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3. Task 2: The Cover Letter

3.1 Introduction

A formal letter that you submit with your resume for every job application is called a cover
letter, which is also sometimes called a motivation letter. A cover letter introduces you to a
potential employer by briefly highlighting the key factors that make you the ideal fit for the job.
In addition to your CV's personal statement, a cover letter gives you the chance to introduce
yourself and highlight your distinct personality to a hiring manager. (Indeed, 2023)

3.2 The Cover Letter

Dear hiring manager,

| am applying for the above position as nurse with your company which was advertised in the
Guardian newspaper of September 23© 2023 , and attach my application form.

| can perform the role of nurse exceptionally well to a high standard because | have a degree
in nursing | also have 5 years of experience working as a childcare. In addition, | am
strong communicator and team worker, | also have |am the type of person who understands
how vital my performance within the role is to the success of your company. With my expe-
rience in these tasks, | think | will be a suitable candidate for your company's requirements.
| hope the above will persuade you that | am a suitable candidate for the job and that you will
invite me for an interview.

If I succeed in my application, | assure you that | will perform all my duties to an exemplary
standard to quickly become a team member who contributes positively to the organization’s
objectives.

Your sincerely
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Task 4: Reflective Writing

4.1 Introduction:

Writing reflectively entails evaluating an experience critically, stating how it affected
you, and outlining your plans for applying the newfound understanding. Writing some-
thing down typically encourages people to think through an experience, so it can aid
in deeper reflection.

Analytical writing is more important for reflective writing than descriptive writing. Asking
why is always more important than simply recounting an experience's events. (Cam-
bridge, n.d.)

4.2 Reflection

During class on professional career development in health and social care, | had the oppor-
tunity to reflect on my own journey and experiences within this field. Using Gibb's reflective
cycle, | was able to explore various aspects of my professional growth and gain valuable in-
sights.

Description: In this stage, | looked back at the different stages of my career development in
health and social care. | recognized that | started with a strong passion for helping others and
making a positive impact on their lives. Throughout my education and training, | gained es-
sential knowledge and skills necessary for providing effective care to individuals from diverse
backgrounds.

Feelings: As | reflected upon my journey, mixed emotions arose within me. There were mo-
ments of pride and fulfilment when | saw the positive outcomes of my work and witnessed the
difference it made in people's lives. However, there were also times of frustration and self-
doubt, especially when faced with challenges or setbacks along the way.

Evaluation: Overall, | believe that my professional career development in health and social
care has been successful. | have continually sought opportunities to enhance my skills through
further education, training workshops, and practical experience. Additionally, receiving feed-
back from colleagues and lecturer has helped me identify areas for improvement and grow
both personally and professionally.

Analysis: Through careful analysis, | realized that my ability to establish trust, communicate
effectively, and empathize with their needs has contributed significantly to their overall well-

being. On the other hand, an area that requires more attention is managing stress levels during
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challenging situations. Reflecting on past experiences highlighted times when stress affected
my decision-making process or hindered effective communication.

Conclusion: Reflecting on my professional career development in health and social care has
allowed me to recognize both strengths and weaknesses within myself. It is clear that building
strong relationships is a skill where | excel while managing stress remains an area for im-
provement.

Action Plan: To address my identified weakness, | will seek out stress management work-
shops or courses that can provide me with practical techniques for handling stress in a
healthcare setting. Additionally, | will set aside time each day for self-care activities such as
meditation or exercise to help maintain my overall well-being.

10
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Task 5: Communication Skill

5.1 Introduction
Being able to communicate effectively lets you understand and be understood by oth-

ers. They can include, but are not limited to, having a courteous and self-assured
manner, respecting the opinions of others, speaking in public, and clearly explaining
ideas to others. Improving your communication abilities will help you progress in your
career. (Indeed, 2023)

5.2 Communication

What is the role of communication in Health and Social Care?

