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[bookmark: _Toc237952105]Introduction
This portfolio supports my application for the Administrator and Health Care Support Worker role at NUPAS Ltd's Finchley Clinic (NHS Jobs, 2026), bringing together the job advertisement, a tailored CV, a personal statement, a SWOT analysis, a Personal Development Plan, and a reflective account of my LCHS4009 Component 1 presentation.
I chose this vacancy because it combines administrative accuracy with person-centred, safeguarding-aware support, the two things I already do. Three years supporting foster children through Subari Agency has given me practical experience of confidentiality and safe working with vulnerable people, which my ongoing Health and Social Care studies at UWTSD are now building on academically.

[bookmark: _Toc237952106]Task 1: Job Advertisement and Professional CV
[bookmark: _Toc237952107]Selected Health & Social Care Job Advertisement
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[bookmark: _Toc237877296][bookmark: _Toc237952108]Job Summary
NUPAS Ltd is recruiting an Administrator and Health Care Support Worker for its Finchley Clinic, combining reception and administrative duties with clinical support such as chaperoning and pregnancy testing. The role is offered as 3 shifts (28.5 hours) or full-time (38 hours) weekly on a permanent contract, with flexibility to cover other North and Greater London sites. Training, including the Care Certificate, is provided (NHS Jobs, 2026).
[bookmark: _Toc237877297][bookmark: _Toc237952109]Key Requirements
1. Recent reception/clerical or Healthcare Assistant experience
1. Safeguarding awareness and understanding of confidentiality and Data Protection
1. Competent with Microsoft Word, Excel and Outlook
1. Clear communication and a non-judgemental, pro-choice approach to reproductive healthcare
1. Level 2 qualification (or equivalent); willingness to complete the Care Certificate, DBS check and Hepatitis B vaccination.
[bookmark: _Toc237952110]Professional CV
Esther K. Okunuga
London, United Kingdom | +44 7578 486664 | estherloveokunuga51@gmail.com
[bookmark: _Toc237952111]Professional Profile
I am a Health and Social Care student at the University of Wales Trinity Saint David (London Campus), with just over three years' experience supporting vulnerable children through Subari Agency. In that time, I've become confident keeping accurate, confidential records, following safeguarding procedures properly rather than just knowing them on paper, and communicating carefully with service users and professionals, often in situations that need a calm head. I want to bring that same person-centred, safeguarding-aware approach into an administrative and health care support role, where patients are treated with dignity and without judgement.
[bookmark: _Toc237952112]Key Skills
1. Person-centred, non-judgemental approach to care and patient support
1. Safeguarding awareness and confidentiality, including reporting concerns appropriately
1. Accurate record-keeping and report-writing
1. Clear verbal and written communication with service users, families and professionals
1. Teamwork and independent working under pressure
1. Time management and organisation across a busy, multi-site environment
1. Currently developing: Microsoft Word, Excel and Outlook proficiency (see Personal Development Plan, Task 3B)
[bookmark: _Toc237952113]Education
University of Wales Trinity Saint David, London Campus
Health and Social Care (Current Student)
Ogun State University, Ago-Iwoye, Nigeria
Bachelor's Degree in Public Administration, 1995–1998
Ogun State Polytechnic, Abeokuta, Nigeria
Diploma in Public Administration, 1994–1995
[bookmark: _Toc237952114]Professional Qualifications and Training
1. Level 2 Qualification in Health and Social Care
1. Level 3 Qualification in Health and Social Care
1. First Aid
1. Health and Safety
1. Food Hygiene
1. Moving and Handling
[bookmark: _Toc237952115]Employment History
Support Worker — Subari Agency | February 2023 – Present
1. Give emotional, practical and person-centred support to foster children, in line with individual care plans and safeguarding procedures.
1. Observe, record and report concern accurately to the appropriate professionals, maintaining confidential and up-to-date records.
1. Liaise with foster families and other professionals to support each child's wellbeing.
1. Promote children's daily life, education and social development, building self-confidence and independence in a safe, nurturing environment.
[bookmark: _Toc237952116]Voluntary Experience
Volunteer — Local Church
1. Helped organise church programmes, community events and outreach.
1. Supported fellow congregation members and worked well as part of a team.
[bookmark: _Toc237952117]Achievements
1. Over three years of continuous work with foster children in a safeguarding-centred environment.
1. Successfully combining full-time university study with paid professional support work.
1. Completed Level 2 and Level 3 Health and Social Care qualifications, plus First Aid, Health and Safety, Food Hygiene, and Moving and Handling training.
1. Active community and church volunteer.
[bookmark: _Toc237952118]Interests and Hobbies
1. Serving and helping the community through my local church.
1. Reading around health, personal development and wellbeing.
1. Helping others live a healthier lifestyle and supporting their wellbeing.
[bookmark: _Toc237952119]References
Available upon request.


