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Task 1
 Cv
                                                NEELAM ASHRAF
Personal Statement 
I am a hardworking, competent individual with excellent creative and practical skills, and can learn and implement new tasks quickly. I am able to follow instructions and procedures and work in a tidy manner. I am a caring, kind, and calm individual with the ability to communicate clearly, concisely, and with empathy, yet also le to command authority at the same time. I am available for work immediately and I am happy to undertake any further training required if necessary. I am looking for a suitable position with an ambitious and reputable employer.
Key skills
· Ability to follow instructions and work calmly and efficiently under pressure.
· Experience working with vulnerable adults.
· Languages spoken: English, Urdu and Punjabi
· Full UK driving license and insured car
· enhanced DBS check
· Manual handling
· Health and safety Trained
· First aid Trained
Work History
Care worker ,seva Care Birmingham
· Responsible for the provision of personal and basic healthcare clients, assisting them to gain confidence in the performance of their day-to-day self-care chores. 
· preparing food and also serving meals, drinks and refreshments.
· assisting clients with feeding, bathing, and dressing.
· Participating in appropriate training activities and courses
· Talking to clients and listening sympathetically to their problems.
· Making the best use of aids provided to help clients who have limited mobility, or physical learning difficulties.
· Helping to create a stimulating and homely environment.
· Making and changing beds and ensuring that rooms are clean and tidy.
· Use appropriate infection control procedures to maintain a clean and safe working area.
· Maintaining records of clients and their needs.
· Helping patients with their toileting needs, including continence promotion.

Charity shop assistant, Sense Charity- Shirly June 2018--------August 2018
· Actively greeting customers and maintaining a level of conversation during their store visit.
· Dealing with all customer complaints in a professional and courteous manner
· Maintaining superb visual standards within the store
· unpacking and checking deliveries and donations.
Homemaker, Neelam Ashraf Residence, England
· Cooking, cleaning, budgeting and maintaining the smooth running of the family home.
· planning and organising stimulation activities, appointments and assisting with homework
· Caring and assisting the development of my children
· Undertaking routine maintenance of house and equipment
· Remaining focused on the task in hand and dealing effectively with problems as they arise
Education & Training 
· University of Wales
May 2022 –Present
Health and social care Diploma
Adult education spark hill 2004 
· Level 3 Beauty Specialist 
· College beauty diploma
· Entry Level 3 ESOL English Language 
· Care work Education and training
Hobbies and interests
· I enjoy learning new things, cooking
· Traveling and experiencing new culture
References
Bilal ahmed
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Task2
Cover Latter

Dear Hiring Manager,
  I am excited to apply for senior support worker position at Alderwood NHS foundation trust. As a highly motivated and skilled care worker with health and social care certificate level 4 and a proven track record of providing high – quality patient care, I believe that I would be an excellent addition to your healthcare team.
   With two-year experience as a caregiver, I have gained valuable experience in assuring, planning, implementing, and evaluating patient care. I work collaboratively with interdisciplinary team members to provide comprehensive and compassionate care to reverse patients. Additionally, I am committed to ongoing learning and professional development and have a strong understanding of evidence- based practice and quality improvement initiatives. I have consistently provided high- quality care that has improved their quality of life.
  My skill in practice, communication, teamwork, time management, attention to detail,
 And adaptability align well with the requirements for Alderwood NHS Foundation trust. Furthermore, I am trained in providing personal care and emotional support to patients and their families.
                     As a care worker, I am reliable, responsible and organized person .i am progressive- minded who is able to work effectively in fast-paced environment. I am skilled managing multiple tasks. I will bring to your company what I have done for the improvement the other company.
    Thank you for considering my application. I look forward to the opportunity to discuss how my skills and experience can contribute to your healthcare team. please don't hesitate to contact me if you require any additional information. sincerely,
                       sincerely,
                    Neelam Ashraf










Task3

         Personal SWOT analysis
Swot analysis is a strategic method of assessing a business or an individual internal and external environment to identify its strengths, weakness, opportunities, threats (Benzaghta et al.,2019) .

	Strengths
	Weaknesses

	·  Strong communication skills: this is an important skill to have in any profession as it enables me to clearly convey ideas and thoughts to colleagues, client, and stake holders (Abbott,2021).
· Ability to work well in a team: collaboration is often essential in the workplace, and being able to work effectively with others can lead to better outcomes.
· Attention to detail: this skill can help me catch errors and ensure that tasks are completed accurately.
· Quick learner: through these skills, I can pick up new skills and knowledge quickly, which can be an asset in a fast-paced work environment.
· Proactive and self- motivated: these qualities can help me take the initiative and tackle task without needing constant direction.
 
 
 
	·  I need to gain experience in certain areas to improve my ability to take on certain tasks or objects.
· Tendency to overthink and become indecisive: while careful consideration can be good, it can also lead to delays or missed opportunities.
· Need to improve time management skills: Poor time management can lead to missed deadlines and decrease productivity. (Waizbard-Bartov et al.,2019).
· Limited knowledge in some areas of the industry: this can limit my ability to contribute to certain projects or discussions.

	Opportunities
	Threats

	·  Attend industry events and seminars to expand my knowledge and network: this can help me stay up to date with industry trends and make valuable Connections.
· Seek out Mentor ship and guidance from experienced professional's:
· Learning from someone with more experience can help me to develop new skills and knowledge.
· (Akbaralievna , 2021).
· Pursue further education or certifications: this can demonstrate my commitment to my profession an increase my qualifications.
· Volunteer Ford projects and initiatives two gain more experience; this can help me again new skills and knowledge while also building my network.

