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Introduction
This portfolio demonstrates my suitability for a role as a healthcare assistant. It includes a personal statement, a SWOT analysis, a Personal Development Plan (PDP) and a reflective account using Gibbs’ Reflective Cycle. These elements highlight my current knowledge, practical experience, and career aspirations, while demonstrating my commitment to delivering high-quality, person-centred care. This portfolio also demonstrates my ability to reflect thoughtfully on my practice and plan for continuous professional development (NHS England, 2023). 

Job Title: Healthcare Assistant (NHS)
Organisation: Health Harmonie
Main Purpose of the Job: To support clinicians in delivering efficient outpatient services by preparing clinic environments, assisting during patient consultations, and completing administrative tasks to ensure high-quality patient care.
Key Responsibilities:
· Prepare and set up examination rooms and equipment
· Act as a chaperone during patient consultations and procedures
· Greet and support patients throughout their appointments
· Complete administrative tasks and patient reports
· Maintain clinic stock and ensure smooth day-to-day operations                         
Essential Requirements:
· NVQ Level 2 in Health and Social Care
· Full UK driving licence and access to a vehicle
· Willingness to travel frequently (150–200 miles per week)
· Basic IT skills and ability to use computer systems
· Strong communication skills and a passion for patient care
· DBS check clearance
Desirable Requirements:
· Previous experience in administration
· Experience working in a healthcare or care setting

Source: https://www.jobs.nhs.uk/candidate/jobadvert/U0024-CCENTRAL 




Task 1 - Curriculum Vitae- HealthCare Assistant 

                                                  Maymunah Akhtar
3 Chiswell road, Winson green, Birmingham, B18, 4DP | 07843337322 | 2433756@student.uwtsd.ac.uk

Personal Profile 
I am a compassionate and reliable care professional with several years of experience supporting individuals in care settings. I am skilled in personal care, daily living support, and building trusting relationships with service users. I am committed to promoting independence and wellbeing while maintaining a safe, respectful, and positive environment.

KEY SKILLS
· Personal Care Skills 
· Patient/Resident Support 
· Communication Skills 
· Empathy and Compassion  

WORK EXPERIENCE
Teaching Assistant | Aspire | Feb 2026 to Present
· An educational support organisation assisting schools with student wellbeing, learning support, and inclusion programs.
· Supported teachers in delivering lessons and helping students with learning activities.
· Assisted students with additional needs, including one-on-one guidance and classroom support.
· Monitored student behaviour and wellbeing, reporting concerns to teachers or SEN coordinators.
· Prepared classroom materials and helped organize educational activities and events.   

Care Assistant | Avery | Oct 2019 to Present
· A residential care home delivering compassionate support and daily living assistance for elderly residents.
· Assisted residents with daily activities, including personal care, meals, and mobility.
· Monitored and reported changes in residents’ health and wellbeing to senior staff.
· Provided emotional support and companionship to promote a positive living environment.
· Maintained cleanliness and safety standards throughout the care home.


EDUCATION & QUALIFICATIONS
University of Wales Trinity Saint David  (2026)
· Certificate of Higher Education in Health and Social introduction to health and social care 
· introduction to public health 
· professional development within health and social care 
· psychology in health and social care 
South and City College (2019)
· English GCSE-grade 4 
· health and social care level 2 -pass 

ADDITIONAL INFORMATION
Successfully completed a training or certification program
Training – positive behaviour support F2F  [2025], moving and handling  [2025], communication  [2024], diabetes awareness  [2024], person centred care  [2024], safeguarding adults at risk-level 2  [2024]
Languages – English; Urdu
IT SKILLS
Using printers, scanners, and other office devices
Digital record-keeping or care management systems
Microsoft Office Suite (Word, Excel, PowerPoint, Outlook)
Google Workspace (Docs, Sheets, Slides, Gmail)
Email management and calendar scheduling
INTERESTS
· fitness
· reading
· cooking 
· travelling
REFERENCES 
Lisa Donnellan – Manager, Avery Healthcare
Email: lisa.donnellan@averyhealthcare.co.uk
Selena Kaur – Manager, Aspire People
Email: selena@aspirepeople.co.uk
Task 2 -  Personal Statement 
am a motivated and compassionate individual seeking the role of Healthcare Assistant at Health Harmonie. My goal is to support individuals with dignity, promote independence, and enhance overall wellbeing, in line with the Care Quality Commission’s fundamental standards (CQC, 2023). I am committed to creating safe and supportive environments where patients feel valued and respected.

