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Task 1 CV


Lisa Ellam 
Birmingham B29
Lisaellam97@outlook.com
07759770866

I am hardworking, reliable and highly motivated. I enjoy meeting all set goals and targets. I am a great team player who can perform well independently. I have the skill to work well under pressure. I have excellent time management skills, remain highly organised, and always want to learn new things. I am extremely creative and love to be active. 


Work Experience 

Construction site cleaner
H&S Cleaning 
February 2021 To March 2022

Working as a construction site cleaner, I completed the following tasks:
Sanitising all areas.
Manage and control stock rotation.
Time management.
Leadership and independent skills.
Working as part of a team or with own initiative. 
Following Health and Safety procedures.
Eye for detail. 
Punctual.
Leadership skills.
Following COVID-19 procedures.
Following COSHH procedures. 
Emptying and cleaning bins.
Verbal and written communication skills.
Remove waste. 
Clean all windows, window frames and window sills.
Clean all skirting boards, sockets, doors and door handles. 
Clean and sanitise tables, chair legs and drawers.
Clean walls and manage dust. 
Clean and sanitises toilets, sinks and pipe work.
Vacuum and mopping. 
Organisation skills. 
Ability to work under pressure. 

Waitress/ Bar staff
Summer House Bar and Grill- Birmingham
December 2019 to March 2021

Working in a bar and grill for a year, I gained the following skills:
Team working.
Customer service skills.
Telephone skills.
Customer and commercial awareness.
Verbal communication.
Punctual.
Written communication skills.
Numeracy skills.
Food safety awareness. 
Health and safety awareness. 
Time management and prioritisation. 
Ability to work well under pressure. 
Meeting targets.
Cleaning. 
Handling money. 
Working fast and effectively.
Flexibility.  
Welcome and greet customers.
Ability to resolve complex situations.
Key handling.



Healthcare Assistant
Hazelwood Gardens Nursing Home- Bristol 
May 2016 to April 2018.

Working in Healthcare for a little under two years, I completed the following:
Personal care assistance. 
Monitoring and recording observations and interactions.
Hygiene control. (Washing hands and using required PPE equipment)
Communication and interpersonal skills.
Flexible.
Problem solver.
Ability to work under pressure.
Patient safety. (analysing hazardous possibilities before manual handling and monitoring and recording who enters and leaves the building)
Patient comfort. (Ensuring the patient is comfortable, reassuring, empathetic, and compassionate)
Respecting the patient’s dignity, cultural background and personal information. 
Companionship! Having companionship is very important. (Listening and talking to the patient- learning about the patient’s likes and dislikes) 
Encouraging engagement in activities such as music, creative entertainment and arts and crafts.  
Recordkeeping (digital and technology skills when recording interactions with patients. 
Professional. (avoid the use of jargon, transparent). 
Punctual.

Sales assistant
T’s Takeaway and Grocery- Bristol 
November 2015 to January 2016 

Working in retail as a sales assistant, I carried out and completed the following:
Manage and control stock rotation. 
Telephone skills.
Customer service skills.
Welcome and greet customers.
Ability to deal with complaints and queries. 
Handling cash. 
Punctual.
Numeracy skills.
Independent and team-playing skills.
Organisation skills. 
Time management. 
Key handling. 
Ability to work under pressure. 
Stock shelves. 
Food safety awareness.
Health and Safety awareness. 


Education 

Level 4 Health and Social Care
University
May 2022 to present

GCSE or equivalent in Henbury Secondary School
Bristol city college
September 2014 to April 2016
GCSE or equivalent. 


Skills

Time management.
Problem solver.
Punctual.
Creative.
Organised.
Team player. 
Work well under pressure and independently. 
Student minded. (I love to learn new things)
Customer service skills.
Good communication skills. 
Empathetic. 
Multitasker. 
Literacy and numeracy skills. 
Flexible. 


Certifications and Licenses

Level 3 First Aid
July 2022 to July 2025


Publications

Rife Magazine
How To Be The Eldest Sibling - Rife Magazine
November 2015

Rife Magazine
Mental Illness Is No Joke - Rife Magazine
November 2015

Additional information

I am a very hardworking, outgoing individual. I enjoy a challenge and meeting goals and targets. I am a great team player, self-motivated and work great independently. I am a great problem solver, extremely loyal, empathic and highly organised. I perform well under pressure and use my initiative when needed. I am an excellent communicator, reliable and determined to learn new things. I am currently studying Level 4 in Health and Social Care at University. I love to be creative and artistic and enjoy singing. I like meeting up with friends and family, creative writing and watching documentaries in my spare time.









