantage will include never approaching them in a negative manner that may hurt them, and never doing things that are beyond my expertise or purview.
Working in health and social care comes with a legal responsibility to take care of the people I am responsible for, as well as myself, my co-workers, and anybody else in the workplace. When working in a care facility, for instance, my duty of care extends not just to the residents but also the facility’s maintenance staffs and other assistants.
As I am approaching my professional life, I will remain conscious and will not avoid my responsibilities and will try to be more accountable for my actions. In health and social care, responsibility is a component of my job and outlined in the code of conduct for healthcare assistants and adult social care employees which I will maintain with utmost diligence. I can ensure you that I will adhere to the professional mannerism and will demonstrate excellence in my action as I have experience working with children in the Early Years Foundation Stage and as a support worker in junior school. While being in these positions, I have learned different skills and extensively aware of the standard of professional practices. I am good at active communication, a good listener, attentive to details, good at time management, can collaborate in a team, and have a problem -solving ability. All these skills will be relevant the job description you provided.
Although I have a brief knowledge of relevant policies and procedures, yet I will gain further understanding of the expected standard of professionalism if I get the chance to work in your organization. 
My ambition is to be recruited to your organization so that I can expand my skills and knowledge by getting practically involved in professional practices and acquiring knowledge in the area of expertise. This will allow me to gain further knowledge and guidance from professionals. 
I hope that the skills I bring to the table will be valuable for your company. I am looking forward to hearing from you end. 
Thank you.





A CV is a formal document that is structured and used to apply for jobs. Curriculum Vitae, sometimes known CV, is a Latin term that means ‘’course of life’’. A curriculum vitae summarises your educational background, professional experience, and acquired abilities. (zety.com)


C.V
AUDREY ASANTEWAA BOANSI
114 Ilex Close
Colchester
MOBILE: 07654881243
E-MAIL: audreyboansi@yahoo.com
(Full UK Driving License and access to a vehicle)
I am a loyal, trustworthy and enthusiastic individual who is hard working, and enjoys being in a busy environment. I like to maintain high standards within my work to ensure I deliver to the best service. I am very adaptable and can amend my approach in order to meet the needs of the individuals am working with. I have years of experience in the childcare industry both professionally and personally and am looking for the opportunity to return to childcare or branch off into adult’s care to expand and develop my knowledge.
EDUCATION:
2022 -Current University of Wales Trinity Saint David (BSc Health and social care)
Relevant modules: Introduction to research, Academic And Employability Skills, Children, Young People and Family, Changemakers: Building Your Personal Brand for Sustainability.
2020-2021: University of Wales Trinity Saint David (Health and social care level 4)	
2019 – Colchester College, (Functional Skills for Maths and English level 2)



WORK EXPERIENCE: 
  Present :2022 – Nursery Practitioner (Butterfly Blue Day Nursery)
· Providing an environment that meets children’s requirements
· Keeping track on children’s development for parents and other careers
· Following the nursery’s policies and procedures as well as any legal requirement on childcare 
· Report and record any incidents or unacceptable behaviour in accordance with the school policy and procedure
· Upholding high safety, cleanliness and hygiene standards
· Providing entertaining and educative activities for children
· Forming and sustaining relationships with children’s parents and careers

2020 – 2022 Midday Support worker (Junior school)
· Responsible for supervising pupils in the dining hall
·  Ensure children do not go to areas that is out of bounds
· Providing support and guidance to other support staff
· [bookmark: _Hlk111727867]Report and record any incidents or unacceptable behaviour in accordance with the school policy and procedure
· Assisting with activities when needed
2017 to 2018– Bus Escort Supervisor (Garrison Labour Support Unit, Germany)
· Responsible for ensuring the safety of all children travelling on the buses
· Collect pupil from their parents or careers at designated routes
· Reporting any vehicle faults, incidents and accidents
· Become familiar with routes
· Responsibilities for health and safety (First aider)

