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[bookmark: _Toc227607429]Introduction 
 A portfolio is an assortment of one’s best work or assets, organise to show your skills, achievements, or investments. It starts as evidence of what one can do on their own (Brittanica, 2026).














[bookmark: _Toc227607430]Curriculum Vitae
Name: Keith Dixon
Address: 1 Westferry Circus, London E14 4HA
Email: KD@uwtsdlondon.co.uk
Phone: 07776460912
[bookmark: _Toc227607431]Professional Summary
I am a care coordinator, who is a health professional who organises and manages patient care activities, and treatment plans. I ensure that patient receive a comprehensive coordinated care by bridging communication among different health care providers ensuring that services are delivered effectively and efficiently. 
I am a hardworking, trustworthy individual with over 9 years’ experience of working within the Health & Social Care Service, together with 15 years’ experience as a Support Worker. A good communicator with great organisational skills who is looking for a new challenge in a progressive organisation where my skills can be utilised to their full potential. I am willing to undertake any training for personal and professional development if required.
[bookmark: _Toc227607432]Education
Business Management NVQ Level 3 
Health & Social Care NVQ Level 3
[bookmark: _Toc227607433]Professional Experience
Mar 2021 – Present - Care Coordinator Care Outlook Ltd 
 Main duties include: 
· Responsible for the continuity of care for all our customers who rely on care and support
· Working alongside the Care Supervisor
·  Work well under pressure and able to deal with problems when they arise
·  Planning and organising to ensure that each customer receives the care and support that they expect on time. 
This involves: 
       - Allocating care workers to deliver care and support to each customer 
· Organising care worker rotas, ensuring enough time for services and travel between   customer’s homes
·  Responding efficiently to day-to-day changes in the care and support packages 
·  Developing positive working relationships with customers, their families and other social care professionals. 
· Dealing with queries from customers about their care and support
Feb 2020 – Mar 2021 Care Coordinator Beverley Martins Ltd 
Main responsibilities include: 
· Responsible for the continuity of care for all our customers who rely on care and support
· Work well under pressure and able to deal with problems when they arise
·  Working alongside the Care Supervisors • 
·  Planning and organising to ensure that each customer receives the care and support that they expect on time. 
This involves: 
· Allocating care workers to deliver care and support to each customer 
· Organising care worker rotas, ensuring enough time for services and travel between customer’s homes 
· Responding efficiently to day-to-day changes in the care and support packages
· Developing positive working relationships with customers, their families and other social care and support 
· Understanding customers’ requirements 
· A warm & supportive telephone manner
· Dealing with service users from all walks of life with different capabilities and needs having the ability to adapt to their needs 
· Assist service users with their daily living tasks and needs and restoring confidence
· Assisting service users with personal care, incontinence support and toileting needs
· Administering medication and/or prompting, meal preparation, housework tasks, shopping, pension collection, escort/sitting service and other tasks as required by service users Report to the office any changes to service users' needs and health. 
· Calling for medical assistance when necessary, carrying out moving and handling, using hoist and rota stands to ensure service users are moved safely 
· Being vigilant and raising safeguarding alerts where necessary Assisting service users to live independently within the community 
· Documenting tasks carried out and highlighting any incidents that have occurred during the care service

[bookmark: _Toc227607434]Skills
· Excellent interpersonal, communication and IT skills 
· Able to remain calm under pressure
· Work well within a team member and able to use my own initiative 
· Friendly and caring approach 
· A genuine desire to help people

[bookmark: _Toc227607435]References
Available upon request.
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As an experienced and compassionate healthcare professional I am thrilled to apply for the Care Coordinator role. With a strong background in coordinating patient care, I have honed my ability to ensure seamless in my previous role. communication and collaboration among medical teams. My main aim is to provide patient with coordinated high-quality care that meets their unique needs.
I successfully managed care plans for a diverse patient population, ensuring that all elements of their treatment were aligned and well-coordinated. These include detailed scheduling for appointment, follow up care and facilitating clear communication, between specialists and primary care providers I have also worked closely with patients and their families to address their concerns providing them with support and resources they need. 
I am particularly passionate about advocating for patient centred and improving health outcomes. in addition, to my experience I have developed strong organisational and problem-solving skills that enables me to navigate the complexity of health and healthcare coordination. I am confident that my dedication to quality patient care and my collaborative approach will be an asset to your team.

[bookmark: _Toc227607437]SWOT Analysis
A SWOT Analysis is a strategic tool that identifies an organisation strength, witnesses, opportunities and threats (Hill and Westbrook,1997).
Strength refers to internal attributes and resources to contribute to a successful outcome, such as a strong brand reputation or skilled workforce (Barney,1991). Weaknesses are internal factors that might hinder performance like resources limitation or gaps in expertise (Johnson, Sholes, and Whittington,2008). In terms of opportunities, these are external factors or trends that the organisation could leverage like markets growth or emerging technologies (Porter, 1985). Finally, threats are external challenges that could pose risks such as increased competition or regulatory changes (Kotler and Keller, 2015).
A SWOT analysis is an important in social health and social care. Because it helps professionals and organisations to gain a clear, concise, and structured understanding on the internal and external environment. By finding strengths, like a skilled workforce or a strong community ties and weakness such as funding - Limitation of staff shortage. A SWOT analysis helps highlight what is working well and what areas need enhancement. It also helps to critically spot opportunities whether that’s newfound collaboration with new partners. In practise, this kind of emphasis guides strategic planning, improve decision making and ensure that services are both effective and responsive to the need of the community and service users.
This analysis will show my personal strengths, weaknesses, opportunities, and threats in relation to my chosen job role as care coordinator.


