Nazreen Akhtar
2128933



Professional Development within Health and Social Care
Personal Development Portfolio

Task 1 - CV

Nazreen Akhtar
Birmingham
M: 07469208650 E: Naz.akhtar347@yahoo.com
PERSONAL PROFILE
First-year Health and Social Care student at the University of Wales, studying for a paid healthcare industry job during this academic year. Have successfully managed to balance my university course and my commitments to my children during my education, whilst now keeping on track with the university which outlines my sense of motivation, organisation skills and my capability of keeping a dedication for future success. Keen to develop a sense of knowledge in health and well-being as my long-term ambition of work within the health and social care industry.
EDUCATION 
                                   University of Wales Health and Social care Level 4         2022 – 2023 (present)
Modules include:
·        Digital Skills 
·     Academic Employability Skills 
·     Introduction to Health and Social Care
· Introduction to Public Health
· Professional Development within Health and Social Care
· Psychology in Health and Social Care
WORK EXPERIENCE
Pharmacist – Noor Chemist (2001-2002)                        
·       Responsible for all medication requirements 
·       Delivered medication
·       Re-arranged files and paperwork analysing data, organised historical folders
·       Assisted as a receptionist department by taking calls and developing communication skills
Caretaker– Penderel’s Trust (2000-2003)                        
· Taking care of disabled individuals 
· Cleaning and organising households. 
· Responsible for all activities needing to be done in the household.
VOLUNTARY WORK 
·       Assisted a primary school in school events
·       Assisted in developing and helping charities across Birmingham
ACHIEVEMENTS
·        Presented with a 100% attendance certificate at school
·         Completed the first year at the University of Wales 
·         Supported community services 
· Awarded Level 1 Mathematics OCR Certificate 
· Completed the Emergency First Aid at Work Course
· Domestic sexual violence and harassment training
ADDITIONAL SKILLS
·     Confident in taking care of children, handling any household problems 
·       Languages: English (fluent) Punjabi/Urdu (fluent)
.    Caretaker Skills 
.    Communication Skills 
.    Problem-Solving
.    Organisational Skills 
.    Time Management
.    Reliability
HOBBIES AND INTERESTS
· Cooking and baking new foods 
· Take part in the community activities 
· Photography and editing videos 
· Volunteering
· Arts and Craft
REFERENCES
Mrs E Finn
· Pastoral Manager
· Court Farm Primary School
· 07496685763


Task 2 - Cover Letter
    Nazreen Akhtar
Kelly Walters
Midlands Partnership NHS Foundation TrustErdington Birmingham
West Midlands 
B23 5RN

Hazel Trees Childrens Centre
Duke Street, Stoke-On-Trent
ST4 3NR 
Stafford’s Shire
Kelly.Walters@mpft.nhs.uk

Dear Kelly Walters,

I am writing to you regarding the job listing for the Family Support Worker at Hazels Trees Children Centre. As a student at the University of Wales with educational knowledge and experience in care work offering consistently high-quality compassionate care, I guarantee I will be a valuable asset to the team at Hazel Trees.
I have experience in support work as I have previously worked as a Caretaker at Penderel’s Trust. I have also provided volunteering work at primary schools which indicated I have experience in working with children. I have maintained communication and active listening skills with a high number of patents and respect. This indicates that I will be able to build good quality relationships with patients which will ensure good service and care provided.
Throughout my education course, I have developed an understanding of key skills needed to be a professional in the health care department and have been educated in supporting patients both physically and mentally. The course has also increased my organisational and time management skills which suggests I can manage different situations under pressure.
During past experiences and job roles, I have dealt with all mediation requirements along with completing an emergent first aid at work course. Additionally, I have experience working with a diverse number of patients with different disabilities.
Overall, I am confident in my work ethic and pay attention to detail and efficiency, this will make me an exceptional addition to your team. I look to the opportunity to discuss the role and my qualifications.  I would greatly appreciate the opportunity to speak with you regarding the role.
Thank you for your consideration.
Sincerely
Nazreen Akhtar
Task 3 – SWOT Analysis and Personal Development Plan
A personal SWOT analysis is used to evaluate an individual’s career goals, it analysis the strengths, weaknesses, opportunities and threats. The strengths and weaknesses are the internal factors, and the external factors are the opportunities and threats. Carrying out a swot analysis is crucial when looking for a career direction. It can state an individual’s key skills and what they need to improve on (Nishadha, 2023).
Personal SWOT Analysis 
	STRENGTHS:
	WEAKNESSES:

