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Task:
Students will produce a 4,000 portfolio of evidence which demonstrates an understanding of the skills and knowledge which contribute toward working effectively, their readiness for employment, an understanding of personal strengths and areas for further development, as well as establishing their employment goals and develop a personal action plan/development plan.
Introduction
My essay is mainly focused on my ability to successfully apply for various positions within the Health and Social care sector.  I have had experiences in various industries which has given me skills I can transfer to many roles within Health and Social care.  
Academically, I have achieved many competencies which I will discuss in this paper.  With my experience in retail, transport and public sector, I have been able to identify ways to fill the missing pegs to help complete the puzzle towards a successful career.
Friends and family have also given me some knowledge they have acquired in the health and social care industry.  In order to help me successfully complete this assignment I ask them questions related to the brief to assist my insight for this project. 
Various research methods such as books recommended for this module include “Cottrell, S. (2010) Skills for Success: The Personal Development Planning Handbook (2nd edition). Hampshire: Palgrave MacMillan and Maund, A. Schriek, M. and Tinkler, P. (2017). Certificate in Higher Education: Skills for the Workplace Student Yearbook. Sage Publications”. 
Tuition at university where I had the opportunity to discuss learnings with other colleagues as well as gain academic knowledge from the tutor has improved my career prospects.  In class, we were given exercises to complete individually and did group work which gave me good insight into teamwork.  Prominent and reputable websites such as “National Careers Service (2012) Preparing for an interview. [online] Available at: https://nationalcareersservice.direct.gov.uk/advice/getajob/intervi ews/Pages/default.asp and Prospects. (2016) Career advice [online] Available at https://www.prospects.ac.uk”, gave me the tools and assistance to write this essay.
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Self –evaluation
According to (Mindtools.com, 2019), “SWOT Analysis is a useful technique for understanding your Strengths and Weaknesses, and for identifying both the Opportunities open to you and the Threats you face. I therefore used the website to help guide me create my own SWOT analysis in order to evaluate myself.  
Below were the guidelines. 
Strengths
· What advantages do you have that others don't have (for example, skills, certifications, education, or connections)?
· What do you do better than anyone else?
· What personal resources can you access?
· What do other people (and your boss, in particular) see as your strengths?
· Which of your achievements are you most proud of?
· What values do you believe in that others fail to exhibit?
· Are you part of a network that no one else is involved in? If so, what connections do you have with influential people?
Weakness
· What tasks do you usually avoid because you don't feel confident doing them?
· What will the people around you see as your weaknesses?
· Are you completely confident in your education and skills training? If not, where are you weakest?
· What are your negative work habits (for example, are you often late, are you disorganised, do you have a short temper, or are you poor at handling stress)?
· Do you have personality traits that hold you back in your field? For instance, if you have to conduct meetings on a regular basis, a fear of public speaking would be a major weakness.
Opportunity
· What new technology can help you? Or can you get help from others or from people via the internet?
· Is your industry growing? If so, how can you take advantage of the current market?
· Do you have a network of strategic contacts to help you, or offer good advice?
· What trends (management or otherwise) do you see in your company, and how can you take advantage of them?
· Are any of your competitors failing to do something important? If so, can you take advantage of their mistakes?
· Is there a need in your company or industry that no one is filling?
· Do your customers or vendors complain about something in your company? If so, could you create an opportunity by offering a solution?

Threats
· What obstacles do you currently face at work?
· Are any of your colleagues competing with you for projects or roles?
· Is your job (or the demand for the things you do) changing?
· Does changing technology threaten your position?
· Could any of your weaknesses lead to threats?”

This guide then enabled me to reflect and create my personal SWOT Analysis below.  This self-evaluation is to assist me to prepare me both professionally and academically for a career in the Health and Social Care industry.  Building on my strengths and the opportunities available to me and developing on weaknesses will fill the gaps in my professional career.  Acknowledging negative and constructive feedback is as important as the positive once as it enables you to work on your weaknesses and find a way to turn them into opportunities to gain more strengths.  Threats are mostly non-avoidable but once i can identify them, I can then avoid them or eliminate them in my decision making both in social and professional life.  

