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Introduction:
This personal development portfolio presents my Personal Action Plan identifying the key skills required for the job of community development worker, which I want to apply. It will explain key skills required for this job and how I meet the required skills, my current skills gap, and the steps I will take to address them. It will also discuss three questions that can be asked for the job interview I want to apply and how I will respond. This report will focus on one (key skill communication) needs for a job in health and social care. Moreover, it will also discuss a critical reflection using ERA model on my component one SWOT analysis presentation. This reflection will explore my thoughts, feelings, performance, and areas of improvement including lecturer’s feedback.
Task 1 Personal Development Plan
Job role:
Applying for a job as a community development worker requires certain skills. They play an important role in helping individuals’ families or whole communities to bring about social change and improve their quality of life in their local area. They function as a link between community and local authorities, police, social workers, and teachers. According to National Careers Service (2025) to become a Community Development Worker, following skills are crucial. 
· Communication Skills
· Knowledge of psychology 
· Counselling skills
· Sensitivity and understanding
· Ability to work well with others.
· Leadership skills
· Ability to accept criticism. 
· And work well under pressure.
· English language
· IT Skills
Communication Skills: Effective communication is vital for community development workers. They must convey information clearly and empathically to clients when collaborating with colleagues. Strong communication skills ensure that everyone understands expectations and outcomes whether verbal or in writing. 
Knowledge of psychology: Understanding basic psychological principles helps in recognizing behavior patterns. Offering emotional support and responding to people with different needs. 
Counselling skills: Community development workers must listen carefully, showing empathy because empathy is the ability to understand and share the feelings of others. They should support people without judgement and create a safe and open environment for discussion. 
Sensitivity and understanding: It is the ability to understand others’ feelings, struggles and needs. Community development workers often involve working with different backgrounds and cultures. 
Teamwork: Is a skill that focuses and contributes to team goals not an individual. First, it is a range of abilities that help you co-operate with others in different situations, meetings, and projects in an organized manner. 
Leadership skills: According to BVSC (2021), community development workers perform different roles including guide, facilitator, and expert. They enable individuals and whole communities to bring about change to improve their quality of life. 
Adaptability and Resilience: Community development workers are often involved in changing circumstances. They may encounter crisis, involving client needs or unexpected setbacks. Adaptability allows them to respond effectively to such changes. While resilience ensures they can manage stress and remain focused on developing quality support without burnout. 
Knowledge of English: Clear spoken and written English is needed for communicating with community members, drafting reports, and filling in documentations. 
IT Skills: This role often involves using emails, MS Office, database, social media, and online platforms for conveying and record-keeping. 
How I meet these skills: I have developed strong communication skills through group presentations and academic course work. I can interact with diverse individuals and adapt my communication style depending on the situation. I have teamwork skills too because in group assignments and activities during lecture. I contributed ideas, supported peers, and helped resolve disagreements to reach shared goals. I am fluent in English language and have a good command. This skill is vital for a community development worker to communicate effectively in writing, speaking, and listening. I have the skill of adaptability and resilience. When I had to submit my assignments in the last semester, I faced unexpected changes in my circumstances. Still, I recognize my tasks, learned how to manage them and meet my goals successfully. 














Personal Development Plan Template
	Goals
	Actions to complete achieving the goal
	Support/resources needed
	Review date

	IT Skills
	Learn data analysis, online research, presentation tools; practice using software
	Software: MS Office, Excel, online tutorials, or LinkedIn Learning
	3-6 Months

	Counselling Skills
	Practice reflective listening with peers or in role-plays; record and review sessions
	Books, Online Videos on active listening, counselling workshops
	6-9 Months

	Building Confidence
	Join community presentation workshops. Practice speaking in class. 
	Books written on confidence talk. Journaling & self-reflection exercises 

	6-9 Months

	Knowledge of Psychology
	Study mental health conditions, symptoms, and interventions.


	Research Articles. Case studies in textbooks. Workshops and seminars. 

	Ongoing 











Three possible interview questions 
Question 1: “Why do you want to work as a Community Development Worker?”
Response: I am enthusiastic about helping communities. I believe that everyone should have access to opportunities and a voice in shaping their community. My voluntary experiences have shown me how empowering people can lead to positive change.
Question 2: “How would you manage a situation where two community members disagree about a project?”
Response: I would listen to both sides calmy and ensure that everyone feels heard I would try to find common ground and focus on the shared goal of improving the community. I would involve a senior colleague to find a fair resolution. 
Question 3: “How would you build trust and relationships with community members from diverse backgrounds?” 
Response: Trust starts with respect and active listening. I would take time to understand people’s cultures, values, and concerns before making any decisions. I will create strong relationships based on mutual trust. 
















