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portfolio:


A portfolio is a purposeful, curated collection of work or assets that represents
an individual's skills, achievements, and development. A term originally referred to a physical case for carrying papers; its meaning has expanded to describe a structured selection of materials that communicate identity and capability. In an academic context, a portfolio demonstrates learning progression, containing evidence such as essays, projects, and reflections that reveal how knowledge and skills evolve. In finance, the term portfolio refers
to a strategic arrangement of investments. All portfolios share core characteristics: functions as both a mirror of current ability and a map of future potential, expressing identity through carefully chosen evidence.
Below are my CV and support cover note, along with a job description for my chosen role in health and social care. Looking into my strengths and weaknesses. My plan for future success. To reach my goal. My PDP and module helped and guided me to improve.
An individual's skills, achievements, and development. A term originally referred to a physical case for carrying papers; its meaning has expanded to describe a structured selection of materials that communicate identity and capability. In an academic context, a portfolio demonstrates learning progression, containing evidence such as essays, projects, and reflections that reveal how knowledge and skills evolve. In finance, the term portfolio refers
to a strategic arrangement of investments. All portfolios share core characteristics: functions as both a mirror of current ability and a map of future potential, expressing identity through carefully chosen evidence.






                      	                                                                                                                                                        
1. CV and cover Support letter
 Health, Care & Team Management






Sofia Sethi

Yasminkhan630@gmail.com. Mobile contact number: 07984624777
	 Personal profile: 




	
	



Dynamic and adaptable professional with strong experience across operations in healthcare.
Support and social care environments. Skilled in training staff in personal safety, food safety and daily operations standards while motivating teams through busy shifts. Confident supporting service while motivating teams through busy shifts. Confident supporting service users on care plans, safeguarding needs, and day-to-day wellbeing. Brings a calm, reliable presence with sharp risk awareness and a solid background in health & safety compliance. Open to change, quick to learn and committed to delivering safe, high-quality support in fast-moving settings.   



Education
Academic:5GCSEs
Equivalent to A-level maths, English, Double Science, and Art.
Health & Social care: Level 1/4.
Professional development:
First Aid Emergency Response to Health, Safety, and the workplace. Fire
Safety qualifications: SIA Training – Door Supervisor License & legal powers.
	Professional experience 


. 	
	· St David's University of Wales, West 
· Ferry, E14 London, United Kingdom.
	        
	
	
	


Health & Social Care, studying level 1-4                                                  Year 2025/2026
Online class study.
Assignments on important care role positions and research.
Managed team tasks, supported colleagues, and ensured smooth Voluntary shift performance.
· Caring for my niece in the past as a care assistant and following up care plans.
· Boosted my confidence by working in a team and independently. On a person-centred, consistent approach to prepare for shifts, notes of communication and Transferable skills.
· Learned how to do presentations, improve communication, and use a person-centred approach. Worked on time management and organisational skills, looking at important roles within the sector and finding the best ways to improve to reach our desired goals. Working beside people who already have a professional career in that field and following what is best at that moment to improve. Reading and researching, and voluntary work if required to improve.

	Company Pret a manager.
	YEAR  2008/2016
 


       Pret as a trainee staff member to management.
· Delivered fast and friendly service in a high-pressure environment.
· Trained staff on food safety, hygiene, and correct procedures, improving compliance.
· Ran front and back of house shifts, keeping service smooth and organised.
· Supported kitchen operations with food prep, stock rotation, and cleaning standards.
· Handled cash flow, tills, card payments, and End‑of‑day reconciliation accurately.
· Maintained high health & safety standards, identified risks, and prevented incidents.
· Acted as a role model, promoting professionalism, teamwork, and positive behaviours.
· Improved team performance through clear communication and strong work ethic.
· Adapted quickly to pressure, showing reliability; I personally achieved increased customer satisfaction through initiative and problem-solving.
Consistent high-quality service and positive interactions. The outcome of team performance is achieved by providing clear guidance and safety training. By acting as a role model, I improved and strengthened team morale and positive work ethic. The result of identifying problems earlier helped me with smoother operations and resolving them quickly. Helped reduce waste and maintain stock through proper rotation and monitoring.
Company and location: London, United Kingdom.
Role:                    
                                                                                                                                                         