SWOT Analysis

	STRENGTHS

· Determination and the ambition to succeed.  This has led me to enjoy employment and gained experience in various industries.  I rather enjoyed working in the police service as a volunteer constable for 3 years.  I also worked as a bus driver in London for 4 years.  This was my ambition to learn how to interact with the public, helping venerable people, the importance of health and safety and offering good customer service.

· Time management can be challenging to many people.  I have gained this as a strength through my experience in previous job roles that require this skill.  This skill has made a massive impact as I study at the university, part-time work and as a parent.  With my digital skills I use the calendar and reminder features from my smart phone and computer to monitor to-do-lists.  This helps organise me to meet deadlines.  I also use a diary to record daily activities.

· Prioritisation as a strength enables me to identify what is urgent from important tasks.  As this skill is important in Health and Social Care, I often apply my knowledge by using various tools. Creating a To-Do-Lists and Next steps has been helpful.

· Delegation as a strength is useful to reduce workload.  This allows for me to concentrate on more urgent tasks.  I delegate both at home and at work to meet deadlines and complete tasks more efficiently.  This skill allows me to choose the right person competent enough to complete important tasks.  I also use delegation to empower, make others inclusive and develop them. 

· Good communication skills have become credible to me due to my experience.  From giving constructive feedback, giving instruction, advising my children and many more.  I have used this strength in both family and professional life. 


· Transferable skills from Retail, Police and the Transport industry.  In Retail I gained proving good customer service and exceeding customer expectations when faced with problem solving.  My experience working with the metropolitan Police gave me confidence to deal with criminal activities.  I was also able to gain strengths in dealing with venerable people.  The skills I acquire meant I can protect the public and myself during conflict.  As a bus driver in London I have the knowledge of carrying passengers on a bus and adhering to rules and regulation for their safety.  Dealing tourist, customer service has also been derived from this profession.

· Being approachable has always been my strength as I operate in an “open door policy”.  I have had the opportunity to work with managers, teachers and mentors who operate this way.  This belief and strength I abducted remains credible in both social and professional career. 

· Good leadership qualities are required in both social and professional roles.  Socially, as a parent, I possess elements to gain respect and authority to lead effectively.  The good leadership skills I have means friends and family trust my judgment and always look up to me.  In my professional capacity I set good examples for others to emulate.  This has gained me many recognitions in commendations and awards. 
	WEAKNESSES

· Long Term planning is a task I try to avoid.  I tend to derail from my plans due to unforeseen circumstances.

· The lack of being organised is a weakness. As I pursue multiple activities in my current role as parent, student and profession.  Satisfying the three, occasionally I have had difficulties as I have encountered many shortfalls such as leaving things to the last minute and struggling to complete them.

· Criticising others is a weakness I have especially during a one on one meeting.  I often find it difficult to control my emotions even though I have learnt to be constructive.

· Dealing with change can affect my confidence level.  A change in job role affects my confidence initially, this is also due to the high expectation I place on myself to succeed.  Working with a new team has also proven to be a weakness initially but I tend to grow out of it.




	
OPPORTUNITIES

· To study further academically and explore my talent for a dream career.  I have decided to study level 5 and 6 in Health and Social care. I will then re-evaluate my academic knowledge and further studies will be considered.

· I plan to travel abroad and engage with other cultures, this to explore their quality of life and utilise it to enhance my professional career.  My home country Ghana has various challenges in healthcare.  My aim is to explore their short comings discuss with recommendations I have obtained from work experience and academic studies.  This will help with my professional attitude to engage people in the healthcare industry.

· I can gain employment or volunteer in the health and social care industry for experience.  Applications through local agencies has given me knowledge in job descriptions and qualifications required for roles.  After uploading my CV and Cover letter to www.reed.co.uk, I received recommendations on various roles that suite my experience in the NHS.

· Research using government websites and literature to gain further knowledge in Health and Social care.  Secondary Data I collected has given me good information on retention for some job roles.

