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Task 1: Personal Action Plan – Health Care Assistant Role
      The Health Care Assistant is an essential member of the care workforce in health and social care settings, providing comfort, safety, and dignified care to patients. The HCAs work under the supervision of registered nurses and other healthcare professionals and provide core support for day-to-day care. Common responsibilities involve assisting patients with washing and dressing, supporting them with mobility issues, helping at mealtimes, taking vital signs, monitoring patient observations, and offering emotional reassurance (Rawles, 2025). Since HCAs are those who tend to spend most of the time with patients, they contribute directly to maintaining a positive care environment while identifying changes to patient conditions. So, I feel that through studying and working in healthcare environments, I have developed a clear idea of the skills necessary and how my personal strengths match these expectations.
Key Skills Required for the Role and How I Meet Them
      The most essential skill an HCA can possess includes effective communication. It will make the patients feel valued, respected, and safe. I feel that through academic presentations, group work, and voluntary experiences in care settings, my communication skills have been enhanced (Gizaw et al., 2022). I can adjust my communication according to others' needs-for example, talking slowly with people with hearing problems and using simple language while supporting a person who is anxious.
Another very important one is empathy. It helps caregivers understand feelings of others and respond positively in return. I enjoy helping people and I am sensitive to the emotional needs of others. When I was volunteering in the community, I often listen to problems voiced by older adults which helped them feel supported (Alsharari et al., 2024). I understand that sometimes small things, such as reassurance or patience, may make someone's day much better.
The other main skill required by HCAs is teamwork, as care is provided through multidisciplinary teams. That means working effectively with nurses, doctors, therapists, and other support workers to provide coordinated care. During my studies, I had to work on group projects a couple of times, and that required sharing responsibilities, negotiating ideas, and supporting others. All these experiences taught me how to respectfully collaborate, take feedback, and communicate openly.
Finally, the HCA must possess basic knowledge regarding health and safety. This includes infection prevention, proper moving and handling techniques, and ensuring the environment is clean (Anderson et al., 2021). An awareness of safety procedures has developed through reading, training videos, and observation of care practices during voluntary activities.
Skill Gaps Identification
[bookmark: _Int_6k5nchsh]     Although I have several strengths, I am also aware of areas that I need to develop in order to feel fully confident within the HCA role. What I would like to work on is time management. Sometimes, I struggle balancing academic commitments and personal responsibilities in preparing for practical skills. Time management in health is an important aspect that involves prioritisation of tasks and adherence to set deadlines (Merry et al., 2023).
Another area for development relates to public speaking confidence. Whereas I might be a good communicator one-to-one, I do sometimes get nervous in group presentations or raising my voice in discussions. This may affect my confidence at meetings in the workplace or in situations requiring me to express my concerns clearly.
Personal Development Plan (PDP)
   To address these gaps, I have developed a structured Personal Development Plan, outlining how I will strengthen these areas over the coming months.
	Skill Gap
	Action Plan
	Support/Resources
	Time line

	Time management
	Use a planner and weekly timetable; prioritise urgent tasks first
	Digital calendars, time-management workshops
	3 months

	Public speaking confidence
	Join group activities, practise small presentations, attend communication workshops
	University support sessions, peer practice
	4 months



