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Introduction

The aim of this report will involve a personal reflection about my attendance to University,
including my course explanation, contexts given on term 1 demonstrating my learnings
and development. This report will include my life-line referencing the high points and the
lower ones, considering modules of reflection and learning styles. | will write about my mo-
tivation factors, my strengths and weakness, reflecting about them, and making a plan to
achieve my goals through the use of SMART task and creating a personal development
plan. In this module was required to do a role play exercise in class, that made an import-
ant part at learning context, i will write about my experience in the presentations and in the

realization of this task, reflecting the positives and negative points.

Personal Statement

My name is Ivone and i am from Portugal, i moved to England 6 years ago and i am enjoy-
ing. This same year i ingressed University to study Health and Social Care, my back-
ground is already related and it is my passion. | am a healthcare assistant for 15 years, 10
years in Portugal and 5 here, i never progressed in my area before i came to England, i
had a few certificates in healthcare but i never had a change to do more, i was confined to
work in the same place for 10 years. So England is offering me a diversity of things, at so-
cial life, personal and employability progression. | love this work i just want to achieve
more goals, getting back to study is helping me with future plans to fight for my own recog-
nition. | love to learn different things and i believe people are always learning even through

small things, to have an open mind also helps.

Life-time exercice

Life time exercise in class was the tool to step back from the present or futures thoughts,
and look back to my past, creating a paper structure about my past experiences, de-
cisions, low and high points. Through this exercise i was able to reflect about my steps,
feelings, and learnings, considering where i am today and if it was worth, and if there is still
time to change, to do more for myself, leaving back the negative experiences and concen-
trated in following with perseverance my goals (Open learn,2019). | think i learned from my
past and i am trying to not repeat the same mistakes, i need to focus more in my plans and
fight for them, that is what i am doing in the moment, coming back to Uni. | want to achieve
more positive goals and nobody will do it for me, i need to persist, and make a project for

future events (appendix 1).



Kolb’s Module of Reflection

Concrete = > Experience
Experience Reflection
A g
Kalb's (1984)

Learning Cycle
o Y
Application and Learning from
Planning < Experience

Source (Kolb,and Kolb, 2005)
This module of reflection was used at University to show me the importance of looking to
all the perspectives when reflecting, analysing and give a conclusion. Kolb’s learning cycle
told me that i need to leave the experience to be able to feel it and start the process of
reflection. Looking back to what happened i will learn from it, and use that knowledgment
to plan the next steps and put it in practice to do better next time (Tisdell and Shekhawat,
2019). In healthcare i learned a variety of experiences, trainings, roles, policies, but
leaving the experience is one of the most accomplish learnings, i learned by doing things
wrong, and try to do it better in the next time, i learned sharing moments with patients, with

body language situations, has aggressive or even compassion, appreciation.

Honey and Mumford’s: Learning Style

With learning style questionnaire i was able to identify how i learn more, about my learning
capacities and strengths, to find some of my lack skills and how to improve. | gave my
honest answers and i discovered that i am a reflector person, following with pragmatist,
theorist and last activist. | like to stand back and observe, being carefully- Reflector. | learn
through doing things, to experiment ideas, going straight to the point and not loose my
time in undetermined discussions-Pragmatist. | like to review experiences see different
perspectives and slowly take conclusions. | am a rational person and objective, how likes
to assimilate facts and link with theories -Theorist. | am not the person who first do and
then watch the consequences, or someone who likes to be in the centre of attention- Activ-
ist (Honey,and Mumford,1989). In healthcare environment i think it is very important train-
ing sessions, with theory and visual aids, but after that observing someone in a practical
experience it is essential, i learn by doing things, asking someone to demonstrate and let
me try to see if i am doing it in a correct way. Instead of asking for positive comments, i

ask for honest and constructive comments, i like to know what i am doing wrong, to be



able to understand and correct them. | am also very observed so i learn very fast and
when a task or new patient is given to me, i like to plan some steps and predict future out-

comes (appendix 2).

Self-Motivated Quiz

The realization of this quiz helped me to understand how motivated am i to achieve my
goals, it allowed me to see if i am persuading my objectives and if i have them, i need to
analyse if am in the right path, developing and growing. My score calculation was 40 so, i
am in a middle stage, i am doing alright and not in a loose path but i can do more. | need
to

be more positive and motivate other parts of my life. | need to work on my confidence and
efficiency (Mind Tools,1996-2019).

Johari Window

Known to Self Unknown to Self
Known to Others Open Blind
{Public knowledge; whal | {Feadback - your gift to me)
show 1o you)
finknown io Biliers Hidden Unconscious
{Private; mine to share if | trust (Unknown; new awareness
you) can emerge)

Source:(Warner,2012)

The module above is an exercice to help with a intospection about yourselfs, about what i
know about myself, what others think about me and what i dont know about me. Through
this observation, discovery, analise and conclusion i can make a plan to cahnge, improve,
and develop.

| am a hard worker, focus, how loves to learn every day, responsible, pratical, observed,
but also quiet, scared of exposion, first impressions are not good has my facial expression
is serious and sad, but i love to share and make friends. Others they dont see me like that,
but also dependes how straight people know me or if they are willing to know me. At work
with the persons i most deal with i got a very good feedback and i am happy has they see
my qualities as a person and has a worker, i got lovely comments, but also they can see

opportunities to take advantges has i can not say NO, s6 even i am really busy or i do



want to have some spare time to myself, i always prefer to take others needs than mine
(Saxena,2015)

SWOT Analysis

This exercice is a tool to observe and analise individuals stengths, weeknesses,
opportunities and threats, it can also be used in employability environement to identify
internal and external factors or problems. With this tool i was able to do my own reflection,

analise and start to make a development plan.

Personal SWOT Analysis
Strengths Weaknesses | Opportunities Threats
Panicking
Listening Unconfidence School Presentations
Lack of
Pay attention | Affraid to speak Degree knowledgemnt
Lack of Training
Eye contact vocabulary Presentations Brexit
Poor Increase
Caring explanations vocabulary Overwork
Learn every day Assessements Health

With this analise i realise i need to improve my vocabulary attending classes, spending
time reading more and developing my knowledgement, devoloping this skills i will also feel
more confident because i will know more about what i am talking based in facts and
evidences. Presentation skills also need to be more trained by taking changes and speak
in front of others (Gurel.and Tat.2017). In healthcare it is essencial to be focus, to pay
attention to tasks, to patients and never loose the control and the calm. When paying
attention to a patient i need to listening carefully even to body language movements,
because some of the patients can not express themselfs with words or do not control their
behaviour. Working in healthcare can teache me diverse things because anything can
happen at this environement, i am working with human beings so6 that is natural, learning
from different individuals, expiriences, diseases , conditions. In this environement i fell
confident, i like to be there for someone who needs it, and i am not affraid to speak, i dont
show my weekness, i am always polited, asking permission to do any task, and always
saying thank you. Dealing with overwork it is hard for me, i can not say no for myself i

always take someone other side, and if they need me i will be there, but i am struggling



with my personal time free. | am trying to work out how to say NO to preserve my

wellbeing (appendix 4).

Smart Goals

The ability to describe and identify lack of skills, qualities,and set goals to achive should be
done with SMART tool. The elaboration of this task will make people understand the
differnce between realist and unrealistic goals, it will help to make a plan and mesure time
realization (Rubin,2002).

Smart Goals

Skill or Ability Communication Writting Reading

Improve Vocabulary Writte e-mails Policies

Talk in front of people Cover letters External sources
S [Specific Lack of confidence texts Legal contexts
M |[Measurable || need to achive in 1 year In 3 months 1 year
A |Agree Yes Yes Yes
R [Realistic Yes Yes Yes

June 2019 to June

T |[Time-bound June to December 2019 2020

The task exercice proved i need to know more about what i am talking and i need to build
my confidence using presentations in class, also the need to writte more, politely and
professional. | need to check my e-mails in a detail analise and absorve learning
outcomes, i am already reading when necessary but i need to motivate myself to read
more about diferent aspects, has policies, legal frameworks, and health environement.

With school attendence i am learning new vocabulary that i am trying to use on my daily
basis, when communicating with my employer or even with my patients or relatades.
Comming back to school is good and appropriated for me, has i want to grown in
healthcare environement, but i was expecting more from this course, at level 4 i was
expecting more complex learnings about policies and roles inside of healthcare, i was
expecting more pratical exercices to understand how to deal with problem solvings inside
of organizations and proper explanations from the outcomes. It is gratefull to learn the
contexts i am learning but it is only a review and basic concepts to me, and i would

consider this a level 1 for a starting in healtcare studies (appendix 5).



