Task 1
 Job Role: Health Care Assistant (HCA)
I want to apply for a Health Care Assistant job, and to get ready for this role I need to understand the skills that are required, the skills I already have, and the areas I need to improve. I also need to prepare for the interview by thinking about possible questions and how I would answer them. This personal action plan will help me prepare fully for the job and the interview process.
A Health Care Assistant must have strong communication skills. This means being able to talk clearly, listen well, and make sure people feel understood. I am confident in my communication skills because I can explain information in a simple way and I am a good listener. These skills will help me when working with patients, families, and staff.
Another important skill for this job is kindness and empathy. HCAs support people who may be unwell, worried, or in pain. I am naturally caring and patient, and I enjoy helping others. I respect people’s feelings, cultures, and personal choices, which helps me give respectful and person-centred care.
Teamwork is also essential because HCAs work closely with nurses, doctors, and other health professionals. I work well with others and I know how to share tasks and support teammates. I can follow instructions but I can also help others when needed. This will help me work safely and effectively in a care setting.
Time management is another key skill. HCAs often have many tasks to complete during a shift. I am organised and good at planning my work. I can focus on important tasks and stay calm even when things get busy. This will help me manage a demanding workload.
Health Care Assistants also need basic knowledge about health and safety, including infection control. I understand the importance of hand washing, using PPE correctly, and following safety rules. This knowledge helps keep everyone safe.
Although I have many strengths, I also have areas I need to improve. One area is clinical skills, such as taking observations and understanding medical terms. To improve this, I plan to complete online training and attend practical skills sessions offered by my course. Another area for improvement is gaining experience in real health or care settings. To build my confidence, I will apply for volunteer work in a care home or community service where I can practise supporting service users.
I also want to improve my interview confidence. I sometimes feel nervous when answering questions, so I plan to practise with friends, tutors, and career advisors. I will also learn simple interview techniques, such as using the STAR method to structure my answers.
To help my development, I plan to complete online HCA training within the next month, attend clinical workshops at college, gain a voluntary placement soon, and practise interview questions every week. I will also continue reading about care values and professional standards so I understand what is expected in the role.
There are several interview questions I may be asked. One common question is, “Why do you want to be a Health Care Assistant?” I would explain that I want to be an HCA because I enjoy helping people and making a positive difference. I am caring, patient, and hardworking, and I want to support people to live safely and comfortably. Another possible question is, “Tell me about a time you worked well in a team.” I would talk about a college group project where I listened to others, shared ideas, divided tasks fairly, and helped my group succeed. A final question might be, “How would you deal with a difficult or upset service user?” I would answer that I would stay calm, speak gently, listen to the person’s feelings, reassure them, and ask a senior staff member for support if needed, while still following workplace rules.
Task 2
The Importance of Communication in Health and Social Care
Communication is one of the most important skills in health and social care. Workers need strong communication skills to give safe, respectful, and person-centred care. Communication includes speaking, listening, body language, eye contact, and tone of voice.
Good communication helps build trust between staff and service users. Many people feel nervous, scared, or unsure when receiving care. When workers speak calmly and clearly, service users feel supported and more comfortable. This helps them express their needs and worries.
Communication is also important for safety. Staff must share correct information with each other. For example, if a Health Care Assistant notices a change in a patient’s condition, they must tell a nurse immediately. If information is not shared properly, mistakes can happen, and this can be dangerous for the service user. Clear communication helps prevent errors and promotes safe care.
Strong communication skills also support equality and inclusion. In health and social care, staff work with people of all ages, cultures, and backgrounds. Workers must use respectful and clear language and may need to adjust how they communicate depending on the individual. For example, they may need to speak slowly for someone with hearing problems or use simple words for someone with learning difficulties. This helps everyone receive fair and equal care.
Non-verbal communication is just as important as spoken words. A friendly smile, gentle gestures, and relaxed body language can help someone feel safe and understood. Sometimes non-verbal communication tells us more than words, especially when someone cannot speak clearly.
Communication also helps staff work well together as a team. Doctors, nurses, carers, and other professionals must share information clearly during handovers, meetings, and written notes. This helps everyone understand the care plan and work towards the same goals.
Finally, communication is essential for person-centred care. This means respecting the service user’s choices and understanding their needs. When staff listen carefully, they can support the person in the way that works best for them.
Overall, communication is important because it affects safety, trust, teamwork, equality, and the quality of care. Without good communication, effective health and social care would not be possible.
Task 3
Experience, Reflection, Action
For my Component 1 presentation, I had to research a topic and present it to my lecturer and classmates. I created slides and practised them several times before the presentation. When I started speaking, I felt nervous, but after a few minutes I became more confident. I tried my best to speak clearly and explain my points. When the presentation finished, my lecturer gave me verbal feedback.
When I reflect on this experience, I see strengths and areas to improve. One strength was my organisation. My slides were clear and easy to follow. I also managed my time well and did not rush. However, I struggled with nerves at the beginning. I spoke too quickly and my voice sounded shaky, which may have made it difficult for the audience to understand me. I also looked at my slides too much, which reduced my eye contact and confidence.
My lecturer’s feedback was helpful. They said the content of my presentation was good, but I needed to rely less on reading from the screen. They also advised me to slow down and improve the clarity of my speech. I also realised that I did not engage with the audience enough. I could have asked questions or checked if they understood what I was saying.
To improve in future presentations, I will focus on building my confidence. I plan to practise speaking without reading full sentences from my slides. I will use small cue cards with short prompts instead. I also plan to record myself practising so I can hear where I need to slow down or improve. Another goal is to take part in more class discussions to get used to speaking in front of people. The more I practise, the more comfortable I will become.
Overall, the presentation helped me understand what I am good at and what I need to work on. It taught me how to prepare better for future presentations, and I now feel more confident about improving my communication skills.