Security Officer, Amulet. Birmingham.                                              Year 2022/2023
· Conflict Resolution
· Incident Response
· CCTV & Access Control
· Risk Assessment
· Customer Service
· Emergency Procedures
· Team Leadership
· Report Writing
· Health & Safety Compliant
While on duty, reduced incidents by enforcing consistent safety checks and proactive risk prevention. It also improved team performance through clear guidance, training, and following amazing team leaders in the past. Whilst working, it increased public confidence in delivering respectable and reliable security support. In a team, we strengthened site safety by identifying early threats and responding. Safer working conditions by reinforcing compliance and correcting unsafe behaviours. With a positive workplace culture through professional conduct and teamwork.          
Basic training 

For future similar front of house roles.
Improved front- desk efficiency through consistent, organised routines. Clear communication.
Enhanced visitor experience with a friendly professional reception presence.
Managed mail orders, deliveries, mail distribution, and courier collections efficiently. 
I opened and closed the office securely, ensuring all systems, lights and equipment were correctly set. Managed front–desk operations, greeting visitors and providing a professional first point of Contact. By following up on administration, dates of entrance, scheduling, and record updates. Provided general support to the team, demonstrating reliability, professionalism, and strong organisation. 
 
Projects extracurricular

Lately, I have learned to work in a team and independently. I am continuing to learn. How not to give up easily, find the best solution and the best way forward for myself with patients and improving. Goal: get better results each time. Looking forward to all my presentation tasks and assignments. Tried focusing on achieving more. Learning on websites, proofreading, and previewing my work with the team for feedback, when possible, at work and away from work.
Looking for volunteering in community care/ charity events to get myself noticed out there more in public and build more confidence.
First Aid and CPR training. Certificate achieved.
Sports/fitness demonstrate teamwork, discipline, and resilience.
Helping others, learning more leadership and support skills.
Attending classes and workshops (mental health, Safeguarding, dementia awareness) - continue learning.
Reading more on care plans and home visits when working together with partner.
Infection control and hygiene

 Respect for dignity, independence, and cultural needs.

Enjoyed Team presentations, which helped build confidence and find ways how to help the public and community.

Skills

Good verbal communication, written and spoken; good at note-taking, reliable, punctual.  Good understanding of individuals from different cultures and backgrounds gained over past training experience. Improved on a person-centred approach. Time management and staying consistent and more organised, ready for a day's work.

Languages: Fluent English, basic Punjabi and understanding of Urdu, reading and spoken.
Hobbies and interests: and further goals and achievements. Reliable.
Enjoying and doing my best for my health, controlling stress, exercise, Daily walks and staying active. Enjoy watching movies with company. Good friends and communication; love to read and stay busy in small tasks and research to learn more ways to improve myself, my health and the public and community. Travel needs to improve this year with time management and a balanced working future.





References

References for emergency contact. Upon request.











































Cover letter to support.
                                                           

Dear Hiring Manager,
I am writing to express my interest in the care role within the NHS. I am a dedicated, professional, and compassionate individual with a strong commitment to delivering safe, person‑centred care. Throughout my previous roles, I have consistently demonstrated reliability, respect, and a genuine desire to support others, qualities that I believe align closely with the values of the NHS.
I take pride in maintaining excellent standards of time‑keeping, accurate note‑taking, and clear communication, all of which contribute to effective teamwork and continuity of care. I am known for my calm and reassuring manner, particularly when supporting individuals who may feel anxious, distressed, or vulnerable. My ability to listen attentively, remain patient, and communicate politely has helped me build trust with both patients and colleagues in past positions.
My previous experience working with diverse groups of people has strengthened my understanding of dignity, respect, and equality in care. I have supported individuals with varying needs, always ensuring that their preferences, independence, and well-being remain at the centre of my approach. These experiences have reinforced my belief in the importance of compassionate care and have motivated me to continue developing within the health and social care sector.
I value this profession deeply because it allows me to make a meaningful difference in someone’s daily life. Whether through providing reassurance, assisting with routines, or simply being a supportive presence, I take pride in contributing to a safe, respectful, and positive environment for those in my care. I am committed to upholding the high standards expected within the NHS and would welcome the opportunity to bring my skills, professionalism, and positive attitude to your team.
Thank you for considering my application. I would be pleased to discuss how my experience and values align with your service's needs.
Yours faithfully,
Sofia Sethi.
Task 2.
My chosen career role in social care, and how I can bring value to an employer.
My career in caring roles in health and social care. I will start by finding an active job app search for early start care assistant roles, reading the job description and skills required for the role, making notes, checking the expiry/end date for applying and not forgetting that the travelling distance is not too far, as it could be an early or late start. The availability of days I can work during the week. To have an active email and contact number and references if asked. Before I apply with my CV or support letter, most important to read what they require and match the skills and experiences and further education if needed later once taking the position.
An example of a chosen role from a job app:

Caring role and nursing roles.