Personal Development Plan

With the course progression i reached the task of completing a PDP , this exercice has the
objective to start a process of defining my goals and the steps i need to take to achive
them. It will refelect the knowledge existent and the one’s i need to learn, to improve and
acomplish. The following table will demonstrate the steps to achive my objectives on a
carer plan (Cottrell,2019).

Development plan
NAME: lvone Amorim Student NUMBER: 1818223

COVERING THE PERIOD FROM: June 2019 TO: September 2020
wantineedto | Whatwillidoto support will | success criteria reviewand
learn? achieve this? need? be? completion

I need to leam | will attend Finish my course| Became a befter | June 2019 to
more about classes with positive communicater May 2020
communication feedback
skills | will frain my Talk about what |

presentation Work in understand
| need to build skills Healthcare along
my confidence side with UN Increase my

| will read more qualifications
Leam and talk more Improve my CV
Vocabulary Apply for higher

| will complet Apply for befter | job positions
Improve my exercice In Jobs April
English classes Feel more 2020

Be able to do condident

Talk in front of Listenning befter reports
people carefully fo Follow with my

lectures Uni support studies L4/5 September 2020
Improve my skills
In Health and Reflect and Lectures Ingress in a September 2020
Social Care analyse reference job Nursing course

leamings
Obtain more Understand
knowledge Apply my Healthcare

leamning on my policies
Improve Problem| job environement
solving skills




Role Play

In the last weeks of Term 2 i had a exercice class to performed. The purpose of the role
play was to perform an interview job with a partner. The interview included finding a job
offer, the job requirements and the person specification. When planning this task i went to
my NHS account and looked for some jobs (NHS Jobs,2020). | was trying to find a job in
my area has i am already working in healthcare, but applying for NHS i find it hard,
although i have a lot of expirience in the area working with complex care in the moment,
and i do online trainings

and annual trainings that is not enough. | find myself in an unkown situation, i do apply for
private agencies and i am always called for interviews, as well with a job offer, but after the
offers most of the times i refuse the position because i realize the type of job will be the
same i already have and the clients localization is to far from my residence. | also analise
that is not what i want , i want more, and i miss working in a team, like in Hospitals,
Respite spa’s, or GP’s environement.

With this exercice i looked at some videos on you tube to prepared myself, but i already
knew how i wanted to conducted my interview, i have some expirience in answering
questions about my work and i know what are the most commun questions in a interview.
The employer wants to find if the interveew is the right person for the job, if it undrestands
the role, and the confidence doing the job.

On my job environement i am confident because i love my job and i know what i am doing,
although i feel very unconfident when someone has a strong personality and tryies to put
me down, and that reflects on my presentation skills, i always panick. | did my best
interviewing my collegue and being the interviewee, i had good verbal comments from the
lecture and from two of other collegues who expressed themselfs while the interview was
happening. | also got seven Interview Peer feedback, that i observed after. Giving my
honest comment i am not to happy with the score that my collegues had gaven to me, but i
need to respect. | had a hard work preparing myself for this task, preparing the questions ,
how to welcome someone, to demonstrate confidence in my skills. At my perspective i
think i did well, not looking to my shacking voice, i have knowledge and confidence talking
about care, so i do not really agree with the my feedback given. | maintained eye contact

all the time , my posture and movements were correct, i was polited, clear and focus.



Interview Feedback Form
Date: 12-12-2019
INTERVIEWEE: Ivone Amonm/Oana Olari INTERVIEWER: Oana Olari / lvone Amaonm
SCORE: 5= Excellent, 4=Very Good, 3= Good/A verage, 2=Poor, 1= Very Poor

ARRIVAL, APPEARANCE & POISE .
Firmly shook hands of interviewer, smiled and greeted 1| 4| 2| 0| o |1-Wellpresented demonstrated
Maintained eye contact 03|40 o [kowledgeverygoodasinteviewee
Hand and facial movements were nafural 2 [ 3200 pndinterviewer > Thoudh
Posture (saf up straight, elc ) B A 2B explanations on managing é;:fﬂt:ult
Displayed confidence 11al2lolo patients
SKILLS PRESENTATION & DELIVERY e | [ [ | |
Demonstrated knowledge about the company L. | 3|2 |8]0
JAligned answers with the needs of the company 1|1]4]0]0
Demonstrated skills with examples 1|4]|3]|]0]0
Acted in a polite manner 1L{4]2|0]f0
Answered questions in full and in a timely manner 0| 51|00
[Inderstood the position 133|000
Displayed enthusiasm 1({3|3|0]|0
Focused on strengths, avoided weaknesses 124|010
Referenced specific items on CV 0|2|5|0/|0
Emphasised qualifications L. | 3| 3|9 ]|0
Asked appropriate questions of the interviewer 1|3 (3|00
Spoke clearly and at a reasonable volume 0(3[3]|]0f0
Limited the use of filler words such as "um” or "like" 0| 4|3]|0]0
Did not talk negatively about previous employer(s) 0|2|5|0|0
OVERALL PREPARATION ' | 1 ]3]

POINTS AVAILABLE 100 14|59 |57 |00

The picture above is the peer feedback summarised, although not every question has
been answered, s6 my observation and analise is only based on the marks pointed. Thre
was no verbal feedback and the feedback was annonymous, in my perspective the
questions had not been answer because my collegues forgot, did not pay attention, were
not sure how to mark the question, or the question in the feedback had not been covered.

The feedback results given by my collegues are marked between 59% Very Good and
57% Good/Avarage. Acording to them i did good, although some of them forgot to give
some points, there was questions that have not been marked. | also had two comments,
from two differnt collegues. | am happy with that comments because it shows me that they
were concentrated and paying attention to the role play, also one of the feedback is from
someone who works in care so, there is feedback knowledgement. The high points

demonstrated that i firmly shook the hand of the interviewer, i smiled and greeted the



interviewer in a proper way with 4 points, with another 4 points my collegues mencioned
that i displayed confidence, i demonstrated skills with examples when speaking about the
role, about how to performe personal care, and how to deal with no consent treatment, that
we need to respect patients rights and it is his right to say No to treatments, just if theres a
suspisious of lack of capacity i need to take other legal measures. Whith 5 points i
answered questions in full and in a timely manner and with 4 points i did not use words
such as "um" or "like". This has the most important points marked has Very Good, marked
has Good/Avarage i had 4 points maintained eye contact with the interviewer, answering
questions aligned with the needs of the company, i was focused on my strengths and
avoided showing my weaknesses. | also got 5 points when not talking negatively about my

employer that i need to respect and be polited (appendix 7).

Conclusion

The PDP module was very interesting because it made me reflect about myself, my past ,
my expiriences, the learnings obtained, my strengths and weekness and my goals, what i
need to concretize to achive my objectives, it made me think how to prepare and plan the
steps i need to follow. The role play was a tool to identify that in social life and healthcare
environement everything can happen, and i will find different people to work or to look
after, accepting different perspectives and respect them. | am happy with what i learn and i

am ready for more.



Appendices

Appendix 1 — Life line exercice

Your lifeline

Many people find it helpful to look back on their
their priorities are and what they want from life. Pr
to the past rather than see it as a confusing jumble

be the first step towards considering the future and mo'

1. Print this form and, starting from your birth to the pre
events in terms of the extent to which they mark high or
2. Were these key events instigated by you or the result of ¢
3. Do these experiences have anything in common? 7
4. Think about what happened and how you felt. What does this sa
how might that affect your future decisions?

