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Professional development portfolio

Task 1:

Shelina Begum
11 Keppel Street, Hillfields, Coventry, CV1 5HP
Mobile number: 07743030550
E-Mail: Shelinabegum_21@hotmail.co.uk

Personal profile

I am an independent and confident person who is looking for a fulltime job and would appreciate the opportunity and I will fulfil my duties at a good standard, I have a passion for the care sector especially mental health, I also have experience within retail and customer service including admin and reception, I was working fulltime for a home called Aspect house where I used to work with service users with mental health condition. I started the company as a support worker and I progressed to a senior support worker.
I have previously worked for Hawthorne house as an admin assistant/receptionist/support worker, I enjoy helping people that need my assistance as they are unable to do various things themselves, I was previously working for the Department for Work and Pension as a case manager. I am motivated, punctual and can also stay on task with whatever I have been asked to do. I can adapt well to different environments and make new relationships with people easily. I am a trustworthy an honest person and can handle any responsibilities that are given to me.  I am willing to undertake any training you feel necessary and I am available to start employment immediately.

Skills
	· Flexible and supportive team player, capable of working under pressure
· Ability to always remain professional with internal and external customers 
· Strong communication skills both verbal and written 
· Excellent telephone manner and email etiquette 

	· Good relationship management skills with the ability to adapt style as appropriate and establish rapport

	· Highly determined and motivated with a desire to work hard and achieve high standards

	· Demonstrates the ability to work independently, learn and think quickly, and multi-task

	· Able to get on with people from all backgrounds and age groups and be discreet and diplomatic

	· Possesses a solid work ethic, exerting optimal effort in successfully completing tasks

	· Confidently manage problems in a positive and assured manner, creating a satisfactory solution

	· Experience of using good judgement to make well-reasoned decisions in a range of situations

	·  Excellent practical skills, an appreciation for detail, high levels of concentration and focus

	·  Excellent customer service experience and skills



Employment history

2022 – 2024 Aspects Care Home, mental health senior support worker

2019 –2021 St Matthews Hawthorne House, admin/support worker

2018 –2019  Barchester Harper fields Care Home, Solihull, Care Assistant 

2017–2018  Economy Energy, Kenilworth, Customer Advisor  
	Dealt with customer enquiries for existing customer who are on a prepayment meter.

	Provided good levels of customer service making sure customers received great customer service at all times regarding the meter or their gas/electric tariff.

	Achieved excellent communication , customer service and listening skills, as advised customers on their gas/electric accounts.


2016 –2017  Arvato Bertelsmann, Warwick, Customer representative 
	Dealt with customer enquiries for Volkswagen financial services who where clients for Arvato

	Provided good levels of customer service making sure customers received great customer service at all times

	Achieved excellent communication , customer service and listening skills, as advised customers on their finance agreements

	Complied with strict Health and Safety in the Workplace, Security, Welfare and Fire Safety procedures, policies and standards


2014 - 2015, Department For Work And Pensions, Coventry, Case Manager 
	Dealt with customer enquiries and benefit claims over the telephone, resolving any issues quickly and efficiently and rarely had to escalate them to management to resolve

	Gave in-depth benefit knowledge to customers who required detailed information on particular benefits

	Responsibly operated my system, which holds sensitive information 

	Adhered to security rules and regulations 

	Provided high levels of customer service ensuring customers received attentive and  pro-active service at all times

	Developed excellent communication, customer service and listening skills, as advised customers on their benefit claims 

	Complied with strict Health and Safety in the Workplace, Security, Welfare and Fire Safety procedures, policies and standards



2009 – 2009, TJ Hughes, Coventry, Sales Assistant

2009 – 2009, TK Maxx, Coventry, Sales Associate

Education and Qualifications

2025 – 2026   Certificate in Higher Education: Skills for the Workplace (Health and       Social Care)

2014 – 2015     NVQ Level 2 in Customer service, Coventry DWP

2009 - 2010 	City College, Coventry
National Award in Computing Level III

2007- 2008 	Sidney Stringer 6th Form, Coventry
Business OCR National Level II (Grade: CC)

2003 – 2007	Sidney Stringer School, Cox Street Coventry CV1 5NL 
National Curriculum

References
Katie Jarvis- Manager Aspects House Email: katie@aspectscarehomes.co.uk
Prince Kety- Nurse Hawthorne House Email: princekety41@gmail.com 