Task 2 Cover letter

To whom it may concern, I am writing to express my interest in the job vacancy advertised on your website on 9th march 2023. I am highly interested in the position you have available for a Healthcare Assistant. Combining my relevant experience, personal character and educational background, I am confident I will be the best candidate for this role. I am studying Level 4 in Health and Social Care at university and am due to graduate in June 2023; upon graduation, I intend to continue and progress further onto BSc levels 5 and 6 in Health and Social Care. I am student and progressive-minded, and I like to learn new things. I am passionate about individuals receiving quality care. I currently hold a level 3 first aid certificate, which is due to expire in July 2025. My professional experience in Health and Social Care has given me the confidence and knowledge to assist individuals with personal care and promote the service users’ dignity. I have previous experience in the job requirements advertised on your website, such as assisting service users with eating, washing, dressing, bathing, grooming, and accompanying service users to appointments. In my previous role, I also demonstrated good communication and digital skills when documenting every interaction with service users. I know the importance of recordkeeping and care planning in a Health or Social Care setting. I understand various dietitian plans for patients, such as a soft food plan to prevent a patient from choking or thick ‘n’ easy applied to liquid to prevent a patient from choking. Although working as a care assistant is challenging, I am a great problem solver who performs exceptionally well under pressure. I would love to meet with you to discuss my previous experience and skills in Health and Social Care and learn more about the job vacancy.








Task 3 part 1 SWOT  

	Personal SWOT analysis


	Strengths
	Weaknesses

	Highly motivated.
Empathetic.
Good communicator.
Team player.
Problem solver. 
Organised.
Work great under pressure.
Work great independently.
Student minded.
Reliable.
Flexible. 
Knowledge of digital tools and technology.
Understand the direction of the management or team leaders. 
Attention to detail.
Multitasker.




	Time management.
Public speaking.
Meeting deadlines. 
Social interaction.

	Opportunities
	Threats

	Progressing onto levels 5 and 6 in Health and Social Care. 
Gaining knowledge and experience in Health and Social Care.
Networking, meeting new people.
Job opportunities. 
	Possibility of failing due to time management.
Possibility of being unable to progress further due to fear of public speaking.
Possibility of failing due to being unable to meet deadlines.
Social interaction is significant, and I could not be employed or promoted in the future due to needing more social interaction skills.



Task 3 part 2 Personal Development Plan (PDP)

	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?

	Pass and graduate from Level 4 In Health and Social Care.
	Ensure I am studying and researching enough and submitting all assignments on time.
	This target will benefit me because passing this course and gaining the qualification will give me more career opportunities and the opportunity to progress further in my studies.
	Career opportunities will change once I have completed this target because I will have a Level 4 Health and Social Care qualification.
	I want to meet this target by the end of the course. Between 0-3 months.

	Progress with University onto Levels 5 and 6.



	I will achieve this by submitting all the final assignments on time, passing the level 4 Health and Social Care course, and graduating.
	This target will benefit me by ensuring I can progress onto levels 5 and 6. It allows me to work in my dream career.
	I will be required to write more words in assignments academically. I will be given more excellent job opportunities once the course is completed. 
	I aim to meet this target in time to enrol on the following Levels 5 and 6 courses on 15th May 2023. However, this will be an ongoing target until June 2025.

	Time management for studies.


	I will achieve this by dedicating time slots towards my studies. By managing my time for studying, my work will not be rushed or late. 
	This target will benefit me by ensuring that all my assignments are submitted on time and written to the best of my academic abilities. It will also prevent me from worrying about whether the assignments are good enough and prevent my work from being rushed and made of mistakes.
	If I complete this target, all my assignments will be submitted on time, and I will not feel stressed or anxious. Achieving this target will also change my qualifications, and I will eventually graduate from Levels 5 and 6 in Health and Social Care.
	I aim to meet this target termly with all assignments for every module. The timeframe for this target is between march 2023 and June 2025. 