This lifeline should show your high and low points. Include key events i

a High points

P)
S r"‘—
Birth 0 50
Chm?é
Ciy
ond
Sc bocl
Low points

Source: http:

Copyright © The Open University



Appendix 2- Honey and Mumford’s

Handout 14: Honey and Mumford's Learning Styles Honey and Mumford: Learning Styles Questionnaire
T"e'l" 1S 1o time limit to this questionnaire. 1t will probably take you 10-15 minutes. The accuracy of the
results depends on how honest you can be. There are no right or wrong answers. If you agree more than
you disagree with a statement put a tick. If you disagree more than you agree put a cross by it Be sure

" 7
Honey and Mumford's Learning Styles fo mark each item with either a tick or cross. When you have completed the questionnaire, continue this
task by responding to the points that follow
Leamning s vlcs‘\verc dev -{Iupcd by Peter Honey and Alan Mumford, based upon the work of Kolb, 1 | have strong beliefs about what is right and wrong, good and bad
and they identified four distinet learning styles or preferences: Activist, Theorist: Pragmatist and O e I often act without considering the possible consequences
Reflector. These are the leaming approaches that individuals naturally prefer and they recommend ] 3 l1endioscive problems using s step-by-siep spprosch
that in order to maximise one's own personal lea g cach learner ought to: form: .
g A : pers carning each ugl a « | believe that al procedures and policies restrict people.
« understand their learning style d s I have a reput
. wve a tation for say ‘what | th i Al
«  seck out opportunities to learn using that style Ving what | think, simply and directly .
N o . 6. 1 often find that acti ba: d on careful 't a
The characteristics of the four leaming styles are summarised in the following table: o bl ons based on feelings are as sound as those based on careful thought
5 7 I like the sort of work where | have time for thorough preparation and implementation
i Attributes Activities = o
style utes Os 1 regularly question people about their basic assumptions.
- e brainsrming 9. What matters most is whether something works in practice.
Activists are those people who learn by doing. Activists need to get ooy
their hands dirty. to dive in with both feet first. Have an open- « ol “d“ il “”g“ [M 10 lactively seek out new experiences.
. g io
Activist | minded approach to leaming, involving themselves fully and ] iseuss B 11 When | hear about a new idea or approach | immediately start working out how to apply it in
without bias in new experiences. o puzzles
o competitions
o role-play [ 12 1amkeen on selfdiscipline such as watching my diet, taking regular exercise, sticking 10 a
P fixed routine etc.
These learners like to understand the theory behind the actions. . ;‘;‘:u:u’cs [ 13 1take pride in doing a thorough job.
They need models, concepts and facts in order to engage in the 5 ; .
- learning process. Prefer to analyse and synthesise, drawing new s Atones, [3/ 14, 1geton best with logical, analytical people and less well with spontaneous, “irrational” peopie.
; \herr . it
eorist | information into a systematic and logical theory'. . Z:Zk:mnd [ 15 take care over the interpretation of data available to me and avoid jumping to conclusions
information [ 16 Ilike toreach a decision carefully after weighing up many alteratives.
. ing th
2pplying theories [ 17. Imatiracted more to novel, unusual ideas than to practical ones
These peapls nead to be ahle o e by 1o put the leanting it . :mé b ‘hmlk ?bom 18 1 don' like disorganised things and prefer to fit things into a coherent pattern
practice in the real world. Abstract concepts and games are of how “]° “pply lramug. O
Pragmatist | limited use unless they can see a way to put the ideas into action in .o "’d M 19 I accept and stick o laid down procedures and policies so long as | regard them as an efficient
their lives. Experimenters, trying out new ideas, theories and “‘5; :“’ “51 way of getting the job done
techniques to see if they work. = [ T Soiing) Qf 20, Ilike to relate my actions to a general principle.
discussion : 4 :
i . scussi Illike to get straight (o the point.
These people learn by observing and thinking about what happened. paired discussions @’ 21, Indiscussions o igt poi
They may avoid leaping in and prefer to watch from the sidelines. * sltamlgsls [ 22 Itend 1o have distant, rather formal relationships with people at work
Prefer to stand back and view experiences from a number of questionnaires "_
i and different
different perspectives, collecting data and taking the time to work *  personality [] 23 ! thrive on the challenge of tackling something new and different
Reflector | towards an appropriate conclusion. . -‘1::: :n“l:n.mes [ 24 1enioyfundoving, spontaneous people
o observing activities [ 25. 1 pay meticulous attention to detai before coming to a conclusion.
o feedback from others | find it difficult to produce ideas on impulse.
*  coachin,
interv \c\is 1 believe in coming to the point immedialely
1 am careful not to jump to conclusions 0o quickly.
h . i . 4
ford) | prefer to have as many sources of information as possible -the more data to mull over the

(Reference: hutp://www2.le.ac
better.

Flippant people who don't take things seriously enough usually irritate me.

1listen o other people's point of view before puting my own forward.

COMAPP Cornmunty M Applicstonsand Patpason
w conmpp-online de

jpesn Commisson(Lifelong Learing Programae)

e e Comso os b e o iy
1 DGR DTV Itend to be open about how Im feeling.
R T uninrl 201 - 074 ol -
67
[S2790 10 cmoumuions | anyoy wateisng e manomrvrings of e oifer vt ‘ E/ On balance | do the listening rather than the talking
i n
M pewter 1o reapond 1 svents an rtnreoun. Reviie hassin ruitver an phen ngS o | 68. Ite )
. e, TR I . D nd to be tough on people who find it difficult to adopt a logical approach
WA 1100 10 be sivavied 1o eoh e 88 retwort aalyei. Row charte, branehing 69.  Most ? i
| Poshltody umlh‘\’m:‘l'::"'::\!.ﬂi - P— M times | believe the end justifies the means
[V 30 1worrisn me 1 have 10 rush ot & s of wark 1s el & BP0 daantine l:l 70.  ldon't mind hurting people's feelings 0 long as the job gets done.
AT Ltend 10 Judge peopie's ieas on thelr (eacion’ ments | | fi :
(] D ind the formality of having specific objectives and plans stifling.
'\\] A Quist Thoughthul (eapie Iend 1o mske me fee weesy D 72 I'm Il
3 usually one
(LF/90 1 ofen gl miated by peaie who want 1 rush s 'y one of the people who puts life into a party.
7
[SF 40 1t more important 10 enjoy e present moment than to thirk about (he past of fture D 3. I dowhatever is expedient to get the job done.
[7] 41 1k than docinions based on a thorough analysis of et e information are seonndar than D 74. | quickly get bored with methodical, detailed work.
thowe based on intuftion @/
[7] % 1tond 1o be s perectionst 75. leeznreen on exploring the basic assumptions, principles and theories underpinning things and
S.
[] 48 ndimoussions | usually produce los of apontaneous kdeas E/w I'm always interested to find out what le think
o - ind out what people think.
]\4’ 44 In meetings | put forward practionl reafistic ideas @( .
) - llike meetings to be run on methodical li icki i
I } € Mere chen then nol, ries are thare 1o be broken g ical lines, sticking to laid down agenda, etc.
[X 46 1 proter 1o stand back from a siluation and consider il the perspacives [[] 78 Isteer clear of subjective or ambiguous topics
nd weakn in other people’s arguments D 79.  lenjoy the drama and excitement of a crisis situation.

[q 47 1 can often see inconsistench
[ ] 48 On balanoce | talk more than | listen. D 80.  People often find me insensitive to their feelings.

m 49 | can often see better, more practical ways (o get things done. Scc;ring
‘'ou score one point for each item you ticked. There are no points for crossed items. Circle the questions
50 1 think written reports should be short and to the point. you ticked on the list below:
[ 51 1 believe thatrational, fogical thinking should wi the day 2 & 8 5
g 52 l1tend to discuss spocific things with people rather than engaging in social discussion é % 4 g
1
[J 53 1ke poaple who approach things realistcally rather than therelically ® o @
D 54 In discussions | get impatient with irrelevancies and digressions. i @
23 9 18
D 55 If | have a report to write | tend 1o produce lots of drafts before settling on the final version. @ @ g
m/ss | am keen 10 try things out to see if they work in practice 32 g @ 5
34
g/sr | am keen 1o reach answers via a logical approach. @ % ®
D 58. | enjoy being the one that talks a lot @ a2 @
[B/ 59.  Indiscussions | often find | am the realist, keeping people to the point and avoiding wild 48 4 @ &
speculations 45 g ) 54
48 G
58 55 61
@/oo, | like to ponder many alternatives before making up my mind ®
7 68
1. In discussions with Ioften find | am the most : ®
6 people most dispassionate and objective. 72 g 70
A I'm more o 9
M 62.  In discussions likely to adopt a “low profile than to take the lead and do mo e 74 =
oA el 78 80

g/u 1like to be able lo relate current actions (o a longer-term bigger picture. L 14 1

Q’“‘ When things go wrong | am happy 10 shrug it off ang "put it down o experience”. Activist Reflector Theorist Pragmatist

, to wild, f have a particular learnj
[/65 tendo oot ideas as being i , Your st may show ety r1ing style. 1tmay be useful o bear this in minc

| ch you adopted the best one in th
/66, Its bestto think carefully before taking action. _g‘v":g‘,"wwm‘nm 8




Appendix 3- Swot Analyse

Suooe Amoser)
Aw A ¥I3

"I'MindTools

Essential skills for an excellent career

Personal SWOT Analysis Worksheet

Forinstructions on using Personal SWOT Analysis,

visit www.mindtools.com/personalswot.