Task two
Academic Report on Key Skill Communication
Introduction
Effective communication places a vital role in sustaining healthy relationships and promoting overall well-being. Effective communication provides emotional support by allowing individuals to express their feelings and experience to others, leading to a sense of validation, and understanding. It is one of the most essential skills required in health and social care practice. Without strong communication it becomes difficult to deliver high quality, person-centered care and promote safety. This report discusses why communication is a key skill in the sector, the different forms it takes and how It contributes to positive outcomes for service users and professional’s skills. It includes the ability to listen actively, express ideas clearly, interpret non-verbal cues and adapt messages according to the needs and abilities of individuals. 
Communication skills can be:
· Written skills
· Verbal Skills
· Non-verbal skills
· Listening skills
Written skills: Health and Social Care professionals must develop strong written communication skills. Thompson (2018) highlights that it is very important for accurate record keeping. It mainly contains vital information about patients’ needs, assessments, test results, care plans, handover sheets, and other records. 
Listening skills: This involves paying full attention, showing empathy, and responding appropriately to what the service user is saying. Active listening helps practitioners understand individuals’ preferences, concerns, and emotional states. 
Verbal skills: Verbal skills in communication refer to the ability to use spoken or written words clearly, accurately to convey information ideas and emotions. It is one of the core elements of effective communication, especially in health and social care. Using simple, non-technical language helps avoid confusion especially when speaking with individuals who may have cognitive impairments or limited health literacy (Bach and Grant, 2019). According to NHS England (2022), speaking slowly and clearly can help someone with dementia understand information more easily. 
Non-verbal skills: Also play a significant role in health and social care. Body language, eye contact, facial expressions, and gesture can influence how messages are interpreted. Nonverbal communication is especially crucial when collaborating with people who have limited verbal abilities such as those with dementia, learning disabilities or speech impairments. 

Communication Models:
The transmission model of communication. Shannon and Weaver (1949) first described this model. It explains as a one-way process. In this model a sender creates a message, sends it through a chosen channel, and receives the message. It focuses mainly on how clearly the message is sent and whether it reaches the receiver without interference. 
The Interaction Model of Communication. Schramm developed this model in 1954. It is a method that involves exchanging ideas, information, or messages consistently. According to Indeed (2025), interactive communication has many benefits. It helps people take part more actively, gives them time to think about their physical and psychological conditions. 
The transactional model of communication. Barnlund in 1970 developed this model. In this model, communication is seen as a two-way process where both people are active participants. Each person Is both a sender and receiver and they are constantly reacting to each other’s words, body language, and tone. There are some factors that prevent effective exchange of information between individuals. They are called barriers. There are common categories of barriers like physical barriers, emotional, organizational barriers, environmental barriers, sensory impairments, language barriers, and psychological barriers. 
Conclusion:
Overall, Effective communication is central to a professional practice within health and social care. It directly influences the quality of care, service users’ satisfaction, and overall health outcomes. Active listening, non-verbal communication, empathy, verbal clarity, accurate record-keeping, and cultural competence all contribute to safe, effective, and person-centered practice. Developing communication skills enhances professional relationships, supports individuals with conditions such as dementia, hearing, or visual difficulties, and ultimately leads to better care outcomes. 

Task 3: ERA Model Reflection
Critical reflection on Self Awareness presentation (ERA. Model). Reflective process is an essential part of professional development in many professions such as education and health care. According to health and care professions council (2024), reflection should focus on what is in your control, rather than replaying past mistakes. It should leave you feeling positive and hopeful rather than negative about your own abilities. 
Jones (2013) argues that reflection is very important because it supports the growth of individuals professionals and strengths and teamwork by encouraging continuous learning and improvements. It enhances the quality of practice and service delivery. It assures public that health and social care professionals are committed to developing their skills. 
ERA. Model was developed by Jasper in 2013 and is based around building understanding from experience. The ERA cycle is simple but yet reflective model. It begins with experience where an event is described in detail. Next is reflection where an individual analysis their thoughts, feelings, and reactions to the experience. Action is the process which helps one become a better learner by reflecting. 
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By using ERA. Model, I will explain critical reflection on my self-awareness presentation which will explore my thoughts, feelings, performance, and areas for improvement including lecturer’s feedback. 
Experience
Few weeks ago, I had a presentation about Self-awareness explaining the concepts of SWOT Analysis and how it can be applied for educational development. The presentation discussed four components of SWOT and provided examples of how individuals and organizations can use this tool for strategic planning. My lecturer was the audience, and I used the PowerPoint presentation to guide my explanation. I have felt confident in my understanding of the topic and prepared by researching examples and rehearsing the structure of my talk. However, I have felt nervous about explaining the concepts clearly and responding to questions. I have tried to remain calm and focused, maintaining eye contact. After presentation, I received verbal feedback from my lecturer that I communicated well and demonstrated good professionalism during my presentation. For future presentations, I aim to engage more actively with my audience. 
Reflection
Looking back, I can see that my performance balanced both strengths and weaknesses. I felt positive about the clarity of my visuals and the confidence in my voice especially at the beginning. However, I also recognized that my anxiety affected my pace; I spoke faster than planned, which may have limited the audience ability to observe the information. The lecturers’ feedback helped me realize that although my content was correct, my analysis needed deeper interpretation. Reflecting on this, I understand that I stayed too close to a descriptive approach because I was focused on delivering the material correctly rather than critically. Emotionally, I felt slightly disappointed with myself for not slowing down or expanding my analysis more confidently. At the same time, I felt encouraged by the positive aspects of my feedback.  
Action
To improve future presentations, I plan to use several strategies to improve engagement. First, I will incorporate more rehearsal techniques that focus on delivery rather than memorization. Practicing in front of audience or recording myself will help me observe my body language, eye contact, and vocal variation. This will allow me to become more aware of how I present myself rather than just what I say. Second, I will aim to communicate ideas instead of reciting information. I will involve more conservational language posing and allowing myself to be less dependent on slides. Overall, SWOT presentation was a meaningful learning experience that highlighted my strengths while uncovering key areas for growth. Now I can feel to improve my confidence, critical depth, and delivery in future academic presentations. 
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