	                           Strength 

· Communication skills 
· Organising skills 
· High quality workforce 
· Community engagement 


	                       Weaknesses 

· Time management 
· Limited funding 
· Internal factors 
· Limit performance 

	                    Opportunities 

· Digital skills 
· New funding schemes
· Digital health tools 


	                        Threats 

· Regulatory changes
· Government policy 
· Increased competition




[bookmark: _Toc227607438]Personal Development Plan 
Personal development plan for a care coordinator role over the next two years with three transparent goals.
First, I will aim to enhance my communication and collaboration skills by completing a conflict resolution or advanced communication course within the first year. To track I will set milestone for finishing the course and applying those skills in real life scenarios. 
Next, I’ll set a goal for a deeper understanding of healthcare policies and patient care plans. I could dedicate time each month to review new guidelines or attend relevant training sessions. Evaluations can be through regular self-assessment or feedback from my team or my peers. 
Finally, my final goal would be to strengthen my organisational and time and management skills by implementing new schedule and or task management tools so I can monitor this by checking how effectively I make this deadline. 
1 - Enhance Communication and Collaboration Skills 
To develop these skills, I will take a course in conflict resolution an advanced communication or workshop in the first year. In addition, I can enrol in a programme that offers role playing or hands on practise, which will allow me to apply what I learn in everyday scenarios.
I can track my progress by setting milestones for example, completing the course by month 6 and then applying those skills in the latest three real life situations by the end of the 1st year. I can potentially gather feedback from colleagues, supervisors, or even the patient’s family to see how well I’m doing (Skill Care, 2020).
2 – Deepen Understanding of Healthcare Policies and Patient Care Plans
As a care coordinator, it’s essential that I stay updated on health care policies, regulations, and best practises, related to patient care (Health and Social Care Act, 2012). My aim is to set a goal to dedicate a couple of hours each month to review any guidelines or attend relevant training sessions. This is ongoing educational processes will help me to stay informed and confident in my new role.
I would monitor and evaluate this by keeping a learning journal or log on new information I’ve received in any training sessions that I attended. I can evaluate progress by testing myself on material or discussing updates with my team to ensure I’ve integrated this knowledge into my daily work.
3 - Strengthen Organisational and Time Management
As a coordinator my role can be quite fast paced, managing multiple tasks is key. I might set a goal to implement a new scheduling tool or task management applications to help me keep track of appointments, and responsibilities. This could be something I could start in the first few months and refine overtime (CIPD, 2026).
I aim to monitor my success by checking if I’m meeting deadlines more efficiently, and feeling less stressed about managing my workload It’s also important and helpful to reflect periodically for example, quarterly on how well the new tool is working for me and make any adjustment as needed.
I’m hoping to improve my communication, by staying updated on health care policies and sharpen my organisational skills. I potentially would have a well-rounded practical personal development plan. Each goal has clear actions and by tracking my progress regularly I’ll be well equipped to grow in my new role over the next two years (Skills for care,2020).
[bookmark: _Toc227607439]Reflective Model 
This reflection focuses on Gibbs Reflection cycle 1988 from the perspective of a care coordinator a role focused on bridging gaps between different health and social care. Families, services and patients (NHS England, 2026). This report explores my interaction with Mr Williams, an elderly resident diagnosed with type 2 diabetes who appeared anxious about his medication routine and dietary requirements the reflection focuses on communication, empathy and professional practise within a residential care setting.
[bookmark: _Toc227607440]1 – Description 
During a routine visit I noticed Mr Williams, an elderly resident diagnosed with type 2 diabetes, who seems unsettled. His hands tremble slightly, and he repeatedly asked me whether he was doing things right with his medications and meals. His anxiety was evident and it affected his confidence in managing his condition (Mental health foundation, 2021). My role was to support him emotionally and ensure he felt, secure, an informed (Skills for care 2020).
[bookmark: _Toc227607441]2 – Feeling 
Initially I felt concerned that his anxiety might stem from a lack of understanding or previous negative experiences. I also felt a sense of responsibility to create a calm, reassuring environment at the same time. I was aware of the importance of maintaining professional boundaries while still showing warmth and empathy (NICE,2011).
[bookmark: _Toc227607442]3 – Evaluation 
What went well, was I maintained a calm tone and gave Mr Williams space to express his worries. I use active listing techniques such as nodding and paraphrasing to show understanding. I encouraged him to talk through his routine, which helped identify where his uncertainty was coming from (Health and social care, 2012)
What could have been improved is that I realised I could have involved him more in problem solving rather than offering reassurance too quickly. I might have explored whether his anxiety was linked to recent changes in some routine or environment (Alzheimer society,2020).
[bookmark: _Toc227607443]4 – Analysis 
The situation highlighted how emotional well-being is closely tied to a person’s ability to manage long term conditions. Anxiety can make routing tasks overwhelming, especially for older adults who may fear making mistakes. My interaction reinforced the importance of clear communication, patience, and supporting autonomy. It also reminded me that anxiety is not always about the task itself but about confidence, Identity, and control (Kitwood, 1997).
[bookmark: _Toc227607444]5 – Conclusion 
Reflecting on this experience helped me recognise the value of slowing down, listening deeply, and validating a resident’s feelings (GIBBS,1998). It also emphasised the need to cheque understanding in a respectful, non-patronising way. But building trust is essential, especially when supporting someone with a condition that requires daily self-management.

[bookmark: _Toc227607445]6 – Action Plan 
I aim to continue developing communication strategies, that reduces anxiety and promotes independence. as a result, I aim to use open ended questions, to better understand the resident’s perspective. consequently, I would seek opportunities for further training and on supporting emotional well-being in other adults. in addition, I will collaboratively work with colleagues to ensure consistent, reassuring messaging around medication and diet.
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