Strengths

What do you do well?

What unique resources can you draw on?
What do others see as your strengths?

]

Weaknesses
What could you improve?
Where do you have fewer resources than others?

What are others likely to see as weaknesses?
Listening unconfidence
pay attention afraid to speak
Fecontact lack of vocabulary
caung poor explaining something
learn every day
Opportunities Threats
What opportunities are open to you? What threats could h:-:rm ):u? A
What trends could you take advantage of? What is your competition ¢ loing? j 4
How can you turn your strengths into opportunities? What threats do your expose you
s
School opportunities panic
lack of knowldegement
Degrees
training presentation skills

© Copyright

ease feelfree to copy this sheet for your own use
Pleass

1,2006-2017.

and to share with friends, co-workers or team members, just as long as you do not change itin any way.

Appendix 4- SMART Objectives

SMART Tasks

specific task (what is the
task or objective? attach
details if appropriate)

skill or ability area

Coormom colon
X 00K 3o €aod «

@rvb‘_)(fe ){

¢ coaf deeca(Nack)

cGoMe omaoy

elless
woM:iga >
= S

- dects

Specific - Measurable - Agreed - Realistic - Time-bound

T meaoue \quxé»uf{ny

Name TLoe Aowon 5%53J1?’

measures st iming (follow:
(standards and ?g’:?,‘)’ ':: :t‘;')" (start/finish | up notes - attach details if
parameters) p' dates) appropriate)
soe T weed 4o koo
ochiece 1o b JO3A [ 000 o wimck
A B +o oo A ooy, cbooh
e < Neoe Ay mose
Hone aneéezx-g 3
3 coolns

+ Rbicies

\-'?easor% + Bxbegace Sowoces

1 yec

www.businessballs.com. © alan chapman 2002

This management tool was developed by alan chapman consultancy and you may use it

personally or within your

acknowledged. Publication in any form or use in provision of business services to a third party is not allowed wif
using this system is available from alan chapman via email advice@alanchapman.com. Free online

training and systems
are at www.businessballs.com. © alan Cha;gan 2002,

e e—




Appendix 5- Peer Feedback

Interview Feedback Form

INTERVIEWEE: /Lo i/ E

INTERVIEWER:

Date: /2 /- />

O#NF—

SCORE: 5= Excellent, 4=Very Good, 3= Good/Average, 2=Poor, 1= Very Poor

Comments

Flrmlv shook hands of |nterwewer smiled and greeted
Maintained eye contact
Hand and facial movements were natural
; Posture (sat up strafght etc.)

Displayed confidence

ooooo
o ,
ogooo

“ﬁxﬁ M;muﬁ A temppoter

/H%Cyvg(t Ce j/%—‘m \

| =o

Demonstrated knowie ge bout the company
Allgned answers with the needs of the company
Demonstrated skills with exémples
Acted in a poiiie manner
Answered questions in full and in a timely manner
Understood the position
Dlspia\fed enthusiasm

~ Focused on strengths; avoided weaknesses
Referenced specific items on CV
Emphas_ised qualifications
Asked appropriate questions of the interviewer

Spoke qlearly and at a reasonable volume
Limited the use of filler words such as "um" or "like"

Did not talk neganvely about prewous employer(s)
¥, s S

ODOEMEBRO0BEKORRO0

|

0000000000000 oOE |

QMDEIDIZE\DDDDDDEI“‘
ooOoOooOooOooOooooap
O0oDoooooooooooop

3|
™
3|
H
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g
o
| B |
a
_‘A.V
|
o

POINTS AVAILABLE 100

LECTURER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM

POINTS EARNED ___
GRADE __ %

COMPLETION OF THE INTERVIEW. 4

V\Mg

Interview Feedback Form

__Date: )/ [/ /9

INTERVIEWER:

SCORE: 5= Excellent, 4=Very Good, 3=

Good/Average, 2=Poor, 1= Very Poor

Comments ‘

Firmly shook hands of interviewer, smiled and greeted
Maintained eye contact

Hand and facial movements were natural

Posture (sat up straight, etc.)

l Displayed confidence

ooooo
€800
ooooo

Demonstrated knowledge about the company
{ Aligned answers with the needs of the company
, Demonstrated skills with examples
Acted in a polite manner
Answered questions in full and in a timely manner
j Understood the position
,’ Displayed enthusiasm
J Focused on strengths; avoided weaknesses
Referenced specific items on CV
Emphasised qualifications
Asked appropriate questions of the interviewer
Spoke clearly and at a reasonable volume
Limited the use of filler words such as "um" or "like"
Did not talk negatively jl)g_ug pg\ﬁgu_s gmp!oygf(_s)_

ooooooool

Doooocooooocooool
ORO0O0OCO0@EROO0R
E08CRRBECOOREO.
Sl=R=N=l=0=R=R=R=R=R=R=R=R=]
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=
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a
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LECTURER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM

COMPLETION OF THE INTERVIEW. &

it

“POINTS AVAILABLE 100
POINTS EARNED ___

%
— e~ J




Interview Feedback Form

INTERVIEWEE: f],,\[fo,n(  INTERVIEWER:

SCORE: 5= Excellent, 4=Very Good, 3=Good/Avem¢e 2=poor, 1= Very Poor

Firmly shook hands of interviewer, smiled and greeted

~ Demonstrated knowledge about the company 08000
Mcmwﬂhﬂnmﬂsdthecompany &g,gg
oo 0]
owoao
oo &0
owo o
o &0 o
‘oo &0
Dea o o
000
F=R=RE=RE=}
Limited the use of filler words such as "um" or "like" ‘D.Q’iD o
ﬁn&mmwmmp«mmw:mmy UMDK/UHQ ! TTT I e
. ololol LECTURER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM

COMPLETION OF THE INTERVIEW.

™ e

Interview Feedback Form

Date:
INTERVIEWEE: ., - Aoy INTERVIEWER: /1107
B = e Boe

SCORE: 5= Excellent, 4=Very Good, 3= Good/Average, 2=Poor, 1= Very Poor

Comments

|

Flrrnly shook hands of lnterwewer,

smiled and greeted Qoo|o
7~M§|L\t>amed eye contact ogl10o|a
~ Handand f fgual movements were natural o lololo
Posture (sat up sirmght etc ) ' Oo|lE0o(o
Displayed conﬁdence e i = olo|o
SR T e B VAl v e ol = TR -
Demonstrated knowledge about the ‘company ool o ‘
i Allgned answers with the needs of the company OO o o o
Demonstrated skllls wrth th examples o.oloolo
 Acted in a polite manner e =] DTDi oo
Answered qae?tlagn full and in a timely manner i ] =] =] 1ojaj
~ Understood the position - E:, Ojoo o
Displayed enthusiasm y | ojg oo
' Focused on s?re?igths, avo:ded weaknesses 2ojgojo|o |
* Referenced specific items on cv B - D/”EL o/ojo
~ Emphasised qualifications o a/ojoo o
~ Asked apprdpnate qu;s;u;ns of the mtervnewer - L8 i oo vl:l o
S;dkieitizlé;rli and at a reasonable volume - |o|g|o oo
~ Limited the use of filler words such as "um" or "like" oE| 000
' Did notitiail:n_e‘gart;vielyj about prewous emplover(s) oo aa|o _ _
WW'PRE:ATRA:IOA} I o ‘ o ‘ o , O » o LECTURER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM

e ' COMPLETION OF THE INTERVIEW. 1]
© POINTSAVAILABLE 100 |

POINTS EARNED ___
GRADE __ %

—N T




Interview Feedback Form

S Date: \o1\) \=
INTERVIEWEE: 7 \/ouiuo  INTERVIEWER: —

SCORE: 5= Excellent, 4=Very Good, 3= Good/Average, 2=Poor, 1= Very Poor

Comments

Firmly shook hands of intervieer, smiled and greeted
~ Maintained eye contact
Hand am:j faaa! movements were natural
Posture (sat up straight, etc.)
Dasplayed confidence

Demonstrated knowledge bout the company a
Alcgned answers with the needs of the company E].
Demonstrated Skl"s with examples a