· University has given me the opportunity to make friends.  I am in constant contact with them and share ideas in the search for a career in Health and Social care.  Networking has therefore helped me to gain a broad knowledge in job opportunities.
	
THREATS
· Political and Economic influence has been of great concern in recent times in the UK.  The “BREXIT” agenda has many uncertainties in the job industry.  The threat of losing foreign workers from other European countries can reduce staff numbers and increase the workload on British citizens and residents.  As negotiations are pending the fear of factors that can affect working in countries within the European Union without restrictions are of great concern.

· Competing with colleagues with higher academic qualification is a constant threat even with my experience.  While some employers prefer experience, academic achievements in some cases are considered more credible during recruitment.

· Personal circumstances such relocation for such as the rise in the cost of living may require relocating.  The impact of changing jobs, school for your children can be a challenge and can have an impact on both social and professional career.

· Discrimination against people such as their ethnic or racial background, religion, sexual orientation, age and disability continues to be a threat.  Discrimination comes in two forms, direct or indirect.











Career Planning
To plan your Career and its path can or may affect professional and social life, so careful consideration is paramount.
According to (Prospects.ac.uk, 2019), “A career plan is a strategy that you'll continuously develop to manage your learning and progression. Made up of four stages, its purpose is to help you visualise the actions you need to take to achieve your career goals and put these actions into practice.”
The four stages of a career plan are to:
1. Identify your skills and interests
The skills and interest I have acquired that are transferrable to health and social care include:
·  Customer care which I gained during my employment in retail as a sales assistant and manager for 12 years.
· Problem solving
· Making quick and important decisions which I acquired when I worked for the metropolitan police service as a special constable
· Being proactive rather than reactive
· Dealing and supporting vulnerable people
· Communication skills especially with the disabled and foreigners, this was paramount when I worked as a bus driver  
· Presentational skills were gained when I was a manager in retail and a trainer for a London bus company.

2. Explore career ideas
· The internet especially job sites such reeds gave me the opportunity to such jobs that are related to health and social care.  I was also able to understand what requirements are needed for various positions in this field in job descriptions.  There also opportunities to explore on social media, Facebook and Instagram are popular platforms where employers showcase career opportunities.  Subscription to health and social care job application sites such as” nhs-vac@nhs.jobs” will regularly inform me of opportunities within the industry. 
· The Job Centre is instrumental offering advice to help choose a career.
· The regular newspaper such as the London Metro has pages dedicated to career ideas and opportunities.
· Friends and family who are already studying or already working in health and social care has given me insight in this industry

3. Making decisions
To finally decide on a career path, I will consider location, shift patterns to suite lifestyle and childcare.  I will also ensure my career has a career opportunity for progression.
4. Set achievable goals
Whether short or long goals I will set will be properly documented.  With the assistance of a z and Career development plan, I will produce an action plan to guide me with my set of goals.

Goal setting
Setting a goal for your professional career is important as it also affects your personal and social life.  A well-known tool “grow model” is used by many organisations and individuals to guide them in setting their goals.  (Mindtools.com, 2019) refers to GROW as:
“GROW stands for:
· Goal.
· Current Reality.
· Options (or Obstacles).
· Will (or Way Forward).
The model was originally developed in the 1980s by business coaches Graham Alexander, Alan Fine, and Sir John Whitmore.
A good way of thinking about the GROW Model is to think about how you'd plan a journey. First, you decide where you are going (the goal) and establish where you currently are (your current reality). You then explore various routes (the options) to your destination. In the final step, establishing the will, you ensure that you're committed to making the journey, and are prepared for the obstacles that you could meet on the way.”
My Goal is to gain expertise and competence to work with the national health service (NHS).  A role in the mental health department is my main aim.  I may consider other roles such as social work, dealing with venerable people and helping young people in rehabilitation from drug and alcohol abuse.
My current Reality is studying level 4 in “Certificate of Higher Education in Skills for the workplace (Health and Social Care).”  This course is to prepare me for my goal by using my skills and experience which I can transfer to Health and Social Care.
Obstacles are inevitable; however, I am determined to acquire the academic knowledge, combined with the skills and experience will get me to my set goal.  Financial support and family life can affect my goal.
The Way Forward is to create a Personal, Career and an Action Plan.  Using the acronym SMART as a guide.  (Mindtools.com, 2019) refers to SMART as,
“To make sure your goals are clear and reachable, each one should be:
· Specific (simple, sensible, significant).
· Measurable (meaningful, motivating).
· Achievable (agreed, attainable).
· Relevant (reasonable, realistic and resourced, results-based).
· Time bound (time-based, time limited, time/cost limited, timely, time-sensitive).”