Task 2:
Personal statement 
I am applying for the role of a mental health support worker as I am passionate about supporting and helping individuals to improve their mental health and wellbeing and help them live independently. I am compassionate, patient and highly motivated individual who is committed to delivering high quality person centred care. I strongly believe in treating individuals with dignity, respect and empathy, and I am dedicated to creating a safe and supportive environment where individuals can feel safe, valued and understood.
My employment background has provided me with a solid foundation for working in mental health, I am about to complete my level 4 in Certificate in Higher Education: Skills for the Workplace (Health and Social Care). In my employment background I developed an understanding of mental health conditions such as anxiety, depression and many more complex condition such as schizophrenia. My recent studies have also given me more insight on safeguarding, equality and diversity and the importance of promoting independence and well being.
In addition I have completed training in my previous employment in areas such as first aid, safeguarding and mental health awareness which has strengthened my ability to respond appropriately in many situations.I posses strong communication and interpersonal skills, which enables me to build trusting relationships with individuals from diverse backgrounds. I also understand the importance of active listening skills and non-judgemental support. 
I am confident in my ability to remain calm under pressure and respond accordingly and sensitively to challenging situations ensuring that individuals feel supported and reassured.
My key strengths include empathy, resilience and adaptability. I am able to work on my own or as part of a team and I value collaboration with my colleagues and other professionals to provide consistent and effective care that meet the standards and expectations. I am highly organised and able to maintain records, follow care plans and adhere to policies and procedures.
I am also committed to promoting independence and empowering individuals to achieve their personal goals and achievements, I encourage individuals to engage in daily activities and help with coping strategies. I also help them build confidence in managing their mental health, I also understand the importance of maintaining boundaries while still being approachable and supportive. I am dedicated to continuous personal and professional development. I am always eager to learn new skills and stay up to date with training and practices in mental health care. I take pride in reflecting on my work and seek feedback so that I can improve my performance and provide the best possible care to individuals.
I am enthusiastic about this opportunity to contribute my experience to your organisation as a mental health support worker. I am confident that my employment history and education, skills and personal qualities make me a well suited to this job role, I am committed to making a positive change in those who I support.
Task 3: Opportunities
Career advancement
Specialist training
Professional development 
Threats
Risk of burnout 
Staff shortages 
Challenging behaviour from service users
Weekness
Difficult in saying no
Emotional involvement 
Limited experience
Strehgths
Strong communication skills
Patience
Emotional resilience
SWOT Analysis


Personal development plan 

Name: Shelina Begum
Date: [17/10/1990]
Course/Year: [Certificate in Higher Education: Skills for the Workplace (Health and Social Care)]
1. Current Skills & Strengths
· Good time management 
· Confident in building Rapport 
· Strong knowledge 
2. Areas for Improvement
· Improve time management
· Emotional involvement 
· Challenging behaviour
3. Short-Term Goals (Next 3–6 Months)
| Goal | Actions | Resources Needed | Target Date | Success Measure |
|graduate |Qualify|Education and training|2028|50%
4. Long-Term Goals (6–18 Months)
| Goal | Actions | Resources Needed | Target Date | Success Measure |
|Nurse graduate||education |2030|80%

Task 4:
Reflection on presentation 
this reflection is based on Gibbs, (1988) reflective cycle which provides a detailed and structured approach to my learning experience. It focuses on my recent presentation that I delivered.
Description 
The task involved a 6 minute presentation on a selected topic which was communication and I presented this infront of my lecturer. I prepared my slides using PowerPoint and practiced the content to see if it was 6 minutes or close to 6 minutes beforehand. On the day of my presentation, I stood infront of my lecturer and a camera that was recording and presented my work, supported by my PowerPoint slides, although I had practiced beforehand I was forgetting some of the work but I still kept eye contact.
Feelings 
Before my presentation was due, I was so nervous and very anxious, mainly due to fear of forgetting and going blank and lost for words, as I began speaking gradually my confidence improved. During the presentation I became comfortable slowly, after finishing my presentation I felt so relieved and slightly proud that I managed to complete it with any problems. I was also made aware of areas that I can improve in and was happy to take the feedback on board.
Evaluation
I felt there were several positive aspects in my presentation.my slides were clear and visible to read and well structured, which helped me convey my key points effectively. I also managed to stay within the time limit and answered questions and the end of my presentation. However there were some negative aspects, the feedback that was given mentioned that I put a lot of information on my slides, I was told I should of limited the words and emphasized on the points instead. I relied to much on reading from my slides instead of naturally speaking,
Analysis 
This experience highlighted the importance of both preparation and delivery skills in effective presentation. Although I prepared the content thoroughly, I did not focus much on my speaking style. My nervousness majorly contributed to my reliance on my slides which reduced my ability to focus on my lecturer.
Conclusion 
Overall my experience was valuable in helping me identify my strengths and weaknesses in presenting my presentation. I have learnt that preparation should not only be focused on the content but also the information. Even though I successfully communicated my topic, improving my confidence and interaction would enhance my effectiveness as a presenter. This reflection has made me more aware of the skills that are required for a successful presentation 
Action 
For my future presentations I will try to adopt more strategies to improve, I will practice speaking without relying on my slides allowing me for more natural delivery of the presentation. I will also work on building my confidence and coping methods for my nervousness and anxiety. I will also focus on my body language and eye contact and I will use gestures to emphasize on my points instead of reading of the slides.
By implementing these strategies my aim is to become more confident and effective presenter for the future. 
