	
	
	



Student Name: Nazma Begum
Student Number: 2129437
Module Name: Professional Development within Health and Social Care
Module Code: LCHS4005-BIRM
Lecturer: Farah Islam
Assignment Title: Personal Development Portfolio


















Contents Page
Curriculum Vitae……………………………………………….3
…………………………………………………………………..4
Cover Letter……………………………………………………5
…………………………………………………………………..6
SWOT Analysis………………………………………………..7
Personal Development Plan………………………………….8
Personal Statement……………………………………………9
Reflection………………………………………………………10
References…………………………………………………….10

























                                                   Nazma Begum
244 Percy Road, B11 3LG. 07923237009
Nazmabegum57@gmail.com

Dedicated and motivated Care assistant with more than 10 years’ experience working with the elderly and mentally ill adults. Empathic and understanding. Excellent communication and teamwork skills. Highly trained in personal care and administrating medication. Have exceptionally good knowledge of the national care standards and am passionate in helping others.
Education
1996-1998 East Birmingham College
NCFE CACHE Level 3 Diploma in childcare
1991-1996 Small Heath Secondary School
9 GCSE
English Language (B)
English Literature (B)
Maths (B)
Combined Science (A and A)
Geography (A)
Physical Education (A)
Information Technology (B)
Design Technology (B)
Key Achievements
June 2000 Receiving an Award for the best care worker of the year voted by the service users’ families. (Golden hillock Mental Care centre)
2001-2003 Voluntary work at Christ church Infant School for 2 years and was offered a permanent job due to commitment and hard work.
Employment
SEPTEMBER 2003- JANUARY 2015 
CARE WORKER, SEVACARE THE CARING PROFFESIONALS 
Care worker working as part of a multi-national team providing care to the elderly all around the UK (United Kingdom). Helping the elderly with everyday tasks cleaning, shopping, medication, and personal care. Managing equipment of disabled clients and keeping up to date honest accurate records of all service users.

SEPTEMBER 2001- JULY 2003
TEACHING ASSISTANT, CHRIST CHURCH INFANT SCHOOL 
Working with early years children with special needs and planning out their daily activities. Liaising with families of children about how the child’s day went. Helping children at lunchtimes with lunch duties also reporting any problems to the class teacher.

MAY 1997- JUNE 2001 
CARE ASSISTANT, GOLDEN HILLOCK MENTAL CARE CENTRE
Worked as part of a team of 10 care workers caring for the needs of the service users on a rotating shift pattern. Duties included planning stimulating activities to keep clients occupied also personal care and administration of medication. Making sure files and records are all up to date and report writing of all the daily activities and behaviours of the clients.
Key Skills
· Working under pressure                                           
· Excellent communication Skills 
· Teamwork
· Problem solving
· Record Keeping

Interests and hobbies
In my spare time I like to go to the gym and do a good workout to stay fit and healthy, I also enjoy reading and going on walks in the countryside.
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St Giles Hospice
Lind ridge Road
Sutton Coldfield
West Midlands
B75 6JB

Dear Sir/Madam,

Application for the role of Care assistant
I am writing to apply for the job role of Care Assistant that I have seen advertised on your company website. 
I believe that my personal care experience of over 10 years makes me a suitable candidate for this job position. The experience I have gained over the years has provided me with the expertise and assurance that is required to help people with their care needs. I am also currently undertaking a degree in health and social care to help me further increase my knowledge and understanding in this job role. Throughout my career I have worked with a variety of different people ranging from children to the elderly and the mentally incapable.
I have excellent communication skills and love to interact with service users/clients and members of their families that come to visit them. I am a well-organized person and can work effectively on my own or part of a team. Furthermore, one of the factors that attracts me to being a care assistant is I have a passion in helping others. In the past I have helped with food preparation, domestic duties, housekeeping, personal care, and client days out doing social activities. 
One of the factors that really attracted me to this vacancy at your company is that you will be considering permanent night contracts. As a care assistant I love to help the people I work with build confidence and independence and like to make sure they are satisfied with the services offered. I have experience that is suitable with the requirements of this job. Please review my CV for details regarding my experience. I appreciate your time and consideration.
Sincerely,
Nazma begum 


















Swot Analysis
A SWOT Analysis which stands for Strengths, weaknesses, opportunities, and threats is a tool used to assess how a person or organization compares to its competition. (Teoli, Sanvictores and An, 2022)
	Strengths
	Weaknesses

	· Can learn new skills effectively and quickly.
· Have excellent verbal communication skills.
· 10+ years' work experience 
· Deeply passionate person and goal orientated.
· Good with people, talkative can get conversation going very easily.
· Team Worker can work as part of a team and under pressure.
· Proficient writing skill
· Able to take criticism so can reflect and learn from my mistakes 
	· Extremely poor listener needs to listen to others instead of talking over them.
· Do not trust people easily need to start giving others a chance.
· Very weak at communicating through emails. 
· Procrastination always delaying things.
· Too straight forward 
· Being a stubborn person 
· Do not have a clear career plan.
· Distracted very easily

	Opportunities
	Threats

	· Getting my degree in Health and social care is an opportunity open to me.
· Doing voluntary work in a social care setting gaining experience 
	· Extremely competitive job industry
· Modern technologies changing all the time.
· Hard to keep up with changing times. 
· Finance and the arising costs of getting a further educational qualification.
 