]

| Actedina pohte manner ||
II Answered questions in full and in a timely manner ]

| Understood the position

[ Displayed enthusiasm -

l Focused on strengths; avoided weaknesses

| Referenced specific items on CV

‘1 : Emphassed qualifications
f
|
|

pnnnumf

—t

=jfalf=]=}a}=]=}=}aYa|

—

Asked appropriate questions of the interviewer
Spoke clearly and at a reasonable volume
Limited the use of filler words such as "um" or "like"
l Did not talk negatvvelv about prevnous employer(s)
- ST ——

oooooOoOoOooooooo)

|

I
1
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O|00O0O0oooOoooooooo

O|oooooooo

|
LECTURER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM |
COMPLETION OF THE INTERVIEW. }

B

[ OVERAU. PREPARATION ‘

POINTS AVAILABLE 100
POINTS EARNED ___ — a— “

GRADE __ ¥ e S Al |

Interview Feedback Form
Date:

INTERVIEWEE: INTERVIEWER:

SCORE: 5= Excellent, 4=Very Good, 3= Good/Average, 2=Poor, 1=Very Poor

: Al LT TR W
Firmly shook hands of interviewer, smiled and greeted
\ Maintained eye contact
| Hand and facial movements were natural

Posture (sat up straight, etc.)
| DLsplayed confidence

Demonstrated knowledge about the ¢ pany
Aligned answers with the needs of the company
Demonstrated skills with examples

In|

ooo

oo
ooo

Acted in a pollte manner

Answered questions in full and in a timely manner

|
T

500
ooo

oooooo

Understood the position
Displa;ed enthusiasm
Focused on strengths, avoided weaknesses
Referenced specific items on CV

Emphasised qualifications

Asked appropriate questlons of the interviewer
Spoke clearly and at a reasonable volume )
Limited the use of filler words such as "um" or "like"

Did not talk negatlvely about previous employer(s)
[

OVERALL PREPARATION ’ O ‘ [m} } (m] {

NN
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oooooooosgd
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‘&Els\m‘ls
ooooooo
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m}
—

LECTURER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM
COMPLETION OF THE INTERVIEW.

ol ooooo

POINTS AVAILABLE 100

5 POINTS EARNED ___
4 GRADE _ % el
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Interview Feedback Form

SCORE: 5= Excellent, 4—VeryGood 3=

T

Firmly shook hnd f i -
ntervie
< Milmame(g eve contact wer, smiled and greeted

[m]

Hand and facial movements were natural o
- le (sa\ up straight, etc, ) g
[m]

Displayed conﬁdence
D 0 Ak

ELIVERY
Demonﬂfated knuw|edge about the company
~ Aligned answers with the needs of the co
D ated skills with
Actedina polite manner A
o Answered questions in full and in a timely manner
Understood the posﬁmn
Displaved enthus1asm ; 2
Focu§e§ onrsrtrengths avoided weaknesses
; Refergnced specifig items onCV
¢ Emphasmed quallf catlons
Aikf ‘appropriate questnons of the |nterv|ewer =
~ Spoke clearlv and at a reasonable volume
~ Limited the use of filler words such as "um" or "like"

DId not talk negatxvelv about prevlous employer(s)

i

mpany

Good/Average, 2=Poor,

1= Very Poor

ooooo

pooOoOooOooooooo

INTERVIEWER Cb\m

_Date: (2 .\2 .21~

POINTS AVAILABLE 100
POINTS EARNED ___

GRADE __ %

LECTURER: PLEASE SIGN AND DATE IN THIS BOX TO CONFIRM

COMPLETION OF THE INTERVIEW.

Appendix 7- Job Description

‘mperial College Healthcare

ADDITIONAL INFORMATION

Madical Examinations
Al sportmets se condfond won i hesth desance. Falore © provide cotinuing
satisiciory evidence if required, e g of immunizalion, wil be regrded 2= abreach of contract

Disciosurs & Barring $ervics/Safeguarding Chiidren & Vuinerabls Adults

Apglicants for many posts in e NHS are exenpt fom e Rehabilitsion of Ofenders Act 1974,
Apglicants who e offered emgloym ent for such posts will be subject 1o a ciming recard chedk fom
#he Disdosre & Baring Service before appoimiment is confirned.  This indudes detsis of caions,
regrimands and fnal warnings, s well a5 comvicions. Furter informasion can be found via: fips 4
Aww gov ukgavermimen ior safons/ disdosy e-and barring service. Post haders have a genersl
ﬁqbw&QMmerdﬁld‘snhmdt—MMsadb
enzring fut they are sware of specfic dulies resing o hher rde. Stafl are obliged o disdase ©
#he Trust duing emgloyment any pending omind comvicions, induding cadtions, and any ather
informaion reevant ©o he ssleguar ding of children or vuinerabie adults.

Profsssional tion

Stafl under tsking work which requires professionid regsy sion e responsiti e for enswring that ey
nsuugsvudrdMlhuycundymhmyCa&staduuwﬁaﬂen'ﬂprdsmﬁud
of must be prack id =t =y Sme y on request.

Work Visa/ PermiteLeave To Remain

¥ you are a nonresdent of fe UK or EEA you e required o have a valid work visa and leave
munmt-UKMvsruudamxd. The Trustis unstie © emglay o calinue % emplay
you if you require but do not have a valid work visa and/or lesve 0 remain in e UK

NH$ Constitution

The NHS Consitus princigles and values of e NHS in England.| You shodd am
bmmhch@n!xﬂaﬁsdc"aﬁ:mmwcerdwhcmﬂsd
respect, tske responsi bility for e cre you provide and your wider contribuion, tske wp Faning and
devepment gportnifes provided, rase ay geune cocern you may have about a risk,
malgracios o wrangdaing &t wark, invalve pasents, feir fmilies and carers Rily in decsions, be
apen if amyfing goes wrong and contribute ©0 a dimate where the reporing of, and lesrning Fom,
erors is encorraged.| You shadd view e services you provide fom a psien(s standpant and
contritute %o grovdng far and equitile services fr 3l The sbove is a briefl sunmary, you e
encowr aged 10 acoess the il document ot wanw/ s uk foons Stution

Dignity 8 Respect

The Trust requres thet you rest ohers with dgity and respect and it you do nat harass o
atherwise dsoiminste against any ofier member of stsfl, pefent or visitor 0 e Trust or emgloyees
of any assocsted emgloyers or contraciors of the Trust on $e grounds of race, cdour, sex, age,
disablifes, rdigous beliefs or sexudl oriertasion.

ConfidentiaiityAnformation Quaiity Assuranca/Fresdom of information
The post-holder mmmmmuyd\mmmsimm"mmmm
business and be awae of e Data Pratecsion Act (1984) and Access to Heslth Records Act (1990).
As an emgloyee of e Trust it is epected fut you will take due diigence and cre in regard to any
infarmaiion callected, processed or hand ed by you during the corse of your work and $at
uhlﬁnﬂmuoﬂﬂd.m:m pocessed and handed in comghance with Trust
ad fe pasthdde shodd be awae of fe responsbility
;iacudmcndqwsurdvhcﬁuﬁnd&mkl&&aduwﬂaﬁtﬂpqn
ensure that $e Trust conglies with fie Act when handing o dealing wi$ sy infformasion rdaing ©o
Trust achvity.

Risk Management

Al staff have arespons bility 1o report all dinicsl and non-dinicsl acadents o inddents promplly and
when requesied o co-aperate with any invesigasion undertsken.

CLSRGGMIY TRANR 0315-17

/-

t—’\Mc__/

AIM OF THE ROLE:
8 T et sl emirwwwt i rocsetnend nomen seloe eweieion  with w cdedi e od oy

:

Heaith. § and Securt:

The past hader must co- aperate with management in dschar ging its responsibilies under fie Hed
and Safety 3t Work Act 1974, tske ressonati e cxre of hemseves and ofers, and ensure $e agread
safety procedr es e caded out ©o mantain a ssle for psierts, emglay and vistors.
The Trust has adopted a Security Policy in arder %o help protect pefients, visitors and staff and ©
safeguard ther praperty; dl emgloyess have a responsibility ©0 ensure $at fiose persons using the
Trust and its servioss e as secure as passitie. The Trust aperates a s¥rict Non- Smaking Pdicy.