[bookmark: _Toc237952120]Task 2: Personal Statement
To whom it may concern
I am applying for the Administrator and Health Care Support Worker position at NUPAS Finchley Clinic. I am currently studying for a CertHE in Health and Social Care at UWTSD and have almost ten years of hands-on care experience, most recently as Senior Night Staff at Cherry Trees Resource Centre, where I helped support vulnerable adults and keep the service running safely.
I think this role suits me well because it combines clinic administration with patient-facing support, and I am comfortable with both sides. I can manage bookings, patient records, and day-to-day admin accurately, while also making sure patients feel comfortable, informed, and respected. I understand how important dignity, sensitivity, and confidentiality are in this kind of service, and I always try to approach patients without judgement.
Communication is one of my strengths. I have worked with people from many different cultural, religious, and social backgrounds, and I adjust how I communicate to suit each person. I am used to liaising clearly with patients, colleagues, and healthcare professionals, handling calls and correspondence, and making sure information gets passed on properly between admin and clinical teams.
I also have a solid understanding of safeguarding and health and safety. I stay alert to signs of distress or risk and know how to report concerns through the right channels. I am comfortable keeping accurate records and following infection control procedures to help keep patients and staff safe.
My training, including certification through Heartland Care Recruitment Ltd, along with roles at Maple Manor and as Duty Manager at Lady Cross and Beechcroft, has given me practical experience coordinating staff, mentoring colleagues, handling incidents, and keeping records in order. These experiences taught me a lot about person-centred care and adapting support to what each individual needs.
I would describe myself as reliable, compassionate, and easy to work with. I stay calm under pressure, manage my workload well, and I am just as happy working alone as part of a team. I enjoy problem-solving, and I like contributing ideas that help improve how a service runs.
I am happy to work flexibly, including covering occasional shifts at other North and Greater London sites when needed. I am also committed to continuing my professional development through my studies and workplace training. I would really welcome the chance to bring my experience and this kind of person-centred support to NUPAS.
Yours faithfully,
Esther Okunuga
[bookmark: _Toc237952121]Task 3A: SWOT Analysis
A SWOT analysis is a well-established tool for identifying personal strengths, weaknesses, opportunities, and threats in relation to a chosen role, and it supports realistic self-evaluation and career planning (NHS, 2023). The analysis below considers my own readiness for the Administrator and Health Care Support Worker post at NUPAS, a role that combines clinical support duties with reception and administrative work.
	Strengths
	Weaknesses

	Over three years of direct work with vulnerable service users, with a demonstrated ability to follow safeguarding procedures and confidentiality standards (Buivydaite et al., 2022).
Already meet the Level 2 qualification requirement through my Level 2 and Level 3 Health and Social Care qualifications.
Good communication skills, built through dealing with foster families, social workers and other professionals.
Studying Health and Social Care at degree level, showing a genuine, long-term interest in the sector.
Experience of keeping accurate, confidential records under pressure in a demanding, caring role.
	No direct reception, clerical, or clinic-based administrative experience.
Limited, up-to-date confidence with Microsoft Word, Excel and Outlook, which are important for this role.
Not yet completed the Care Certificate.
No previous experience in the specialised field of reproductive or sexual healthcare provision.

	Opportunities
	Threats

	NUPAS provides Care Certificate training within the first 12 weeks of employment, directly closing an existing gap.
Digital and IT skills can be developed through university courses and self-study before I start the role.
Sector-wide career pathways, such as the Care Workforce Pathway, offer clear routes into further CPD once in post (Department of Health and Social Care and Skills for Care, 2024).
Working across different NUPAS clinics would broaden my experience of different clinical administration systems and teams.
	Competition from applicants who already have reception or clinical administration experience.
The role's flexibility across multiple London sites could be logistically challenging alongside university study.
Safeguarding and confidentiality legislation changes regularly, so I need to keep my knowledge current (Buivydaite et al., 2022).
The mandatory Hepatitis B vaccination is a genuine occupational health step I would need to arrange promptly if offered the role.


Taken together, this analysis shows that my main strength is direct, safeguarding-aware experience of supporting vulnerable people, while my clearest gaps sit around clinic-specific administrative systems and IT confidence - both of which are addressed directly in my Personal Development Plan below.
[bookmark: _Toc237952122]Task 3B: Personal Development Plan (PDP)
A Personal Development Plan sets out clear, achievable goals and a realistic plan for developing the knowledge, skills, and confidence needed for a chosen role (NHS, 2023). Building directly on the weaknesses identified in my SWOT analysis, my PDP focuses on three areas that will help me prepare for, and progress within, the Administrator and Health Care Support Worker role over the next one to two years.
	Development Area
	SMART Goal
	Actions
	Resources
	Target Date
	Monitoring & Evaluation