 











Personal development Plan (PDP)
Personal Development is constantly improving your skills, experience, and knowledge. A simple and effortless way to keep on track of your development is by completing a PDP. Having a PDP, helps stay on focus which makes it easier to meet targets and goals (Putter, 2022)
	Target
	How will I achieve this?
	Why will this benefit me?
	What will change when I have achieved this?
	When do I want to meet this target by?

	Complete my health and social care course and get my bachelor's degree
	Attend University and complete all my assignments on time
	Will achieve a higher education qualification which will open opportunities for me
	I will have a better understanding of the Health and Social Care sector
	I aim to achieve this target by May 2025

	Improve my communication skills using technologies,
	Take a Digital skills evening course to improve communicating using emails
	I will become more effective in communicating using technologies
	Will have more confidence and assurance to send out more professional emails and letters. 
	I am aiming to achieve this by the end of September 2024

	Managing my time better
	Keep a diary of all the important tasks that I need to complete for the day 
	This way giving priority to important tasks only I will not be wasting my time.
	I will gain more control of my time
	I will try and achieve this target daily. 

















Personal Statement
I am a very friendly, talkative but hardworking individual. I have worked in numerous roles within the Healthcare Industry and have gained more than 10 years of experience in working with children, the elderly and individuals living with mental health issues. Throughout the years I have acquired many skills as a carer from being sensitive and understanding to learning how to stay calm in extremely stressful situations. 
As a child growing up in a household of carers and nurses gave me the aspiration in wanting to become a care worker. Watching my mother look after my elderly grandparents attending to their every need with empathy and compassion paved the way for me wanting to become somebody that can help make a change to others' lives. One of my most important priority is to always put the service user/clients' interests first and to do my ultimate best in providing them with the finest quality of care giving them my 100%.
To further my knowledge and awareness of working as a care assistant I have enrolled on a Health and Social care course at university and am working towards a bachelor's degree. This I believe will help me broaden my understanding even more with working in the Care industry. In my career I worked for 5 years with adults that were suffering from mental health issues, this was an incredibly challenging but rewarding role and in my years at the centre I was awarded with the ‘carer of the year’ award which was voted for by the families of the service users. An important key skill I have acquired over the years as a care worker is Teamwork, which would include working as part of a team with other staff members, patients, and their families. My beliefs are honest communication and interpersonal skills, being reliable with good stress tolerance is important to help gain the trust and respect of service users and colleagues.
I have looked through the main duties, roles, and responsibilities of the job description and do believe I am a suitable candidate for this position. Working in care has been challenging but extremely rewarding, as it has helped me possess excellent administrative skills which is something I learnt working in the care industry managing patient data records. I am familiar with all the latest technologies and patient record systems but am open to any training provided. I have outstanding communication skills and can work exceptionally well on my own or as part of a team. Having good background experience of health and safety issues has helped me deal with nerve racking situations with ease. I am an empathic person, kind and considerate also very caring and understanding, which is something that is essential for working in the care industry.









Reflection
In week 9 of our module, we were told to do a presentation on a chosen key skill. The skill I selected was communication as I thought it would be the easiest, we had already studied communication in previous modules, so I had more knowledge on this key skill than any other. When I started researching for my presentation I was extremely laid back and not worried or nervous at all, my initial thoughts were its a straightforward presentation. I began doing my research and started feeling slightly anxious and hesitant, to what if everyone else is doing the same key skill as me, this made me panic and I could not concentrate on my work. When presenting my slides, I was feeling relaxed as my lecturer made me feel amazingly easy and comfortable this helped me present my slides very effortlessly. After I completed my presentation, I was relieved and delighted it felt as though a huge burden had come off me. On receiving the feedback from my lecturer, I was feeling slightly disappointed initially thinking I had done really well was upset and not happy with the marks received. Being told I was too fast in speaking is something I have never been told before but has made me anxious to whether I am a fast speaker, if so, I will need to address this issue and try to improve on it. Time was also an issue as I did run out of time in completing my presentation and this is something I am having problems with and is an area of improvement that needs to be addressed. Overall, I am delighted and feeling relieved on completing my module as I feel I have accomplished something that was literally impossible for me and will start focusing on areas of requirement that can help benefit me for my future studies. 
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Health Care Assistant for
Hospice at Home

St Giles Hospice
The closing date is 26 March 2023

Job summary

Do you work in healthcare and need a change are you passionate and
committed to providing the best possible care to patients in their own
homes? Or would you like a new career in healthcare.

We have a fantastic opportunity for the right individual to join our
innovative and forward thinking Hospice at Home team. The Hospice
at Home Health Care Assistant team provides an exceptionally high
standard of care and emotional support, day and night, to imminently
dying patients and families, enabling patients to remain in their own
homes to die when that is their preference. In addition to this we
provide respite visits to patients in their last 12 months of life to
enable carers to have a much needed break and time to themselves.
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For questions about the job,
contact:

Clinical Lead for Hospice at
Home

Debby Varnam
01543434525
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