Confiict of interests
You may not withaut e consent of the Trust engage in any outside emgloyment and in par Soudar you
e dequdified Fon an ppamment as achar or Non-Execuive Direcir of another NHS Trust
whilst you e emgloyed by fis Trust. In accordance with e Trus('s Coflict of Interest Policy you
must ded e 0 your manager 3l private interests which cod d patersially result in personal gan as a
consequence of your employment pasion in e Trust. The NHS Code of Conduct and Standards of
B.lmCcndn(clN”SSﬂrqmymnhdaaalmasnf-nyouaadanrﬂnwa
ing i merest in o inany acvity which may compete for ay NHS
mta:suudyg:u&crww:ahhcﬁus Ymnmhrd:arqﬂrmmﬁsmhe
Trust, afher on gpamment o subsequently.
Infection control

1 is e responsi bility of 3l stafl, whether dinicsl or non-dinical, © fsmiliarise themseves with and
adhere 1o crrent palicy in reation o e revention of fie sresd of infecion and e wesring of
wifoms.

Clinical staff - on ertering and lesving ciini cal sreas and between cotacts with pefenis,
stafl should enswre fat ey pply dochol g to ther hands and wash ther hands Fequendy
with so3p and wasier. I addion, staff shoud ensure fie spropgriste use of persony
pratecive dofing and $e sppropri ste administraion of ansbiolic ferapy. Staff e required
0 communicate a1y infecion risks 1o fie infecion contr d fean and, upon recept of feir
advics, report hosp td-acquired infecions in line with e Trus('s Inddent Reporing Pdlicy.
Non clinical staff and sub-contracted staff - an emering and lemving dincal ress and
between contacts with pafents a3l staff shoud ensure they xply dcahd gel 1o fier hands
and be guded by dinicd etall 2 (o furer proventstve masewree rogured. | ic e
essetial for stafl 1o wash her hands Fequenty with soap and wasker.

Stafl have a ity © i with pdicy amongst calleagues, visitors and

mmsardsfmldo‘ﬂmwhm‘fnchrumw You e o requred ©0 keep wp © dete

with e latest infect on contrd gudance via e documents litrary seciion on the inranet.

Clinical Governance and Risk management

The Trust befieves everyone has a rde o play in imgroving and contributing o e quality of cxe
provided ©0 o peens. As an emgloyes of fe Trust you e epecied © ke a proscive rde in
=pporting e Trusls dinicsl governance agenda by:

~Taking partin acivif es for imgroving quality such as dinicdl audit

Kerifying and managng dsks frough incdert and new miss reporing and under tsking risk
assessments

Fallowing Trust palices , guddines and procedures

Marts ning your confinue professiondl development

Al Cliricdl stafl making enries info pafiert heslth recards are required o fallow $e Trust standards
of recor d keeping

Profsssional Assoclation/Trads Union Msmbership

The Trustis commitied to working in peership with Trades Unions and actively encourages staff o

jan &y Trade Urion of ther chace, subject ©0 a1y rdes for membership fat $e Trade Urnion may
gy

CLSRGGMDY TRANR 0315-17
L}

PRI PRIV U AR OF BRSSO S
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e o

Preper sfon and assising with dinicsd procedures induding remova of carulas
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19 anpnmwhunmnnﬁtcomd'ﬁ-mluatummmmh:npni-trlsﬁ.l
ivesigaions and yommens

110 Besenstve and suppartive to e noeds: of bereaved refives and ends in the avem of @
pardari deah, Assist in carying aul kst oficss with 2 Regisienad Norss

1.1 ARer appopristie Fanng and assessmerd, messre and record noudne ohsecvaiions of
wegfil, Hood presare. lemporaun, puise, respraiory rale and pan soores. Report oy
dyormaifes and concerns 10 a Regiskred Narse. B osng the Eady Waming Chaf
dacum anta$on, &0 repor 1ol Sgoers o a Regrsterad Morse

I Maintsnancs of @ safs w orking environ mant

21 Cowibuse mwards fr provison of 2 safe emiconment for peimns, staf and visiors

22 Understad and adiere jo o Trust pdices; gudeines and procedwr es in parfoudlar | Health
and Salety . Fre Safety, Waste Managemnerd and Resuscitsion poices

23 Agdy unwersadl precaions aill imes o minmise $ie rides of o ossrfecion an e ward

24 Enmre il Jl equpmen = Sored corecy and ¥mt e ward and slorage aress dne Kl
clese and Sy

25 Report oy breakage’'s or mafuncon of equipment o ge RN

% Communication and organd sational

31 Emre effeche ad apropriste communicaton wish stafl, prierss, rdafves od visiors:
marksining cnide ity o ol fmas.

32 Recsve ad cormribue fo renarks on fe progress of oo e on B werd

33 Gres! and orientate paenis and YSios o e werd ermviranment

34 Asend =iafl mesings ad conritute consruc vely owards S smooh ruming of #e dincal
E]

45 Ermre Sl g details e ederad and wdsied o acowate and Emaly marner an e
decranic inforrmaion sysien (ICHIS),

18 Amoem with chericsl difes an S ward when required ind uding’ aranging padert Farepon
sarvices and augmiont FHGokm s

A7 Armwer e wbeohone, respond G0 gueries, tke messagos and dead with enguines relerning o
#1 AN when apgrogrie

38 Be ade io receve and redreci mnooming calfs and acoes s fhe Bea sysien

4 Warg SuppBes

A1 Aot with siock conirdl and e safe sioage of werd suppliies, receiving and cheching
dufiveries 1 e ward

TELSRAGGMIVTRAME 31 5217

42 Coled medcsion fam fie prormacy when required

5 Parso nal Developmant

5§51 Parfoipae in apraisal and dbe deveiaoment af a parsoral development glan in g esmant
with fre BN

A2 Where agresed by post-balder o ine manager, underiake 3 progeamme of saining leasding 1o
£l mipu_qfl.uvda award (e NWQ3, L] Digloma, o Advanosd Apgrendceshipl in
acoardance with a Learring Agroemem

43 Ermure ful bnowledge s shills ae wdsed o mainin ssle sbodads of cae and
reaimem i palemns

Scopa and Purposs of Job Description

A b desoipion does a0 consiute a e and condifion of employmen?. B = provided odly @ a
guinde 10 sl e empioyes in Se perlamance of e job The Trusiis a Bl moving orgarissd an
and Fer afore denges in enployees” dulies may be necessry fram §me o §me. The job desoigion
= nal imended o be an irdedbie o §nile = of faskes e may be varied dFom Sme o fme e
con sufia on idsc ussion with e posfidider.
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Person Specification

Summary of

Health Care Assistant Information Sheet
ibilities

« Work as part of the multidiscipinary team.

= Provide plannad personal and rehabilitaton care for patients under the
directon of 3 regiserad nuse.

« Report on patienfs conditon to registered nursing staff

= Assstthe registerad nurse in the assessmentof patients’ care needs.

MAIN DUTIES

1.CLINICAL

11

12
13

14
15

18

17

18

19

1.10

112
113

Assistpatients with outine day-today personal care/rehabilitaton
programmes (e.g. personal hygiene, eating and drinking, skin care and

Prioritse own wotkload, seeking advice froma more senior member of
staffwhere necessary

Observe patent progess againstplannad goals and report changes in
the patents’ condition or care needs to 3 registerad nuse in 3 timely
manner £g. mamtte(athando\erneetl\os)a urgent base

(immediately) depending on the priorty.

Assistpatients to fulfil their social psychobgical receationsl or
occupatonal needs.

Carry out safe moving and handling pactice, on a dailybasis for patier

testing

Assist Registered Nursesin information to patients and carer
on improving ther haalth and well baing and of resources awailable to
them.

Partcipate in (shared cam) (collsborative carg) mestings making
practcal arrangements btdnsd\maspresa'bedbyhePrlwym
Associate Nurse.

Develop and establish meaningful rapport with patients and their
relatives/carers and demonstrate an awareness of indwidual patent
needs.

Motivate and negotiate with patents to maximise trestment outcomes
where

necessary
Adhere to Truststandards, protocok, policies and procedures and
confribute to the process of benchmarking dinica practce under
“Essenceof Care”.

Assistwith the safe keeping of patents’ property and ensum that
appropriate recoris are maintained in accordance with Trust policies.
Partcipa® in nitiatives to facilitste patient clenticamr involvement,
including service user sureys.

114
115
1.16
117

2.
21
22
23
24
25
28
27
238
25
210

21
212

3

31
a2

4.
41

Ensum own 3pproach to patient cam mspects the patents privacyand
dignity at all times, including a respect for patient choice.
Communicate efectvaly with other ward staf and members of the
multidiscipinary tesm.
Complywih heslth and sa®tyrequirements and infection control
procedures speciied by the TrustServce.
|dentifyand make use of opportunties for shanng bestpractce and
learning.