	Digital / IT skills
	Achieve working competence in Microsoft Word, Excel and Outlook within 6 months of starting, evidenced by a recognised short course.
	Enrol on a free or low-cost Microsoft Office course via university IT workshops or an online provider; practise using my own laptop.
	6 months
	Complete course modules, keep a weekly practice log, and self-assess against the job's IT requirements.
	Digital / IT skills

	Clinical / administrative competence (Care Certificate)
	Achieve a recognised Care Certificate, or equivalent Level 2 induction standard, during Year 1 of this plan.
	Research Care Certificate providers and employer-led training routes, using Skills for Care guidance, employer induction training, and university careers advice.
	12 months
	Track progress against all 15 Care Certificate standards and gain formal sign-off (NHS, 2023).
	Clinical / administrative competence (Care Certificate)

	Direct clinical / reception administration experience
	Gain at least 3 months of direct reception, clerical, or clinical support experience, through employment, placement, or volunteering, within Years 1–2 of this plan.
	Seek entry-level administration or support worker positions and a short placement via my university's HSC programme, using NHS Jobs and other vacancy boards.
	12–24 months
	Keep a reflective log of shifts or placement days, and gather supervisor feedback against the Care Workforce Pathway standards (DHSC and Skills for Care, 2024).
	Direct clinical / reception administration experience


Reviewing progress against these goals every six months will let me see where I am closing the gaps identified in my SWOT analysis, adjusting my plan if my circumstances or the role's requirements change.
[bookmark: _Toc237952123]Task 4: Reflective Account Using Gibbs' Reflective Cycle
This reflective account is based on my LCHS4009 Component 1 presentation. I am using Gibbs' Reflective Cycle (Gibbs, 1988) to work through what happened, how I felt, what I did well, and what I want to do differently next time.
[bookmark: _Toc237952124]Description
I gave my LCHS4009 Assignment 1 presentation, Communication in Health and Social Care, on Monday 20th July 2026 at 10am. I explained the meaning and importance of communication in health and social care, walked through the Shannon and Weaver model, and applied it to a real-life scenario of a care assistant supporting an elderly resident who was complaining of severe pain. I finished by considering how these communication skills will support me in my future career as a care assistant. I presented to my seminar group and lecturer, followed by a short question session.
[bookmark: _Toc237952125]Feelings
Speaking in front of the group was an area I had already identified as a development point, so I was mindful of it going into the presentation. Throughout, I felt calm and in control, particularly once I reached the practical care home example, which was the material I was most comfortable explaining. By the end, I felt relived and proud of how the presentation had gone, and I was pleased to recognise that I remained composed rather than nervous throughout.
[bookmark: _Toc237952126]Evaluation
Looking back, my strengths were coming across as approachable, listening well, and being respectful in how I handled both the topic and my audience. The main point that I had to work on was improving my presentation and timing so that I can perform better than I did on my previous presentation. I also recognised that I need to build up the courage to have harder conversations, which matters directly for a care assistant role, where staff sometimes have to raise difficult issues, such as telling a nurse that a resident is in pain. All the verbal feedback my lecturer gave me was positive, with nothing negative raised, and my presentation was rated as good. That was reassuring, because it told me my nervousness wasn't obvious to the audience, and that my preparation and organisation were at the right level.
[bookmark: _Toc237952127]Analysis
The communication literature I used in my presentation helps explain both my strengths and what I still need to develop. Zajac et al. (2021) argue that overcoming barriers to teamwork and communication in healthcare often comes down to being willing to speak up about difficult issues, which matches my own experience of needing to build courage for harder conversations. Kwame and Petrucka (2021) similarly emphasise that patient-centred communication rests on active listening and empathetic interaction, qualities I already draw on naturally, which probably explains why the patient-facing part of my presentation felt easier than the presentation as a whole. My lecturer's feedback was entirely positive, but I don't think that means my nervousness has disappeared; it more likely reflects the fact that I was prepared for it and managed it well on the day. As Gibbs (1988) notes, structured reflection helps move from simply describing what happened to understanding why, and here the honest answer is that my nervousness in front of a group, not any gap in subject knowledge, is what I most want to work on.
[bookmark: _Toc237952128]Conclusion
Overall, I found that my knowledge and preparation on the topic were solid, and that my main obstacle was confidence in speaking in front of people, exactly the development area I had identified before the presentation. I think that practising by reading aloud in front of another person beforehand would have helped me manage my nerves better and deliver an even more confident performance.
[bookmark: _Toc237952129]Action Plan
Going forward, I will: practise future presentations aloud in front of a peer or family member at least twice before delivering them, so the material feels familiar; look for small, low-stakes opportunities to practise raising difficult topics in conversation, both on placement and in group work, to build the courage I have identified as a development area; and link this to my Personal Development Plan (Task 3B) as an ongoing communication and confidence-building goal, which I will monitor by reviewing feedback on future presentations and placements.
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