	Active listening is one of my strengths as an individual, this suggests I can listen and respond to people effectively. This skill improves mutual understanding and can increase engagement for both me and others. Specifical this strength is important in health and social care as it will demonstrate interest and can enable trust which can deeper understanding of different situations and issues. This strength can also lead to clear communication and can build relationships between colleagues and patients.

Time management is another strength I obtain. This involves me having the ability to successfully set goals, organise and have good attendance. In particular, this can help me improve structure within a job role and make sure that objectives and goals get done on time. Maintaining good time management skills can increase productivity.

Communication skills are another strength, this is the ability to give and receive different kinds of feedback it also involves listening, empathising, observing, and speaking. Communication skills are important in a health and social care job role as it can be crucial to be able to communicate sensitive information to patients. Developing communication skills can also help avoid conflict and improve decision-making.
	Low self-esteem is one of the main weaknesses I have, this suggests I lack confidence in myself. I generally fair making mistakes or present myself to a large crowd. This can provoke negative feelings and can impact performance. Low self-esteem can potentially negatively impact my role in the health and social care department as it can lead to bad decision-making, unhealthy choices and avoidance of serious situations. Having confidence is important in health care as it can impact the patient's experience positively.

Lack of critical thinking is another weakness of mine; this suggests it can be difficult to understand different points of view meaning less open-minded. The importance of being a critical thinker and open-minded is that it can help put differences aside and can be corporate to progress. The negative aspect of not having this skill in healthcare is that it can affect my ability to problem-solve important situations with patients.

	OPPORTUNITIES:
	THREATS:

	A degree in health and social care can be a potential opportunity for me when applying for are in the industry as having an education is important before physically being in the environment. Having an education is giving me the ability to develop my skills and knowledge which can improve my performance in the role. This can also expand my choices in the department as health and social care is part of many different job roles.



	Lack of Experience is a threat I have as it suggests I don’t have much experience in the department of health and social care. Especially meaning a lack of knowledge, skills, and ability to build work relations. Experience is important as it can help me connect with people in the department and can prevent being trained constantly. Without experience learning, every aspect can be time-consuming and can prevent the chances of working to the best of my ability.




Personal Development Plan
A personal development plan is encouraged to review goals and achievements. It allows individuals to work out where they would like to be in the future by setting goals. PDP should be clear, realistic, and achievable. It can outline the values and strengths of individuals. A PDP can help people reflect on their learning achievements and their plan for their personal careers and educational development (NHS,2023).
	
Target
	How will I achieve this?
	Why will this target benefit me?
	What will change when I achieved this?
	When do I want to meet this target?

	
Short term – Complete Levels 4, 5 and 6 in the health and social care course. 

	This target will be achieved by passing all my modules and attending every lesson to ensure I intake all the required information needed. Additionally, I need to make sure I am constantly studying for exams and researching the information I need to write my assignments up to a high standard.
	Completing the course will not only increase my knowledge in the industry but will give me access to maintain a job in the department as having an education is a key aspect of applying for a job. 
	This will change my CV as it will confirm an education on my CV which will increase my chances of getting a job in the health and social department because having an education is crucial. It will also increase my performance in a role which will give me more confidence.
	I will complete all levels o the course by 2025.

	
Long-term – Achieve a full-time job in the social care department.


