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Practical Portfolio
Introduction
A Professional portfolio is a curated collection of an individual’s skills. Achievements, and career history. It is designed to provide employers and clients with tangible evidence and verified proof of one’s professional capabilities. (Indeed, Editorial Team, 2023).
Care Coordinator
Posted 27/03/2026 by Premier Healthcare
Location:
Bromley, London
Salary/Rate:
£28,000 - £32,000/annum Plus Bonuses
Apply Now
Job Title: Care Coordinator - Car Driver Preferred
Location: Bromley, Greater London
Salary: £28,000 to £32,000
Contract Type: Permanent - Full Time
About the Role:
We are working with a well-established domiciliary care provider, dedicated to supporting adults to live safely and independently in their own homes. The branch is committed to delivering compassionate, person-centred care, and pride it's self on our professional, supportive, and friendly team environment.
The Role:
We are looking for a Care Coordinator to join a busy domiciliary care branch. You will play a key role in ensuring clients receive the highest quality care by coordinating schedules, supporting the care team, and maintaining excellent communication with clients and their families.
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Key Responsibilities:
· Manage daily scheduling of care visits and ensure staff rotas meet client needs.
· Maintain accurate client records and care plans in line with policies and CQC regulations.
· Support Care Workers by providing guidance, advice, and training where required.
· Act as a point of contact for clients, families, and external professionals.
· Ensure compliance with safeguarding procedures and health & safety regulations.
· Assist with recruitment, induction, and onboarding of new care staff.
Person Specification:
· Previous experience in a care coordination or administrative role within domiciliary care preferred.
· Excellent communication, organisation, and multitasking skills.
· Strong IT skills, including experience with care management software.
· Understanding of CQC standards, safeguarding, and person-centred care.
· Compassionate, proactive, and able to work under pressure.
Why This Role is Great:
· Opportunity to be part of a supportive, professional team.
· Career progression opportunities within a growing care provider.
· Ongoing training and development.
· Making a real difference in people's lives every day.
How to Apply:
If you are passionate about delivering high-quality care and supporting a dedicated care team, please send your CV and a cover letter to or apply via indeed.
Apply Now
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Type:
Permanent
Start Date:
ASAP
Contract Length:
N/A
Contact Name:
Login or register to view
Job Reference:
107303_1774605132
Job ID:
224918372
Remember: You should never send money to a prospective employer or disclose any financial information. Should you encounter any job listings requesting payments or financial details, please reach out to us immediately. For further guidance, visit jobsaware.co.uk.
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Curriculum Vitae
                                  Bibiche Muamba 
                              +44 7404 448044   muamba.bibiche@yahoo.co.uk 
Care Coordinator
 
Professional Summary 
Dedicated healthcare professional with over 10 years of frontline experience, transitioning into care coordination. Expert in safeguarding protocols, Mobility assistant, and patient advocacy. Strong communicator skilled at bridging the gap between patients, families, and medical teams. Currently strengthening administrative and management expertise through a Level 4 CertHE at university of Wales Trinity Saint David. Committed to improving service efficiency and patient outcomes through meticulous care planning and proactive coordination.
Education 
 
Level 4 CertHE University of Wales Trinity Saint David, London                    2025 – 2026
First year
NCFE Level 2 Certificate in Preparing to Work in Adult Social Care              2012 -2013
General Certificate of Secondary Education                                                     2009 – 2010
Grade E
National Vocation Qualification                                                                           2009 - 2010
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Work Experience
 Learning Support Assistant (LSA) Protocol Education, London 
                                                                                                                        2022 – Dec 2024 
· Provided 1:1 and small group support to students to improve engagement and learning outcomes.                                     
· Assisted with lesson planning and adapted materials to meet individual needs.  
· Monitored student progress and maintained accurate records.  
· Delivered feedback to teachers and supported behaviour management.  
· Always ensured safeguarding and safety of pupils.  
 
 DHL Patient Transport, London, Ambulance Care Assistant Driver 
                                                                                                                         2019 – Oct 2022 
· Safely transported patients with mobility issues using wheelchairs and stretchers  
· Assisted patients in and out of vehicles with dignity and care.  
· Followed strict health & safety and confidentiality policies.  
· Maintained cleanliness of vehicles and accurate transport records  
 
 Falck Medical Services, East London, Ambulance Care Assistant/ Driver
                                                                                                                        2018 – Sep 2019 
· Provided safe and timely transport for patients. 
· Supported individuals with mobility and medical needs. 
· Maintained patient dignity, confidentiality, and safety. 
· Ensured accurate documentation and compliance. 
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One Housing Group, London, Care Assistant
                                                                                                                         2014 – Jul 2016 
· Supported clients with daily living activities and personal care. 
· Assisted with mobility, feeding, and companionship. 
· Identified client needs and provided appropriate support. 
· Promoted wellbeing and independence. 
Central Recruitment Services Ltd, London, Care Assistant 
                                                                                                                        2013 – Mar 2014 
· Administered medication and supported daily care routines.  
· Assisted with cooking, cleaning, and general wellbeing.  
· Escorted clients to appointments and outings  
 
 Gentle Care, London, Care Assistant 
                                                                                                                         2012 – Oct 2013 
· Delivered personal care and emotional support.  
· Assisted with daily living tasks and activities.  
· Maintained a safe and clean environment.  
 