As a Care Assistant at Avery Healthcare, I have developed essential skills in personal care, health monitoring, and emotional support. I assist residents with daily routines, including meals, hygiene, and mobility, while providing companionship and promoting engagement in activities. This experience has strengthened my ability to deliver person-centred care, respond to emotional needs sensitively, and adapt to challenging situations. I also understand the importance of observing and accurately reporting changes in residents’ health to ensure safety.

My role as a Teaching Assistant at Aspire People further enhanced my communication and interpersonal skills. Supporting students with additional needs required adapting communication styles, exercising patience, and responding to diverse emotional and learning requirements. This experience improved my ability to work collaboratively, communicate clearly, and manage challenging situations calmly—skills directly transferable to a Healthcare Assistant role. Research shows that structured communication training improves professional performance and patient outcomes (Mata et al., 2021), reinforcing my commitment to continuous learning.

Academically, I am completing a Certificate of Higher Education in Health and Social Care at the University of Wales Trinity Saint David, studying public health, psychology, and professional development. I have also undertaken training in safeguarding adults at risk, moving and handling, diabetes awareness, communication, positive behaviour support, and person-centred care, equipping me to provide safe, effective, and professional care (Skills for Care, 2024).
I am particularly drawn to Health Harmonie because the role allows me to make a meaningful difference in patients’ lives. I am committed to continuous professional development and aspire to progress within healthcare through further qualifications, such as Level 3 Health and Social Care or a nursing degree. My experience, empathy, and dedication to high-quality care position me to make a positive contribution to the organisation, while continuously developing as a healthcare professional.
I’d love  to hear back from you this is my email Maymunah_akhtar786@outlook.com
Task 3a  - SWOT Analysis
Strengths
My key strengths include in-depth experience in care settings, which has provided me with a strong practical foundation for the Healthcare Assistant role. I have developed effective communication skills that allow me to interact confidently with patients, their families, and members of the collaborative team. Additionally, I demonstrate a high level of empathy and compassion, which is essential for delivering person-centred care. I also hold relevant qualifications that support my knowledge, skills, and overall competence in this field.

Weaknesses
One of my main weaknesses is my limited clinical experience within hospital environments, as most of my experience has been gained in other care settings. This may require a period of adjustment when working in a new clinical environment. I also recognise that I can sometimes lack confidence when entering unfamiliar environments, although this tends to improve as I gain more experience and familiarity.

Opportunities
There are several opportunities available to support my professional development. I can undertake additional training to enhance my clinical skills and knowledge. There is also the potential to achieve higher qualifications in healthcare, which would support career progression. Furthermore, gaining experience in a variety of healthcare settings will allow me to broaden my clinical exposure and develop a more flexible skill set.

Threats
There are also potential challenges to consider. There is strong competition for Healthcare Assistant roles, which means I must continue to develop my skills and stand out as a candidate. The emotional intensity of care work can also be demanding, requiring resilience and effective coping strategies. Additionally, there is a risk of feeling overwhelmed if I do not receive sufficient  support, highlighting the importance of working within a supportive team environment.

Overall, carrying out a SWOT analysis helps to identify personal strengths, areas for improvement, and potential opportunities and challenges, enabling effective career planning and development (Mind Tools, 2024).





Task 3b - Personal Development Plan (PDP) 
	Goal 
	Actions 
	Timeframe 
	Monitoring 

	Gain more clinical experience in hospital settings
	Apply for hospital-based placements and seek opportunities to shadow experienced staff
	Within 12 months
	Feedback from supervisor and personal reflection

	Improve communication skills
	Attend communication skills workshops and practise through daily interactions with patients and colleagues 
	Within 6-12 months
	Supervisor feedback and self-assessment

	Achieve higher qualifications 
	Enrol in relevant courses and complete required modules and assignments 
	Within 2 years 
	Track academic progress through completed modules and results



This structured Personal Development Plan supports continuous professional development and aligns with career progression within the health and social care sector (Mind Tools, 2024).