	I will achieve this target by completing my education journey and committing to the health and social care industry. I will also have to apply to multiple job roles to ensure I get experience before finding the exact job I will want to pursue long-term.
	Having a secure job will benefit me as it will allow me a steady income and will accomplish my aspiration of working and helping patients. It will also further my experience and can increase my chances of moving up in the department.
	This will change my view on life as working in the health and social care department can cause emotions to express openly as vulnerability is a key aspect of helping patients. This suggests that I will get more experience in different situations which will increase my skills and improve my performance in the future.
	I would like to achieve this target after my short-term target of completing the course. Specifically, by 2026










Task 4 – Personal Statement
The chosen job role I would like to pursue in the future is a Family Support Worker. This job has the role of supporting families with both long-term and short-term problems. A support worker constantly is taking care of people well beings in their daily lives. In particular, they focus their priorities on keeping individuals safe, helping them make the right decisions and ensuring they live up to their full potential. To become a family support worker I must complete a university course or some sort of education and adapt useful skills. I contain experience being a housewife throughout my adulthood and I have previously taken care of disabled children. This allows me to have some experience before going ahead and applying for the role. My overall aim is to work as a family support worker and help individuals in care, this will increase my experience and skills, and it will also produce a steady income which will help me support my own family.
Currently, I am in full-time education which will increase my knowledge in the department and will allow me to secure skills I will benefit from in the role. My education will continue till the year 2025 as I will be completing Levels 4, 5 and 6 this will further my education journey and will give me access to experience in volunteering which is essential in working in the health and social department. Specifically, the volunteer will take place as a carer or in a hospital this will increase my experience, not only can this develop working relationships but also increase my confidence. Completing all levels will include a diverse list of modules that will improve my educational knowledge, this is vital as it can support a positive impact on my decision-making as an employer.
Personal strengths are the desire to help people and contain a lot of patients. This is beneficial for the job role as it can increase my performance when helping others, being compassionate in a job will higher job satisfaction and reduce stress. Having the desire to help people, will promote engagement and dedication. Furthermore, the strength of having patients in health and social care will help me accept patients for who they are, and having patients will maintain control and authority during the role. Additionally, I also have the strength of being able to actively listen this is important for this job role as it can improve communication between me and the patient which can therefore develop relationships easily, having a good relationship with a patient can implement trust and comfortability. A professional skill I have is time management skills which are important as an employee because they can improve organisation in the workplace and performance overall. I also believe I maintain the professional skill of being respectful as I take people's problems and issues very seriously and respect people with disabilities and barriers. Treating patients with respect is important as an employer can make patients feel valued and helps build effective relationships between workers and patients. 









Task 5 – Reflection 
[image: Gibb's Reflective Cycle | Sarah Stewart's Eportfolio]Gibbs Reflective Cycle 
Gibbs Reflective Cycle was discovered by Graham Gibbs in 1988, it was developed to give structure to learning from experiences. It allows people to learn and plan from past experiences whether or not they are positive or negative. It includes 6 stages in the model which is a good way to work through experiences. Description of the feelings, Feelings and thoughts about the situation, Evaluation of good and bad of the experience, Analysis to make sense of the situation, Conclusion is what you learned from the experience and what you would do to improve, and Action Plan this is how you would deal with similar situations (The University of Edinburgh, 1970). (Stewart, 2015)

This reflection assessment is going to be based on the PowerPoint presentation I delivered on the key skills needed in health care. Specifically, I chose to speak about communication skills and their relevance in healthcare. Additionally, I analysed and explained the impact of this type of skill in healthcare. During the presentation experience, I prepared and studied before physically presenting which led to successful delivery and a good and detailed presentation.
This experience had me feeling excited by nervous to deliver the presentation, this was because I was thrilled to show my knowledge about how important communication skills are in the healthcare industry. On the other side, I was also nervous as lack confidence and felt a high amount of pressure as I wanted to make, I covered everything that was needed for this presentation.

During this experience, the positive aspects of this process were creating and designing the PowerPoint presentation. I successfully conducted the research needed for the presentation and was able to put it into the correct format which was both professional and creative. However, the more negative aspects that could be improved are answering questions at the end of presenting as I didn’t know how to strategically answer the given questions about the presentation. 

This presentation experience has made me learn the different presentation skills needed to deliver an outstanding presentation. Furthermore, I also learned that creating a presentation requires time and effort and the importance of re-evaluating my work to make sure everything is up to a high standard. The outcome I would change during this experience is being more prepared for the final questions, this would have allowed me to be more confident whilst answering questions about the presentation.

The action plan I would have for future situations is to be more prepared, this can be done by creating more notes and revising more. Preparation is important as it can boost confidence and self-esteem whilst presenting.
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