Nursing and care assistant roles are central to delivering high-quality support for elderly individuals and those living with long-term conditions. Nurses provide clinical leadership, assessment, and evidence-based interventions, while care assistants deliver essential hands-on support that promotes dignity, independence, and wellbeing. Together, these roles form an integrated workforce that underpins safe and compassionate care in residential, community and home-care environments. Example of what the job involves:
· Personal care (washing, dressing, toileting)
· Mobility and falls prevention
· Meal preparation and nutrition support
· Social interaction and emotional reassurance
· Observing and reporting changes in health or behaviour:
An example of what the role involves and skills required. How I can bring value: good communication and a person-centred approach, Strong Assessment skills, teamwork, safeguarding awareness, problem-solving and the ability to stay calm under pressure. Background in security and customer service demonstrates strong situational awareness and risk management, communication, and the ability to remain composed in challenging situations. Skills that transfer directly into safeguarding, observing changes in health, and supporting vulnerable individuals.
Task 3: An example of my SWOT Analysis.

    STRENGTHS: Always willing to help others. Good clear communication.
                                     Empathy, patience. Understanding personnel-centred 
                                     approach.    
                                                                                                                                                                     
    Weaknesses:  Working on time management, Digital skills, Limited clinical 
                                         Experience, Shadowing and learning.
    Opportunities: Finding time to mix with people who can offer me the right support                                                                 
                                        Shadowing senior staff, looking for ways to improve my career.
    Threats:          Last-minute rush. Staying calm under pressure, Transport, travel.                              
                                         Emotional burnout. Managing workload.                                                 
                                                                                                                                                                                                 PERSONAL DEVELOPMENT PLAN

	
 NAME

	                                                                     
Sofia Sethi
	Target Job/career
Example: Care assistant
	
Social care sector


Skills I need for my target job
	What skills do I need?
1.
For my chosen job role, I need etc. 
Good clear verbal communication skills, Empathy

	How will I get them?

If the skills match, look at what else is required for the role.

	Resources or support needed to gain these skills

For further classes I can join to educate myself and earn a certificate.
	Barriers to achieving/developing these skills

Lack of support and negative thoughts can be obstacles.
	Target timeline for gaining these skills (how much time is needed to reach this goal?)
Making a plan.

	2. 
Good partnership to share workload and collaborate by staying calm and understanding. Reliable, builds trust with patients or families.








	Match and compare existing skills with honesty. Willing to learn short- or long-term.
Uniform or formal comfortable dress code.
	
Classes to improve health and build confidence in myself. Talk to the community or people already involved.
	
Fear of failure, Flexibility, quick decision-making, self-awareness Practice, 
Fear of repeating mistakes. Lack of support.
	Quick, fast results or time with more positive and lots more passion for work and effort.














Task 4
 
My Gibbs cycle module plan has 3 steps to help prepare the critical reflection module.

In-class presentations.

To help me plan, I asked myself why it happened, what I could have done better, and how I personally can do better next time when presenting in class for presentation. My plan below.
Why was I nervous or felt rushed? Or I could have had notes and done bullet points to describe quick results the way I wanted to. Asking myself why it happened in that why, and how it could be better next time. Last one to present on that day, as I felt more ready in the morning. Keeping it short and easy to explain. More practice time at home could have helped.
      
Description

                                      
                                     A Short presentation: Did not go      Action plan

                                    Smoothly as I expected.
                  Feelings


 Action plan                                                             
Will rehearse several times, use                            I felt confident about the topic.
my bullet notes.                                                       Felt a little frustrated due to slight  conclusion

                                                                                   Rush; focus on pace and bullets.
      
  Gibb’s cycle 

     

                                                            points.
Strong delivery isEvaluation


 important as                                  
Strong content,                                                          Intro went well, keep maintaining eye
 Manage time better                                                 Contact, explain weakness threats
Rushed end.                                                            Clearly.
                                                           
                                       Analysis


                                    Limited rehearsal meant more time for practice 
                                    To feel confident even if I feel I missed something, just
Results                                               Continued.


I became more confident, organised, and self‑aware. I learned how to manage pressure, communicate effectively, and support people with a calm, person‑centred approach. I now have clearer goals, stronger motivation, and a better understanding of how to reach them.
In the future, I see myself improving at presentations and reaching for my desired goal of
Caring and helping others. Hopefully in the same place I work and manage to progress there. Help and support my family and friends who have been there for me to reach my goal.
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