ADMINISTRATIVE

Work positively with health and socid care coleagues o maintain
effctivewo king relationships.
Follow Trust and local protocols, polcies and procedurss,

including
partcipating in discussons about proposed changes tolocal practice.
Folw protocols for dealing with major events, e.g. cardiac arrest, as the

nesd arises.

Sesk support and advice fom more expeniencad colleagues when Scad
mthnathasoutsdeofsmemofreq:ons&tyorlawofledoe
Partcipate in surveys, sudt and research programmes when requesied
by the Ward Manager or another regstersd nurse.
Observe dutyof cars in reBtion to equpment and resources usad in
course of own work.
Enzum that new, replacement equipment is not used by sefor others
until it has been commissonad.
Defectvesquipment is reported and made safe without delayin
acoordance with Trust procedures.
Accurataly record patient care deliverad and observations,
compliance with agreed record keeping sysems of the Trust
Receiveand acknowledge any faoe--face or telephone messages and
relay messages to an appropriate health care professional.
Promote and maintain good working =lationships with colleagues.
Attend training sessions and staffdevelopment activites as deemed

necessany by the Ward . disseminating information where
appropnaetoothemem:ersdstdf
LIMTS OF AUTHORITY]

May not dismss or suspend sta® under the disciplinaryprocadures
May not take annual l23ve without prior agree ment of the manager

GENERAL REQUIREMENTS
Ensum they

# Adhere to Trust and Local Authoritypolicies and procedures stall times
#» Complywith Trust and Local Authoritystanding orders, standing financial
instructons, polcies, procedures and

gudelines.
» Take reasonable steps to manage and promote 3 s3& and haalthy working
environment which is free fom dscrimination.



Job Application

Standard form for Bank - HCA

Job Reference: 200-A-19-41737
Employer: Imperial College Healthcare NHS Trust
Application Reference: AR-185-880-887

Personal Information  Fields marked with an asterisk (*) are mandatory

Details entered in this part of the form will be held by the recruiting employer. Access to this information
will be withheld from the shortlisting panel. Please do not type using only capital letters, as this could
lead to your application being automatically rejected. Please use the appropriate mixture of capital and

lowercase letters in standard written text.

Sumame/Family name *
Amorim
Firstname *  Middie name(s)
Ivone Conceicao Ferreira

Name In which you are with body (I
Ivone

UK National Insurance numbes
SR751184A

Address line 1%
76 Malvern Drive

Aodress line 2
liford

Aodress line 3
No answer given

The Good Care Group
Employer address

15 The Tower Building, York Rd. London SE1 7NQ
Type of business

live in carers provider services
Reporting to (Job ttie)

No answer given

Telephone
020 3728 7577

Your job fitie

Healthcare assistant- live in
Start date

09/2014

End date
0572016

Grage Satary
No answer given  No answer given

Period of notice
No answer given

Reason for leaving (I appiicable)
Supporting my mum in a peniod of grief.

et of your uties

R ible for listening.
« Ensuring the safety of the house environment

= Responsible to check all the medication and stocks

« Providing support with GP’s appoitments and Clinic Transfer

g and give to my patient

Organizing daily daily life, enjoying taking the patient out of the house to her favorite places
Ensuring personal care and all the care was done with privicy and dignity
Excellent skills in team work
Previous employer 3 of 6
Employer name
Caremark- Hillington
Employer agdress
& Marlborough Parade, Uxbridge Rd. Uxbridge UB10 OLR

with

. g C Routne, Sets O 3 (change, secured, care)
« Comfort patients in time of distress (Adults and Childrens)

- Assisted clients in every aspect of daily life and encourage them to achieve more

. ible to provide safe envi

Previous employer 1 of 6
Employer name
Zentar Uk
Employer aodress
3 Berghem Mews, Blythe Rd, Hammersmith, London W14 OHN

Type of businass
Recruitment Agency
Reporting 1o (Job i)
No answer given
Telephone
No answer given
Your joo title
Healthcare assistant
Start date
0172017
End date
No .
Grage Safary
No answer given  No answer given
Period of notice
No "
Raason for leaving (I appicabie)
| am still registred with them, but unavailable to take shifts, due attending UNI. and working for
another agency.
Brizf gescription of your duties and responsibliites
« Assisted clients in every aspect of Hospital envronment
« Enjoy practical tasks and Hospital routines
Previous employer 2 of 6
Empioyer name

Type of business
care at home

Reporting o (Job tiie)
No answer given

Telepnone
01895 230430

Your job fitle
HCA-Supporter worker-live in

Start date
06/2014

End aate
0972014

Grage Safary
No answer given  No answer given
Period of notice
No answer given
Reason for leaving (If appiicabie)
Desire to progress more, to leam and develop.

Bt of your uties

. for listeni and give feedback to my patient
« Ensuring the safety of the house environment

« Responsible to check all the medication and stocks

« Providing support with GP’s appoitments and Clinic Transfer

« Ensuring personal care and all the care was done with privicy and dignity
« Excellent relationship with other carers, good team work between everyone

Previous employer 4 of 6

@ Bryant Ave, Romford RM3 0AP
Type of business
Reporting o (Job tie)

No answer given



Telephone
01708 386724

Your job title
Support worker
Start date
0372014

End date
0672014

Grae Saary
No answer given  No answer given

Period of notice
No answer given
Raason for leaving (¥ appiicable)
No answer gven

- of your auties

- Responsible for managing short time work and driving skills, maintaining safety
« Ensuring that every chent was safe at home and reporting to agency

« Provinding excellent care to different persons

« Responsible to ensure privace and dignity

« Ensuring that equipments were in good practice

« Making the client confortable before leaving. and cleaning the arounds

Previous employer 5 of 6

4000438
Portugal

Type of businass
No answer given

Reporting to (Job tiie)
No answer given

Telepnone
258843388

Grage Satary
No answer given Mo answer given
Period of natice

No answer given

FReason for leaving (T appiicabie)

No answer gven

Erizf of your gutes sinlises

=R ible for providing llent care/ personal care

= Ensuring that every person was having the right to their privacy and dignity

= Maintsining equipment in use dean

= Listening to indvuduals needs and assessed them

R ible for the ck of the ing spaces

= Became responsibke for the team organization planing and preparation of work

Employment Gaps
T you Nave 2Ny O30S WITHN your empioyment nistory, piease state the reasons for ME gape baiow.

From 052010 to 03/2011 | was attending a Professional couse of
iien/Ci i giste Level 3.

-F
-\

Your job e
Estheticien/Beauticien/M =
Start date
0372011

End aate
0372014

Grage Saary
No answer given  No answer given

PPeriod of notice
No answer given
Reason for leaving (I appicabie)
Closing Down

Enat of your auties:

- Responsible for Business and managing
«F g all the i in Facial, Body . manicure. pedicure, massage

Previous employer 6 of 6
Employer name

Congregacao Nossa Senhora da Caridade
Employer address

Rua Bombeiros, 4000-533 Viana do Castelo, Portugal

Type of business
Home Care

Reporting 1o (Job i)
No answer given

Telephone
+351 258 808 010

Your job title
Care assistant

Start date
04/1999

End aate
0512010

Referees  Fields marked with an asterisk {*} are mandatory
Please provide the names and full contset details of your referees.

» References must cover 3 3 year period of continuous employment. training or education. Your
refer=es will need to confirm this. They may need te comment on your skills, persenal qualities
and suitability for the post.

= Your referee could be an HR department, ine manager or someone in a position of responsibility,

» You must provide an email address for each referee. This may require you to contact your referes
to confimm this prior o submiting your appiication, as this s a2 mandatory field.

= If you are a student or trainee this should include a teacherftutor at your schoolicollege or

university.
= If you have not been inemployment or education for the last 3 years, you may nesed to supply a
character reference or a personal A ref =t not be from a relative or

somecne who has a financial arangement with you.

~ Emads for employers must be a valid work emad address and not the referee’s personal email
address unless the email being provided is covering a gap in work history or the employer no
longer exists and the referee being used is a personalicharacier referes.

= All reference requests will be verified by the recruiting employer.

