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Professional Profile
I am a dedicated and accomplished professional with over 17 years of leadership and management experience across housing, compliance and health-related services. Experienced in leading teams, ensuring regulatory compliance, managing safeguarding, coordinating multi-agency partnerships and delivering high-quality, person-centred services. Currently studying Level 4 Health and Social Care st the University of Wales Trinity Saint David (UWTSD), Birmingham Campus, with the intention of progressing to Level 5 and 6 to further develop my strategic leadership and healthcare management knowledge. I am passionate about continuous professional development and aspire to become an effective GP Practice Manager, bringing strong organisational, communication and leadership skills alongside a commitment to deliver quality improvement and compassionate patient care.

Key Skills:
· Leadership and team management
· Safeguarding vulnerable adults
· Multi-agency partnerships working
· Risk assessment and health and safety compliance
· Communication and conflict resolution
· Staff supervision and mentoring
· Confidentiality and GDPR awareness 
· Microsoft Office (Word, Excel, Outlook and PowerPoint)
· Organisation, planning and time management 

Employment History
Housing Officer / Compliance Officer / HMO Manager
Alliance Living Housing Association, Solihull
2018 - 2025
Key Responsibilities
· Managed supported accommodation and HMO properties, ensuring compliance with housing legislation, health and safety regulations and organisational policies.
· Led and supervised staff, providing guidance, support and performance monitoring to maintain high standards of service delivery.
· Worked collaboratively with social services, NHS professional, local authorities' police, probation services and voluntary organisations to coordinate person-centred support.
· Carried out property inspections, compliance audits and risk assessments, ensuring properties met statutory and regulatory requirements.
· Managed safeguarding concerns maintained confidential records and ensured compliance with GDPR and organisational procedures.
· Coordinated maintenance programmes and liaised with contractors to ensure safe, compliant and well-maintained accommodation.
· Organised and chaired resident meetings, resolving concerns through effective communication and collaborative problem-solving.
· Supported vulnerable adults to access healthcare, welfare services and community resources while promoting independence and wellbeing.
  Education
University of Wales Trinity Saint David (UWTSD), Birmingham, Sparkhill Campus
Level 4 Health and Social Care (Current)
September 2025 – Present
· Progressing to Level 5 and Level

Gloscat College, Gloucestershire

· A level Diploma – Childhood Psychology
           1999 – 2000
D’Hautree School, Jersey
Completed Years 10 and 11, achieving 9 GCSEs, including English and Mathematics.
Primary and Secondary Education
Madeira, Portugal
Completed primary and secondary education in Madeira, Portugal, following the Portuguese education system before relocating to Jersey to continue my studies.
Professional Achievements
· Represented Portugal in competitive swimming (1986-1994), winning a silver medal in the 100-metre Butterfly.
· Represented Portugal in basketball and served as a captain of club sport Maritimo Basketball Team (females).
· Developed leadership, resilience, discipline and teamwork through competitive sport.
Professional Values
· Integrity and accountability
· Compassion and respect
· Patient-centred care
· Equality, diversity and inclusion
· Collaborative working
· Continuous professional development
· Professionalism and confidentiality

Supporting Statement
I am applying for the position of Senior Practice Manager at Swanpool Medical Centre with great enthusiasm, as it presents an opportunity to combine my extensive leadership experience with my passion for delivering high-quality, patient-centred healthcare. Having worked for over 17 years in leadership and management roles across housing, compliance and health-related services, i have developed the knowledge, skills and professional values required to lead teams, manage complex services and ensure high standards of quality, safety and compliance. Throughout my career, i have worked with vulnerable individuals and collaborated closely with healthcare professionals, local authorities and external agencies to deliver coordinated, person-centred support.
In my previous role as a Housing Officer, Compliance Officer and HMO Manager at Alliance Living Housing Association, i was responsible for overseeing the day-to-day operations, supervising staff, ensuring compliance with legal and organisational requirements, and maintaining high-quality services. I regularly conducted safeguarding investigations, risk assessments and compliance audits while ensuring confidential information was managed in accordance with GDPR and organisational policies. These responsibilities strengthened my leadership, decision-making and organisational skills, all of which are essential within a Senior Practice Manger role.
Working alongside NHS professional, social workers, local authorities and community organisations has enabled me to develop excellent communication and partnership-working skills. I understand the importance of building positive professional relationships to ensure individuals receive coordinated, effective, compassionate support. I am confident communicating with people from diverse backgrounds and can adapt my approach to meet different needs while maintaining professionalism and confidentiality.
My leadership style is based on Integrity, respect and accountability. I believe that supporting and developing staff creates a positive working culture, leading to improved performance and better outcomes for both patients and colleagues. Throughout my career i have encouraged teamwork, promoted continuous learning and supported colleagues to achieve high standards of practice. I understand the importance of leading by example and creating an environment where staff feel valued, motivated and empowered.
Alongside my professional experience, I am currently studying Level 4 Health and Social Care at the University of Wales Trinity Saint David, where I have strengthened my understanding of leadership, governance, safeguarding, quality improvement and evidence-based practice. This has reinforced my ability to evaluate services critically, reflect on my own practice and apply current knowledge to improve organisational performance.
I am particularly attracted to the opportunity at Swanpool Medical Centre because of its commitment to delivering safe, effective and patient-centred primary care. I would welcome the opportunity to contribute my leadership experience, organisational skills and commitment to continuou improvement while supporting the practice meet its operational objectives and maintain high standards of patient care.
I am confident that my extensive management experience, commitment to lifelong learning and passion for delivering high-quality services would enable me to make a positive contribution as Senior Practice Manager. I look forward to the opportunity to discuss how my skills, experience and values align with the needs of your practice.