CoHearentVision, Leeds, Voluntary Care Assistant
                                                                                                                  2010 – Mar 2011 
· Supported clients with personal care and daily activities.  
· Assisted with mobility and companionship.  
· Promoted wellbeing and dignity.  
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Key Skills 
· Personal Care & Patient Support  
· Care Coordination & Safeguarding  
· Excellent Communication Skills  
· Teamwork & Leadership  
· Record Keeping & Documentation  
· Conflict Resolution  
· IT Skills (MS Word, Excel, PowerPoint)  
· Time Management & Organisation  

 
· Personal Care 
· Care Giver 
· Teaching Links 
 
Additional Information 
· Strong interpersonal and communication skills  
· Able to work independently and as part of a team.  
· Reliable, organised, and proactive 
 
References 
Transport Manager 
Colin Daley
Colin.daley@dhl.com
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Personal Statement



Dear Hiring Manager, 

I am writing to express my strong interest in the Care Coordinator position at Premier Healthcare Ltd, as advertised on CV - Library website. With over a decade of experience in health and social care, I have developed strong skills in patient support, coordination, safeguarding, and communication, making me a suitable candidate for this role. 

 Current I am studying at University of Wales Trinity Saint David, pursuing Level 4 CertHE in Health and Social Care. I am nearing completion of this certificate and plan to continue journey toward a BSs in Health and Social Care. This combination of extensive practical experience and ongoing professional education has allowed me to develop strong skills in patient – centered care. I provided one-to-one and small group support, monitor progress, and maintain accurate records. I collaborate closely with staff to ensure individuals receive the right support, which has strengthened my organisational and coordination abilities. 
Previously, I worked as an Ambulance Care Assistant/Driver, where I supported patients with mobility needs, ensured their safety and dignity, and followed strict health and safety procedures. I also have experience as a Care Assistant, supporting clients with personal care, medication, and daily activities while promoting independence and wellbeing. 
I am a compassionate, dependable, and initiative-taking individual who works well both independently and as part of a team. I am confident in managing responsibilities, coordinating care services, and ensuring high-quality, person-centred support. 
I am confident in my capacity to improve your service deliver while ensuring the highest standards of support for your clients. My background and dedication to the field make me a highly suitable candidate for this role.
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 would welcome the opportunity to contribute to your organisation and support the effective delivery of care services. Thank you for considering my application, and I look forward to hearing from you. 

Yours sincerely, 
Bibiche Muamba  
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a. SWOT Analysis
SWOT analysis is a strategic planning tool designed to determine internal strengths and weakness as well as external opportunity and threats. Its fundamentally used to assess the position of a business or support informed decision.
 SWOT analysis often attributed to Albert Humprey who led a research project at the Stanford Research Institute during the 1060s and 1970s. The method was originally known as SOFT analysis (Satisfaction, Opportunity, Fault, Threat) before it evolved into its current form SWOT. (Peterdy, 2024)
For a Care Coordinator in the health and social care sector, the analysis is essential for managing the complex needs of an individual while working an extensive standardised setting. This analysis mirrors my current position as a Level 4 CertHE student with decade of frontline experience.

SWOT analysis for Care a Coordinator position based on my over 10 years of experience in health and social care sector as well as a Level 4 CertHE student at University of Wales Trinity Saint David.

	Strengths (Internal) Positive
Strengths are the internal characteristics and resources that support a successful result.
Academic Foundation: As a current Level 4 CertHE student, I am developing a comprehensive theoretical framework and a robust Knowledge base regarding the contemporary policies and legislation framework governing the health and social care sector. This academic progression ensures my practice remains regulatory standards. Furthermore, this qualification serves as formal validation of specialised Knowledge I will utilise in my capacity as a Care Coordinator at Premier Healthcare Ltd    bridging the gap between academic theory and frontline management.

Extensive Sector Experience: With over a decade of professional experience within the health and social care sector, I posses a nuanced understanding of holistic patients- centered care and the complexities of safeguarding protocols. This extensive tenure has equipped me with skills necessary to navigate and mitigate the multifaceted challenges inherent in frontline care delivery. My background allows for high degree of clinical judgment and the ability to maintain service quality under pressure. 

Interpersonal and Collaboration Skills: I will highly demonstrate development interpersonal skills, characterised by the ability to facilitate effective, transparent communication across diverse multidisciplinary teams. I am proficient in adapting my communication style to meet the specific needs of patients, families, and healthcare professionals. This competency it vital for fostering collaboration working environments, enduring integrated care delivery, and maintaining positive therapeutic relationships with service users.