Referees may be spproached before interview, unless you state otherwise below.
Referee 1 of 2*
Type of meference +

Current Employer

Emall aodrese of rafesee *

Employer name *
HFH Healthcare
Raferes Job fite *
HR
Agdress fina 17
Tuition House, 27-37 8t George's Rd,
Address fine 2
London
Adress ine 3
No answer given



Town/CRy County/State
Wimbledon  No answer given
Cournry * PosiCo0edp cooe *
United Kingdom  SW13 4EU

Telephons Far
07463395033 Mo answer given

Period this reference covers from 0712016 To 112019

C3n e refarma b approached prior {0 Intandew? *
Yes
Referee 2 of 2

Type of reference *
SchooliC

Emall aodress of referee *
c.mafuva@uwtsd.ac.uk

Sumame/Family name *  FIrst name *
Mafuva Christopher

Relaticnshin *
Tuiton Lecture

Aodress line 1+
Winchester House, 11 Cranmer Rd,

Address ine 2
London

Agddress fine 3
No answer given

Town/Clty  Courty!State
Oval London

Courtry * PosicodeiZlp code *
United Kingdom  SW3 6EJ

Telephons Fax
020 7366 7600 Mo answer given

Period this reference covers from Mo answer given To No answer given

Can fne refares be approsched prior io Irtznew? *

Monitoring Information  Fields marked with an asterisk (+) are mandatory

This section of the 1 form will b= d i from your application and wil not be used as part of
the selection process nor will it be seen by anybody who is interviewing you

MNHS organisations recogniss the benefits of 3 diverse workdorce which reflects the wder populaton and
welcome applcations from all sectons of the community. Also, under the Equality Ace (2010}, 2 NHS
organisations must demonstrate that their recruitment processes are fair and that they are not

discrimil apgainst or di ging anyone b of their age, disabiity, gender reassignment
siats, marmiage or civil parnership status, pregnancy o matemnity, race, religion or belief, sex or sexual
orientation. We need to ask applicants some questions to make sure that no one is being unfairy
discriminated against or disadvantaged.

The information eollected is only used for anonymised monitoning purpeses to help the organisation ook
at the profile of ndividuals who appfy. are shortlisted for and appointed fo each vacancy. In this way,
ey can check that they are complying with the Equality Act (2010}

As well as for monitonng, your date of birth will be used for administration purposes induding pre
empioyment checks and creation of your personal record  you are appointed
Equality & Diversity Monitoring
Equality Act 2010
The Equality Act 2010 protects people against discimination on the grounds of
» their age and sex.
« thewr race which inciedes colour, nationality, efhnic or national ongn.

« their religion or befief, indiuding a lack of any belief
+ their sexual onentation, be & bisexual, gay, heterosexua and leshian

The Equality Act 2010 also profects pecple who are mamied or in a civd partnership.

Please state your date of birhe =
1001980

Pleasa Indicate your gender *
Female

Please indicate the opfion which best descrides your maral status: *
Divorced

Pleasa indicats your emnic origin: *
WHITE - Any other white background

\ich of e ToROWING DPEONS best dSECrDES how You Ik of YDUrEET? *
Heterosexual or Straight

Pleasa ingicats your religion of bater: =
Christianity

Supporting INfOMMAtion  Fields marked wih an asterisk () are mandatory

In this sestion you nesd to demonstrate that you have read the published person specificaion and how
you meet the essential and (where relevant) desirable criteria for this particutar post. if this has not been
fuly covered in the previous sactions

Please inclide your reasons for applying and take the opportunity tohighlight your particular talents and
sirengths. (what you feel you can persenally offer - what is unique o you - what sefs you apan from your
pesrs)
Flaasa DO NOT inciuse personal details or duplicate information already provided elsewners in your
application
‘Supparting information *
| am a very enthusiastic Healtheare assistant, ilove my job and i enjoy leaming eveyday. am a
healthcare assistant for 16 years, | have expirience working with different individuals and
environements, | am growing in pratical expiriences and parsonal development. My racent sxpirience
toke 0 wark Wit complex Care clents, ong e ventlator patents Wit muliple condtions, i am

monotorizing Oxygen levels (Sar's). Bpm, suction's, care.
ichcling ki cinuitins, Gnilestaking irkis v Peg, Etheler e, bowsl managenent and
‘administrating medication.

| -am assisting patients in the daily care roline, mainisining their privacy and dignity, working wih
igh standards. also ensuring that all the squipment i fidy and clean, maintainance is up to date.

The need of the of good skills in Health Care s mperative
and reafy usefull when working with uniques individuals. | cansider my seff organised and wih good
communication skills, verbal, non verbal and writtng skills. Day by day i need to fil proper reports
use emais, and phone calls to communicate with my agency, GP'S, and famiies.

i would love to be taken in consderation. and looking forword to meeting you and discuss futher my
application and CV.

Yours Sincarsly

Ivone Amorim

Additional Personal Information

Frefeen ampiayment type
= Full time
= Parttime
- Flexible hours
cv
v, = Your appication wil equally I2garmecs of whatner of Not YOu LpHaad 3 CV
" ©V, It does. not rep ‘and you should not refer raaders of your

‘appiication form o your CV. Amqmimeg-pesze n1 mr.. ooy, paf up f0. @ mandmum slz= of 1 MB.
The following file has been uploaded: gv.odf 2013 pdf

Equality Act 2010

Under the Equality Act 2010 the definition of disability s & you hawve a physical or mental impairment that
has a“substanbial’ and Tong-term adverse effect on your ability to carmy out normal day to d:y activities
Further information regarding the definition of disabiity can be found at: i
gisgbility-ynder-equalitv-get- 20 10 Reasonable adjustments will be made avadable should you be invited
0 interview,

Accorming o the definition of disabiity 00 You conSKir yoURSE!! to have 3 disankity? *
No
Relationships

f you ane reiata 1o 3 diFECor, o Nave @ MEiationsnig Wi 3 divector or SmpoyES of 2 appainling arganisaton, pease
state the redationship:

Mo answer gven



Safeguarding  Fields marksd with an asterisk (* ) are mandatory

This section of the application form will only be viewsd by those who need fo see it as part of the
recruitment process. The organisation will treat any information disclosed in the sirictest confidence

Rehabilitation of Offenders Act 1974

The Rehabilitation of Offenders Act 1874 helps rehabilitated sx-offenders back into work by allowing
them not to deciare criminal convictions after the rehabilitation period has efapsed and the conviciions
become “spent”. During the rehahilitation period, convictions are refermed to as ‘unspent convictions and
must be decianed to employers.

The organisation aims to promote equality of opportunity and ks committed io treating all applicants
equally and fairty based on their skils, experience and abiity to fulfil the dubes of the role being applied
for.

Suitable appicants will not be refused positions because of ciminal record information of other
infoemation declared, where it has no bearing on the role (for which you are appiying) and no risks have
been identified against the duties you would be expected to perform as part of that role.

Dusring the ion period you -quired to declare current ‘unspent’ crimnal convictons or
cautions (including reprimands and final wamings ).

You are not legally required to provide any information about criminal offences that have become spent.
Certain cnminal offences can be regarded as spent after 3 spectied rehabilitstion penod as outlined by
the Rehabilitation of Offenders Act 1974,

Answering yes to the question below will notr ily baryou from L This will depend on
the information you provide and the posibon you are applying for.

Do you hawe any UNSPENT nthe of Offenders Act 13747

This Inckudias any Unspent convictions at may have baen susd In 3ny ofer CoUTy, Whars ftwolld be an squivalsnt
offence in Engiand and Walse.

1t 3i50 INcludes 3l UNSpent CONVICHNS ©F SUMMEY HEarings that Nave Deen ESusd U miltary |aw wils senving in the
Armed Forees In e UK or any oihar country, whede It woukd 0e an equivaent ofence in Engiand and Wales.

‘fou ame ok regu ¥ reiation i cor nave I these
CITUMSIENCEE You should sefect NO 1o tis question.

Do you have 3y UNSPENT cautions, rap orfina i fined i of Offengiss Ac
19747

This Inchides any LDt C3UNONS, FRErmands o final Wamings that may nave been issued I any other country, where 1
would be an equivalent affence In England and Walss.

It 350 Mckuges 3l unspent cautions that have been ssued under miltary 1aw wiike s2ning In the Ammed Forces in the UK
or @y ofher couniry, whers i would be an equivaient offence n England and Wales.

Submit and Declarations  Fields marked with an asterisk (*) are mandatory

Declaration

The information in this application form is true and complete. | agree that any deliberate omission,
falsification or misrepresentation i the application form will be grounds for rejectng this application or
subsequent dismissa if employed by the organisation. Where applicable, | consent that the organisation
can seek darfication regarding professional registration detais.

5} * | agree to the above deciaration

Next Steps

Once you submi the form your application will be avaiable to the Employer. Howewer. you will be able to
update your "Personal Information” shouid any of your contact details change.

All your application forms [submitted or not) can be viewed under "My Applications” when you are
logged in.
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