	· Competition from other qualified professionals can make it more difficult to secure job opportunities or advance in my career.
· Changes in industry regulations and standards: keeping up with changes in regulations and standard can require additional effort and resources.
· Economic downturns affecting job opportunities can make finding or keeping a job harder (Mele et al.,2022)
· Technology advancements lead to changes in the industry: new technologies can' disrupt traditional ways of doing work and require new skills and knowledge.






Personal Development Plan
 
	 
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 by?

	 
 Attend a leadership training programme to develop management skills
 
	 Research and identify relevant training programs and seek approval and funding from the employer. also, by attending training and activity participate
	 It developed management skills which will improve my career prospects. furthermore, enhanced my ability to lead and manage teams affectively and increased my confidence and self-awareness.
	 Improved ability to lead and manage teams also increase opportunity for career Advancement And increases
Autonomy and responsibility.
	 Within the next year

	 
 Improve time management skills to increase productivity and efficiency who will I achieve this?
 
 
	 By setting specific daily and weekly goals to prioritise tasks. Furthermore, use tools such as calendars and a To Do List to stay organised. Eliminate distractions during work hours.
	 Improved time management will increase productivity and efficiency, additionally, better organization will reduce Stress and increase job satisfaction, also my ability to meet deadlines and deliver quality work.
	 Ability to complete tasks more quickly and effectively moreover, increase the capacity to take on more projects and responsibilities allotted more time for personal and professional development.
	 Within the next six months







Task 4
Personal statement
    As a dedicated and passionate healthcare professional, I am excited to apply for the role of senior care worker with a strong educational background and extensive experience in patient care, I am confident in my ability to provide high quality care and make a valuable contribution to your healthcare team.
            I earned my health and social care diploma level 4 from university of Wales Trinity Saint David, which provided me with an excellent foundation in 

Task 4
Personal Statement
      As a dedicated and passionate healthcare professional, I am excited to apply for the role of senior care worker with a strong educational background and extensive experience in patient care, I am confident in my ability to provide high quality care and make a valuable contribution to your healthcare team.
            I earned my health and social care diploma level 4 from university of Wales Trinity Saint David, which provided me with an excellent   foundation in nursing theory and clinical practice. Throughout my educational journey, I was highly motivated to achieve academic excellence and clinical competency, which led to me receiving numerous honours for outstanding performance (May et al., 2022). My excellent communication skills are a main thing in healthcare industries (Ferrel and Ryan,2020). 
Since my graduation, I have been working as a care worker, where I have continually developed my skills in patient assessment, care planning implementation, and evaluation. During my time there, I have worked with patients with varying backgrounds and conditions, including those with acute and chronic illnesses. As a part of an interdisciplinary team, I have collaborated with other healthcare professionals to deliver holistic and patient-centred care. My aim has always been to ensure the best possible outcomes for my patients and to provide them with the highest standard of care.
My personal strengths include strong communication skills, a detail-oriented approach, and a dedication to lifelong learning. I am an effective communicator, able to establish rapport with patients and colleagues and explain complex medical information in a clear and concise manner. I am also highly detail-oriented, with a strong focus on accuracy and attention to detail. Finally, I am committed to ongoing learning and professional development and actively seek opportunities to expand my knowledge and skills.
My professional skills include clinical competence, critical thinking, teamwork, time management, and adaptability. I have demonstrated clinical competence in a variety of settings, using evidence-based practice to guide my (Caring) nursing interventions (Lotfiet al., 2019). I am also a critical thinker, able to analyse complex situations and make informed decisions. Furthermore, I work well in a team, collaborating with colleagues to achieve common goals. I am also able to manage my time effectively, prioritising tasks to ensure that I meet deadlines and achieve goals. Finally, I am adaptable and able to remain calm and focused in fast-paced and dynamic environments.
My education, personal strengths, and professional skills make me an excellent candidate for the role of senior support worker Healthcare NHS Foundation Trust. I am excited about the opportunity to contribute to your healthcare team and positively impact your patients' lives. Thank you for considering my application, and I look forward to discussing my qualifications with you in more detail.
Task 5
Presentation Assessment Reflection
The presentation assessment was an eye-opening experience for me. While I was confident about my preparation and knowledge, I realised some areas needed improvement. During the presentation, I felt nervous and struggled to maintain eye contact with the lecturer. I also spoke too quickly, making it difficult for some listeners to follow my points. However, I found the verbal feedback from my lecturer to be constructive and helpful. Their comments highlighted my strengths, such as my clear articulation of the topic and the organisation of my presentation. They also gave me feedback on areas that needed improvement, such as my pacing and the need to use visual aids to engage the audience better.
After reflecting on the assessment and the feedback, I need to work on my confidence and public speaking skills. I plan to practice my presentation skills by rehearsing my presentations multiple times and seeking feedback from my peers and mentors. I also plan to maintain eye contact with the lecturer and use pauses to slow down my pace and allow the audience to process my information. Additionally, I will work on incorporating visual aids into my presentations, such as slides or diagrams, on helping illustrate my points and keep the audience engaged. I also plan to attend public speaking workshops and seminars to improve my skills further.
Hence, the presentation assessment provided me with valuable feedback on my strengths and weaknesses as a presenter. While I felt nervous and struggled during the presentation, I have identified areas for improvement and have the plan to address these issues. With continued practice and improvement, I am confident that I can become a more effective and confident presenter in the future.
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