Personal Development Plan
According to (Managers.org.uk, 2019) Employers are increasingly aware of the importance of investing in their staff and often have structures and processes in place to provide opportunities for the training and development of their employees.
Personal development does not necessarily imply upward movement; rather, it is about enabling individuals to improve their performance and reach their full potential at each stage of their career.
Personal development planning is the process of:
· Establishing aims and objectives (or goals) - what you want to achieve or where you want to go, in the short, medium or long-term in your career
· Assessing current realities
· Identifying needs for skills, knowledge or competence
· Selecting appropriate development activities to meet those perceived needs.”
The Personal Development Cycle (see Appendix 2) is a useful tool, at a glance I can remind myself of the process, also from the same reference, (Managers.org.uk, 2019). An example of my recent Personal Development Plan (see Appendix 1)
Personal Career Development Plan
A Personal Development Plan as referred to by (Health Careers, 2019), “The aim of personal and professional development is to help you manage your own learning and growth throughout your career.
It is important that you continue to learn and develop to keep your skills and knowledge up to date and ensure you continue to work safely, legally and effectively.
To put it another way, it's about where you are, where you want to be, and how you plan to get there.”
There are many learning activities that you can take part in such as:
· Learning during employment
· Using courses and workshops at the workplace to self develop
· Volunteering
· Online learning
I am currently studying Certificate of Higher Education in Skills for the workplace (Health and Social Care).  This course is to prepare me for employment in the health and social care sector.
Previous employers gave training in the courses below to help develop my career:
· Career Development 
· Conflict Management
· Performance Management 
· Coaching for Performance 
· First Aid
· Health and Safety in the workplace
· Manual handling 
· Presentation skills by “AA DriveTech”

Action Plan
(Kent.ac.uk, 2019) describes “Action planning is a process which will help you to focus your ideas and to decide what steps you need to take to achieve goals that you may have. It is a statement of what you want to achieve over a given period. Preparing an action plan is a good way to help you to reach your objectives in life.
An effective action plan should give you a concrete timetable and set of clearly defined steps to help you to reach your objective, rather than aimlessly wondering what to do next. It helps you to focus your ideas and provides you with an answer to the question ‘‘What do I do to achieve my objective?’’.”
Action plans has been part of my daily, weekly, periodic and yearly exercise.  Creating one allows me to monitor my goals.  I use the following questions to plan my actions:
· Where am I now with my plan?
· Where do I want to be?
· How do I get there?
· What actions do I have to take?
· Are my plans complete?
To achieve my goal to work with the NHS in mental health or as a social worker, I have created a cover letter and a CV.  This is to inform employers of my specialities for them to consider me for the position I have applied.  Below is a cover letter:
Cover Letter
Charles Maxwell
20 Lupin Close
Rush Green
Romford
RM7 0WY
Dear Sir/Madam

I am looking for the opportunity to further my career with your organisation .  I have attached my CV which demonstrates my vast experience in dealing with the public.  The training and development I received from previous employers has given me an asset in skills I can transfer to contribute to the development of your company.  I worked in retail mostly as it gave m the foundation in satisfying customers and problem solving.  These two are fundamental in health and social care.
To add to my skill set I also volunteered 300 hrs a year of my time 2009-2012 as a police officer, working for the metropolitan police service.  I am a fully trained police officer and is able to exercise my powers to arrest, stop and search/account, vehicle and foot patrols and visit local schools to ensure the streets of London is safe.