SWOT Analysis
Strengths
· Over 17 years of leadership and management experience.
· Strong experience in compliance, safeguarding and governance.
· Effective communication and partnership working with NHS and local authorities professionals.
· Proven ability to lead teams and manage day-to-day operations.
Opportunities
· Complete my Level 4 qualification and continue my professional development.
· Gain experience within a GP practice setting.
· Undertake NHS leadership and management training.
Weaknesses
· No direct experience working within a GP practice.
· Need to develop a greater understanding of NHS primary care finance and contracts.
· Limited experience using GP clinical systems such as EMIS Web.
Threats
· Increasing demand and workload within general practice.
· Ongoing NHS policy and funding changes.
· Recruitment and retention challenges affecting primary care services.

Summary
Overall, my leadership, compliance and partnership-working experience provide a strong foundation for the Senior Practice Manager role. My key development priorities are increasing my knowledge of NHS primary care, GP finance and clinical systems. I am committed to developing these areas through continued study, professional training and practical experiences.

Personal Development Plan (PDP)
The SWOT analysis has helped me identify the areas to develop to prepare for a career as a Senior Practice Manager. The following plan outlines the actions i will take to achieve this goal.
Development Goal 
· Develop my knowledge of NHS primary care.
· Improve my understanding of GP clinical systems and finance.
· Continue to strengthen my leadership skills.
Action
· Complete CPD training and review NHS guidance relating to general practice management.
· Seek training in EMIS Web and develop knowledge of NHS funding and budgeting.
· Complete my level 4 qualification and undertake additional leadership development opportunities.
Timescale
· Within 12 months
· Within 18 months
· Ongoing
Success Measure
· Increased confidence and understanding of GP practice management.
· Able to demonstrate knowledge of GP systems and financial processes.
· Successful completion of my qualification and continued professional growth.

Reflection
This Personal Development Plan provides a clear pathway towards achieving my career goal of becoming a Senior Practice Manager. By building on my existing leadership experiences and developing my knowledge of NHS primary care, GP systems and financial management, I will be better equipped to meet the responsibilities of the role and contribute to the effective delivery of patient-centred services.

Gibbs’ Reflective Cycle
Description
This assignment required me to prepare a professional application for the role of Senior Practice Manager, including a CV, supporting statement, SWOT analysis and Personal Development Plan. It encouraged me to evaluate my existing knowledge, skills and experience while considering the requirements of the role and identifying areas for future development.
Feelings
I felt confident because of my leadership and management experience but recognised that i needed to strengthen my knowledge of NHS primary care and GP practice management. Completing the assignment increased my confidence for this type of role.
Evaluation
The assignment helped me identify my strengths and areas for development. Reflecting on previous lecturer feedback also reminded me that clear, focused work is more effective than including unnecessary information. I therefore ensured each section was relevant to the assessment criteria and tailored for the role.
Analysis
This process reinforced the importance of continuous professional development. Although my experience has provided strong leadership, communication and organisational skills, i recognise the need to continue developing my knowledge of NHS systems, finance and general practice management.
Conclusion
Overall, this assignment has increased my understanding of the Senior Practice Manager role and highlighted how my existing skills are transferable while identifying areas for future development.
Action Plan
I will complete my level 4 Health and Social Care qualification, continue developing my knowledge of NHS primary care through training and seek opportunities to gain experience within a GP practice to support my future career progression. 
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