Task 4 – Reflection using Gibbs Reflective Cycle 

What is Gibbs?
Gibbs’ Reflective Cycle is a tool for learning from experiences by thinking systematically about them. It guides you through six steps description, feelings, evaluation, analysis, conclusion, and action plan to understand what happened and how to improve in the future. This helps turn experiences into practical learning.

Description
For my LCHS4009 Component 1 assessment, I delivered a presentation on communication skills within health and social care, focusing on the SBAR (Situation, Background, Assessment, Recommendation) model. The purpose of the presentation was to demonstrate how structured communication tools can enhance patient safety, improve collaborative teamwork, and reduce the likelihood of clinical errors. I included both theoretical discussion and practical examples to illustrate how SBAR can be applied in real healthcare scenarios. My slides were organised in a logical sequence, which supported the flow of information. Following the presentation, I received verbal feedback from my lecturer, who identified my use of the SBAR model as a key strength, highlighting my ability to link theory to practice. However, they also noted that my delivery lacked confidence, which impacted audience engagement.

Feelings
Prior to the presentation, I felt anxious but prepared due to the time spent researching and rehearsing the material. During the presentation, I experienced nervousness, particularly at the beginning, which affected my confidence and ability to maintain consistent eye contact. I was concerned about forgetting key information, which led to an increased reliance on my notes. Although I became slightly more comfortable as I progressed, I remained aware of my anxiety. After receiving feedback, I felt encouraged that my content knowledge was strong, but also disappointed that my lack of confidence affected my overall performance. This emotional response highlights the impact that self-confidence can have on communication effectiveness.

Evaluation
There were several positive aspects of my presentation. I demonstrated a clear understanding of the SBAR model and effectively applied it to a healthcare context. My lecturer recognised this, noting that it reflected structured thinking and a strong combination of theory and practice. Furthermore, my slides were clear, concise, and logically organised, which supported the audience’s understanding.
However, there were also notable weaknesses. My lecturer highlighted that my confidence during delivery was limited, which reduced audience engagement. I struggled to maintain eye contact and relied heavily on my notes, which negatively affected my non-verbal communication. Therefore, despite having strong content, the effectiveness of my delivery was reduced.

Analysis
The strengths of my presentation can be attributed to thorough preparation and a solid understanding of the SBAR framework. Structured communication tools such as SBAR are widely recognised for improving clarity and reducing errors in healthcare settings (Advancing Quality Alliance, 2023). This structure also supported my ability to present complex information in a clear and organised manner.
On the other hand, my lack of confidence may be linked to presentation anxiety and limited experience in public speaking. According to Gibbs (1988), reflection enables individuals to identify gaps between knowledge and performance. In this case, although I understood the content, I struggled to deliver it confidently. My reliance on notes suggests a lack of confidence in my ability to recall information, which affected my engagement with the audience. In healthcare practice, confident communication is essential for effective teamwork and patient safety, indicating that this is a critical area for development. This highlights a gap between my theoretical understanding and practical performance, demonstrating the importance of developing both knowledge and confidence in professional practice. Effective communication in healthcare is not only dependent on understanding frameworks such as SBAR but also on the ability to deliver information clearly and confidently, as this can directly impact patient safety and team effectiveness.

Conclusion
In conclusion, this experience has demonstrated that while I have strong theoretical knowledge of communication frameworks such as SBAR, I need to further develop my confidence and presentation skills. If I were to repeat the presentation, I would focus on improving my delivery by reducing my reliance on notes and increasing audience engagement. This reflection has emphasised that effective communication is not only about the accuracy of information but also about the confidence and clarity with which it is delivered.



Action Plan
To enhance my future performance, I will apply several strategies. Firstly, I will engage in regular practice, including rehearsing in front of peers to simulate real presentation conditions and build confidence. Secondly, I will reduce my reliance on notes by using brief prompts, enabling better eye contact and interaction with the audience. Thirdly, I will focus on improving my non-verbal communication skills, such as posture, gestures, and voice projection. Finally, I will continue to apply the SBAR model in role-play and clinical placement settings to strengthen both my communication skills and confidence in practice. These actions will support my development as an effective and confident healthcare communicator.
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