Having acquired all these qualities I feel it's the right time to exercise this with a reputable and growing transport business such as abellio.  Any positions around my skill set will be considered.
I look forward to hearing from you.
Regards
Charles Maxwell

CV

Charles Maxwell
Mobile: 07985697076
E-mail: charlesmaxwell99@yahoo.co.uk
Profile
I have a proven and adventurous track record for delivering excellence in performance.  I am highly knowledgeable in analysing reports and making proactive plans to achieve the best.
This is achieved through good communication skills and ethics, professionalism, and the drive to constantly perform at the highest level.
My previous work experience in managerial roles in retail has given me the drive and competencies’ to accomplish a role as performance driver and relief CPC (certificate for professional competence) Trainer with Abellio.
I am very reliable, dedicated, good communication skills, and proactive, not to mention a few which has helped my progression in any role I take on.
 
I am currently looking for an opportunity to work in the health and social care.
I trained with the metropolitan police and practiced as a volunteer special police constable for 3yrs. My experience, which I believe will be a useful tool and well achieved skill in the health care industry.
I am currently studying health and social care at the university of wales (London campus). I am studying level 4 in Certificate of Higher Education in Skills for the workplace (Health and Social Care).
Positions Held
2017-2018. Performance Driver, Abellio Route Control South and West London. 2017
My main responsibility is to assist the performance team to achieve good Quality Service Indicators (QSI) results which is determined by the some of the following factors.
This includes:
Covering loss of Mileage
Filling and maintaining gaps in service
Roadside control
Assisting drivers with minor diagnosis with buses
Advising and motivating drivers to encourage their performance
Giving information to iBus controllers on road condition that can affect performance
Analysing QSI reports daily and making recommendations to support Performance Managers
 
Relief CPC Trainer Abellio HR. 2016
Upon a successful interview, I was trained by AA Drivetech. I was given this position to train drivers academically and practically.  The training they receive helps them with their day to day job, as well as maintaining their eligibility to perform their role as a PCV driver.
 
2012-2015: Bus driver with Arriva London
 
1998-2012: Various roles in retail
For 14 years I was employed by Dixons Retail.  Initially as sales assistant, I progressed through various training programmes to accomplish my dream goal as general manager in various flagship stores.
My last role was Operation manager at Old Kent Road Currys and Pc World Mega Store, before I decided to pursue a career in the transport industry.
 
Volunteer Experience
2009-2012 I volunteered as a police officer with the Metropolitan Special Constabulary.
The experience of being a police officer taught me good communication skills and self-confidence.  This opportunity also allowed me to support my community,
All references are available on request.



Conclusion
In summary this module has given me to the fundamentals of what I need to be competent.  It has allowed me to be confident in many areas which I have described in this essay.  Introduction to tools and materials I have been shown during lectures has made me confident to pursue a career in health and social care.
The learning from this module has given me the motivation to gain gain more academic knowledge and skills to improve my career prospects.
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Appendices 
Appendix (1)
Personal Development Plan
	Short Term Plan (Up to 12 months)

	· To develop my report writing skills.  Once a month I with pick a topic from a random source and produce a report.
· Ways to improve digital skills is to practice on my laptop daily using tutorials available online from Microsoft and YouTube.
· To know how to use Harvard reference without assistance of referencing tools.
· Visit the library once a week to identify reading materials needed for my goal to work within the healthcare industry.
· To improve time management skills as work, attending lectures and school run will become challenging.  I have to input 3 months activities into my personal calendar.  
· To gain more learning styles using Visual-Auditory-Kinesthetic (VAK).  Practising using various online test can help improve the way I learn.  I will do this at least one a week.

	Medium Term Plan (2-3 years)

	· To achieve all my short-term goals and carry on any that I have not achieved.
· To complete Level 5 in health and social care.

	Long Term plan (3 years +)

	· To complete level 6 in health and social care with an Honours Degree.
· Plan towards further education for a Masters’ Degree.




Appendix (2)
PERSONAL DEVELOPMENT CYCLE
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