This plan is designed according to the SMART approach. Every goal is specific, realistic, and measurable, so I can track progress and adjust where necessary.
Interview Preparation
     I have prepared three possible interview questions and corresponding responses to enhance my employability.
1. Describe a situation where you have supported a person who was in distress.
During my voluntary work, I supported an older adult who was very anxious about a health appointment. In a nutshell, I listened patiently, reassured her, and guided her to focus on small steps. At the end of our talk, she was much calmer and ready.
2. How would you maintain confidentiality in your role?
I am aware of the importance of safeguarding patient information, protecting confidentiality policies, not discussing details about patients outside the work environment, and securely storing written or digitised information.
3. What would you do if you witnessed unsafe practice?
I would follow the organisation's procedure on raising concerns. Patient safety must always be paramount, and raising concerns in a respectful manner is professional and accountable.
Summary of Development Goals
    Advance my career and enhance the quality of care. The main focuses of my Personal Development Plan are to acquire experience, manage time more effectively, and build confidence. These steps will lead me to be a competent and caring Health Care Assistant. Continuous learning and professional development will advance my career and enhance the quality of care  I can emote m my career and the quality of carer I will be able to provide
Task 2: Academic Report – Effective Communication
Introduction 
      Effective communication is central to quality care in both health and social settings. It allows staff to reassure, understand the needs of patients, gain and relay information accurately, and work safely within a team. Health Care Assistants communicate not only by speaking clearly but also by listening, observing, and responding appropriately. Every interaction with a patient presents an opportunity to support comfort, dignity, and safety. 
Key Elements of and Applications to Communication in Healthcare 
    Communication comes in verbal, non-verbal, and written forms. Verbal communication refers to the words used and the tone of voice employed. Non-verbal communication involves body language, eye contact, posture, and facial expressions. Written communication means accurately recording information about patients (Sharkiya, 2023). Health Care Assistants use these everyday interactions with patients, families, and colleagues alike. Verbal communication facilitates the explanation of procedures and reassurance, and allows questions to be answered. When communicating with patients who may be scared or confused, the tone should not be hurried, and the use of simple language is best. Non-verbal communication is just as important; for example, gentle eye contact can make a patient feel valued, while a smile will relax them. 
Another very important part of communication is active listening. It may also be defined as giving the speaker one's is full attention, acknowledging feelings, and responding appropriately. When patients feel that they are being listened to, they are more likely to trust the staff and express themselves quite clearly about their needs. In healthcare, this prevents misunderstandings and improves the accuracy of care. Communication also plays an important role in teamwork. Care environments demand coordinated teamwork, with information clearly and promptly shared. Poor communication among staff leads to errors, delays, or confusion (Dartiguelongue and Cafiero, 2021). Structured handovers, systems of shift reporting, and clear documentation facilitate ensuring that everyone in the team is informed.
Barriers in communication may be due to differences in language, sensory impairments, cultural differences, stress, and emotional distress. It takes much patience, flexibility, and sensitivity on the part of a Health Care Assistant to get over these hurdles. The stategies include speaking slowly, using visual aids, writing information down, and translation services where appropriate (Ifrim et al., 2022). Another critical aspect of communication in healthcare involves emotional awareness that is the feelings of fear, stress, or confusion and thus, recognising them provides to respond calmly and supportively. Sometimes that just means extra time to speak or simply a listener who doesn't interrupt. Showing understanding makes the patient feel respected and listened to and this really builds up trust and cooperation. Emotional awareness facilitates much better teamwork and noticing when colleagues are feeling overwhelmed encourages kindness and shared responsibility. All in all, understanding other people's emotions helps to be more compassionate and to create a person-centred care environment (AlHamazani, 2024).
Ethical considerations also shape communication,  which ensures confidentialityy, respect for autonomy, and the use of professional boundaries are important in keeping interactions safe and respectful. HCAs need to be conscious of how they share patient information and that privacy is  always safeguarded.
Conclusion
     Effective communication is central to safe, compassionate, and person-centred care. Good communication by a Health Care Assistant will promote teamwork, in still patient trust, and minimise errors. In my efforts to pursue a career in health care, I will practice, ask for feedback, and go through reflective learning to improve my skills of communication. This helps me to provide care that supports emotional and physical needs.
Task 3: Reflection – Johari Window and ERA Model
Introduction
    Reflective practice helps a practitioner to learn from experiences and develop continuously. In this section, I reflect on my Component 1 presentation using the Johari Window model and the ERA model. The Johari Window helps in enhancing self-awareness, while the ERA model helps one in turning experience into meaningful action through a systematic approach.

Experience
     In my presentation, I focused on my personal strengths and development needs, and also on some future goals. I explained the qualities like communication, empathy, teamwork, and reliability, and identified areas of low confidence: public speaking and UK healthcare experience. I was prepared, but when I presented in front of others, it was a bit nervous, knowing all eyes were on me. My voice was a little shaky at the start, though I did become more confident during the time I was presenting. Despite being nervous, I felt proud of the clarity of my slides and how I had put in so much effort in preparing them. This experience revealed things that I have already achieved and what I still need to do.
Reflection Using the Johari Window
       The Johari Window consists of four areas: open, blind, hidden, and unknown.
The open area shows qualities known to me and others. Communication and empathy fall into this category as they were visible during my presentation and recognised by peers. This blind area includes the qualities that others see that I am unaware of. The feedback demonstrated how I spoke too quickly many times, which I was not aware of.
The hidden area includes things that I know about myself but keep private. I did not express my nervousness before presenting, though it did affect my confidence (Yun, 2024). The unknown area includes the characteristics that are revealed only through experience. Indeed, I found out that I could stay patient and adjust to the situation once something unexpected happened, such as a technical problem that appeared during my presentation.
The Johari window made me realise that seeking feedback and being more open about my challenges can expand my open area to enhance communication with others and support personal growth.
Action Applying the ERA Model
       The ERA model enabled me to convert reflection into practical steps.
Experience: 
I presented my work, managed anxiety, and gained valuable feedback.
Reflection:
This provides insight on empathy and communication as strengths and rushed speech and signs of nervousness as weaknesses.
Action:
-Practice public speaking in small groups and thereby gradually increase the size of the audience.
-Attend workshops that will help to develop confidence and presentation skills.
- Prepare well earlier for other presentations to have less stress. 
- Ask for feedback from lecturers or mentors regularly.
- Participate more actively in group discussions to build one's confidence speaking in front of others (Watson, 2022).
These activities will enable me to be a more confident communicator and promote my development as a Health Care Assistant. 
Conclusion 
    The use of the Johari Window and ERA model to reflect on my presentation has helped me to develop a level of self-awareness and helped me to understand areas in which I need continuous growth. I now grasp the importance of feedback and realise how important is practicing communication skills. In my future career, I will continue using a reflective model to guide my personal and professional development, delivering compassionate and confident care
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