Task 4 Personal statement

I am incredibly motivated and ambitious to earn a Health and Social Care degree. I am studying for a level 4 certificate in Health and social care at university, and I am due to graduate and earn my certification in June 2023. However, I plan to progress to level 5 in May 2023 to enhance and broaden my knowledge. My main career goal is to gain experience working with vulnerable individuals of all age groups and to study to educate myself and to achieve the qualifications I need to become a qualified child psychologist.  
Working for your company will reward me with the opportunity to further my experience and fulfil my passion for helping others. I believe that with my experience, educational background, professional skills and personal character, I will be a value to your nursing home. 
My personal strengths are being trustworthy, punctual, extremely reliable, hardworking, caring, flexible and kind. I am incredibly passionate about helping and providing vulnerable individuals with adequate and effective quality care. I am student-minded, fully committed, bubbly and prepared for all the challenges of working as a health and social care assistant. I 
will be beneficial to your company. I am first aid trained and have a Level 3 certificate, which expires in July 2025. 
Since my childhood, I have always possessed a passion for helping others. Growing up, my mother and auntie were employed as healthcare assistants, and witnessing my mother nurture and care for vulnerable individuals, inspired me with a passion for doing the same. When I turned 18, I was employed as a healthcare assistant.
I previously worked as a healthcare assistant in a Hazelwood Gardens Nursing Home. During my employment as a healthcare assistant, I worked under the guidance of a registered nurse, and my tasks consisted of assisting service users with personal care, such as assisting with meals, dressing, bathing, helping service users with mobility and monitoring service users’ weight, illnesses and conditions. As a healthcare assistant, I developed sufficient knowledge and good communication skills. I understand the importance of safeguarding and documenting every interaction with service users by recordkeeping. 
Working as a healthcare assistant for just under two years, I gained abundant experience and professional skills such as professionalism, good communication skills, emotional strength, patience, flexibility, reliability, being a team player and the ability to adapt to any situation. Although working in Health and Social Care is challenging, busy and tiring, it is an enriching career for caring and compassionate individuals who want to help and care for others.
In my most recent employment, I was the only candidate employed to clean the cabins on a building site during my employment as a cleaner. I gained various skills such as leadership skills, the ability to use my initiative, independence, and good communication skills when communicating with the project and site managers, other professionals, and the Health and Safety inspector who would inspect my work due to COVID-19 regulations. I monitored and controlled stock rotation and ordered new cleaning products when required. 

Task 5 Reflection on presentation assessment

The feedback I received on my presentation was to use less information on PowerPoint slides, to In-cite credible references instead of using the complete reference and to add bullet points to break up the information on presentation slides. However, I also received positive feedback, such as being extremely confident and calm throughout my presentation. I will use Gibb’s reflective cycle as a guide to help reflect on my presentation of the importance of Good communication. According to (Adeani, I.S., Febriani, R.B. and Syafryadin, S., 2020. USING GIBBS’REFLECTIVE CYCLE IN MAKING REFLECTIONS OF LITERARY ANALYSIS. Indonesian EFL Journal, 6(2), pp.139-148.), Gibb’s reflective cycle is a model of reflection which is used as a guide to reflect on an experience. The cycle contains six stages: description, feelings, evaluation, analysis, conclusion and action plan. 
Myself and UWTSD students enrolled on the LCSH4005 module were tasked to create a six-minute presentation on the importance of demonstrating key skills in the Health and Social Care setting. The chosen key skill for my presentation was the importance of good communication in the Health or Social Care sector. 
During the planning, research and creation of my presentation, I felt extremely stressed and deflated about whether the information I provided in the PowerPoint slides contained enough information for readers to understand. I was also anxious about whether I had added too much information to the PowerPoint slides and would need more time to finish my presentation. I was worried I would mumble the words as I am incredibly nervous and dislike speaking publicly.  Using Gibb’s reflective cycle to evaluate, although I have not received my grade on the presentation, the feedback I received regarding my confidence during the presentation made the outcome extremely positive. Once I received feedback on the performance of my presentation, I felt encouraged and happy that I had completed the task. Analysing my presentation experience, the positives were overcoming my fear of public speaking, gaining knowledge on the importance of good communication skills in the Health or Social Care setting, and enhancing my independent, digital and academic skillset. The negatives during my presentation were time management and, although listed as a positive, public speaking. 
In conclusion, I could have written key notes about my presentation slides for self-organisation and used more in-cited references. However, I have learned the importance of good communication skills for Health and Social Care employees to showcase and have enhanced my digital skillset. In future presentations, I will ensure I limit the information I use on PowerPoint slides and In-cite references to prevent using the full references on the PowerPoint slides. I will also manage my time differently and submit a presentation draft before it is due to receive feedback from the lecturer so I can remove errors and edit my work if needed. As my action plan, if the situation arose again, I would manage my schedule and attempt to submit work early to receive feedback with enough time to alter my work. 
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