In health and social care, communication can take many forms: resolving issues inside the
office; conversing with care recipients and their families; and interacting with other healthcare
protessionals, including physicians, nurses, occupational therapists, other therapists, and
even regulatory agencies like the Care Quality Commission. This implies that any carer should
be able to converse with and listen to individuals in a variety of settings and modify their

communication style accordingly. (Birdie, 2022)

How does communication help in health and social care?

Privacy and Confidentiality

It's important to protect care recipients' privacy, respect their dignity, and make sure they con-
tinue to be as independent as possible in the fields of health and social care. Families of care
recipients will also expect privacy and secrecy, which entails protecting personal information,
disclosing only what is required (and to the appropriate parties), and being aware of private

discussions and potential listeners. (Birdie, 2022)

Relationship Building

In addition to fostering positive relationships, effective communication is crucial for carers
since it helps them understand the needs of the person receiving care and provides the ap-
propriate kind of care. It should come as no surprise to learn that when you establish a positive
rapport with your care recipients—and their families as well—they feel comfortable and there
is real trust, and that has a big impact on how they react to the care provided. There will be

occasions when you may need to give a family member of someone you are caring for some

11
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sad news. This should always be done with kindness, empathy, understanding, and sensitiv-
ity. (Birdie, 2022)

Listening

Effective communication also involves listening abilities. For instance, being aware
that a care receiver may experience difficulties with a certain medication due to an
allergy to one of its constituents. It might even be as easy as finding out which TV
shows they like to watch or how they like their eggs cooked! In health and social care,
listening is a critical communication skill since it can frequently prevent misconcep-
tions. Paying attention to what is being said is also crucial. (Birdie, 2022)

Continuity of Care

Colleagues at work should be included in health and social care communications, particularly
when it comes to reporting. For the purpose of maintaining continuity of care, you will fre-
quently need to exchange information on care receivers. As a care professional, you will
collaborate with your team to make decisions and express your opinions, which is another
reason that effective communication is essential. Since care plans are dynamic and continu-

ally changing, any modifications must be clearly discussed and recorded to ensure that eve-
ryone involved is always informed. (Birdie, 2022)

How to improve communication in Health and Social Care?
« Speaking aloud

+ Written communication ( emails, keeping up records, letter writing, reports etc.)

+ Non-verbal, such as using hands or facial expressions

+ Sign language, Makaton or Braille (Birdie, 2022)
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6. Conclusion

in this report | complete an application form, | also | write a cover letter where | ex-
plain qualifications and why | would be a good candidate. Furthermore, | used my

PDP to talk about my weaknesses and | explain how | am going to develop then.
Moreover, | reflected on my presentation by using Gibb’s reflections. In addition, |

have discussed communication skills and their importance in Social care.
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1.Introduction

In this report | will be talking about completing an application form showing my qualifications
and work experiences. In addition | am going to write a cover letter to a company with my
application form. Furthermore, personal development plan where | am going to show my
strengths, weaknesses and how | am going to develop. Moreover, Gibbs reflective | am going
to reflect about the presentation that | had, my thoughts, feelings, and areas for improvement.
Also, | need to write  communication skill that | learned in my module, that is needed for

working effectively within health and social care.
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Reason for leaving: Still working

Duties:

Greet customers with a smile and positive attitude
Remain knowledgeable about menu, products, and promotions
Build relationship with regular customers

Previous employers

Please tell us about other jobs you have done and about the skills you used or learned in those
jobs.

Primark: Organize the clothes each section

Provide excellent customer service

Keeping the store tidy and clean all the time

Receiving and storing the delivery of large amount of stock

Supporting statement

Please tell us why you applied for this job and why you think you are the best person for the
job.

The reason that | chose this job itis because | grew up in a country where taking care of the
population it is not part of the president job. There is not space or bed in the hospitals, there
is not sufficient nurses or doctor and the nurses and doctor that they have, they do not know
how to do their job correct. I love to help people and with the experience that | am going to
learn with you, will help me make my country the better country about health.
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