2015 to 2017-Clark (Garrison Labour Support Unit, Germany)
· Completion of general administration duties such as filling, database systems, and commodities
· Responding to any questions or concerns, and interact with clients and staff
· Utilize office tools including fax and photocopy machines
· Responding to incoming calls, taking messages and emails
· Refilling of office equipment

SKILLS:

· Problem solving
· Time Management
· Collaboration
· Critical thinking
· Good writing and typing skills
· Excellent communication and interaction abilities
· Good Team Player
· Trustworthy and Responsive
· Effective utilization of technology


PITCH
A pitch is a description of your qualifications for the position you are looking for. With a focus on being concise, accurate, precise, it should be related to the selection criteria and other stated role requirement. (UK.indeed.com).
Social work is important to me as I want a job that matters, where I can make a difference, where I will learn new things, where I will feel fulfilled, and where I will have plenty of possibilities. When compared to other fields, social work is unique in its emphasis on both the individual and their social setting. For the most part, social workers focus on the people and events outside the individual’s control. In addition, these professionals provide evaluation and intervention possibilities that allow them to better serve all individual’s and populations in their efforts to adapt to and if required, alter their immediate environments.
Individuals get assistance from social workers in addressing both their emotional responses and their actions in response to challenging life circumstances. The role of social workers and other providers of social care is to assist members of society in meeting their own personal, family, and community obligations. They help individuals of all ages, including kids, families, the elderly, and people who have mental and physical health issues. They design and implement care approaches for vulnerable that encourage self-sufficiency, foster social engagement and involvement, give people agency over their lives, and ensure their security. The provision of direct services to people is the most well-known feature of the social work profession. They advise individuals on major choices in life and direct them to vital resources. They campaign for reform in order to enhance socioeconomic circumstances and the welfare state. Being a student of this discipline, I have embodied the essence and principles of this sphere which has helped me to know more about what is expected from a social care worker.
It has taught me to be compassionate and accountable for my professional decisions and actions. Being involved in childcare campaigns and academic practice, I have learnt the basic ideals associated with this profession and how I can increase my capacities adequately. All these make me competent for the TV series. There is a range of responsibilities which social workers need to undertake. Being a skilled social worker who can apply these abilities to a wide range of people, families, and communities is no longer sufficient in today’s world. As professionals, social workers must also demonstrate civility while collaborating with others who have differing values and perspectives from their own.
Assuming these responsibilities calls for the use of knowledge and abilities developed in social work courses and employment. It is not enough to demonstrate just knowledge, and subject competence, but also the ability to contribute meaningfully to the success of the team I want to join. To do their respective duties, social workers interact with a wide range of people. Th ability to interact with clients on a personal level, compile comprehensive cases, and provide specific instructions with all benefit from clear and concise communication. 
Moreover, it is necessary to make use of their linguistic abilities to explain procedures in a comprehensive manner.  A social workers primary responsibility is to hear and respond to concerns of their clients. They can better address their clients’ needs because of their ability to focus on their specific issues. In addition, this facilitates the social worker’s capacity to comprehend guidance provided by supervisors, psychologist, and other experts. Since social workers deal with many clients, effective time management skills are essential to ensuring that everyone receives the care they deserve. Social workers who are good at managing their time can do more than just communicating to clients, they can also get their paperwork done.
Social workers require emotional intelligence to read the implication in their clients verbal and nonverbal indications, which may be crucial in solving their problems. They are able to work ask relevant follow-up inquiries to learn more about the client’s situation and requirements because of this ability. I have acquired all these skills during my academic sessions. My skills will be valuable when applied with proper instinct and insight. In addition to using common sense, social work requires a combination of knowledge, skills and values. I am good at communication, I have emotional intelligence, good time management, , attentive to details and have the empathy to listen to others which makes me a competent in social work responsibilities. All these aspects will allow me to be a good fit for the TV series. 

REFERENCES:
· Reed.co.uk/career-advice-what-does-CV-stand-for
· UK.indeed.com>careerguide>interviewing
· Zety.com/UK/blog/what-is-a-cover-letter
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