	Weaknesses (Internal) Negative
Weaknesses are internal limitation or areas requiring development to optimise professional performance.
Transition to Management:  Despite extensive experience in frontline healthcare delivery, transition into a coordinator role presents a significant shift in perspective. Moving from a task – oriented, clinical mindset to one focused on administrative control and staff management involves a steep learning curve. While I possess strong documentation skills and clinical expertise, I will face a gap in technical proficiency regarding multi budgetary system and specialise management software. Bridging this gap is essential to ensure that my administrative capabilities match my clinical background.

Work and studies:  The role of a Care Coordinator role at Premier Healthcare
Ltd is demanding as highlight on the job description, often involving high pressure schedule. Simultaneously pursuing a BSs degree requires exceptional time management skills to successfully integrate academic rigor with professional responsibilities. There is an inherent risk of burnout if these competing demands are not effectively managed. Therefore, refining my ability to prioritise complex task is a critical area for improvement to maintain both academic excellence and professional efficiency.

	Opportunity(internal) Positive
Opportunities are my advantages from the organisation.
Professional Development and organisational growth: I am positioning to significantly benefit from the robust learning culture at Premier Healthcare Ltd. The company’s commitment to career progression provides a clear pathway for me to transition from Mid – level management to executive Leadership. Ongoing training will bridge my current skills gap, ensuring I can lead with high- level expertise as the company continues to expand. My professional growth will not only advance my career but also ensure that the organisation maintains a high standard of clinical governance and operational excellence.
	Threat (External) Negative
Treat are external factors beyond one’s control that could jeopardise progression or organisation stability.
Staffing Shortages: The healthcare sector currently facing a systemic recruitment and retention crisis. From a coordinator perspective, persistent understaffing poses a significant operational threat. It necessitates frequent crisis management’ often requiring coordinator to revert to frontline clinical duties to ensure patients safety. This displacement detracts from essential strategic oversight, increases the risk of occupation burnout, and compromises the long- term efficient of the department.

Rapid Technological Shift and Digital Transformation: Frequent updating to healthcare Legislation, Care Quality Commission (CQC) standards, or national health policies can impose sudden administrative burdens, Adapting to the these shifts requires constant vigilance and resources, where any failure to align with new mandates could result in legal liabilities or loss of institutional accreditation.
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b. Personal Development Plan 

This Personal Development Plan (PDP)outlines three strategic goals designed to facilitate my professional transition into and advancement within the Care Coordinator role. These Objectives focus on technical proficiency, leadership, and operational excellence, ensuring an initiative-taking approach to career growth over two years coming.

Goal 1 
Enhance Technical proficiency and Software Skills
Action Plan: Within the first six months of my tenure, I aim to achieve advanced certificate in essential software specially Microsoft Excel and data analytics platforms relevant to health and social care coordination. I will dedicate one day par week to structured projects -based learning and hands – on training. This systematic approach designed to ensure the practical mastery of digital tools required for managing complex patient data and streamlining admirative workflows.

Monitoring & Evaluation: Progress will be measured by successful attainment of professional certificate and the tangible implementation of automate solution within my daily task. I will evaluate success based on the quantifiable reduction in time spend on routine reporting and increased accuracy of data outputs.

Goal 2
Develop Leadership and Team Management Capabilities:
Action Plan: During the first year on my role as Care Coordinator, I will actively seek opportunities to enable at least small three small – escale projects or internal working group.  Furthermore, I intend to participate in Professional leader workshop and engage in formal mentorship program with the senior leader. This will provide a structure for acquiring advanced management strategies and assuming organisation principles.

Monitoring and Evaluation: I will track my development by documenting project outcomes and soliciting formal 360- degree feedback from supervising senior leader. Success will be evaluated by achievement of set projects goals and receipt of positive performance reviews regarding my communication style and ability to motivate team members.
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Goal 3
Improving Strategic communication and Presentation Skills 
Action Plan: To improve my improve my professional presence, I will join a professional accredited speaking organisation to ameliorate my verbal delivery, within the next 24 months, I will actively volunteer to present periodical performance data and operational updates to the senior management team. This will allow me to practice translating complex care coordination metrics into actionable insight for high- level stakeholders.

Monitoring & Evaluation: I will engage in iterative self- assessment by recording my practice sessions to analyse and adjust my body language, pacing, and tone. Formal evaluation will conduct through structured feedback from my manager and colleagues following each presentation. Success will be determined by increasing proficiency in managing Q&A session with confident and clarity with which I communicate strategic objectives to the leadership.
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Gibbs Model of Reflection 1998: is to analyse the experience and think for the way forward and has six stages of Gibbs reflective cycle, as

Description: What occurred 
Feelings: How was the feeling during the event
Evaluation: What was the outcome of the even, went well or not
Analysis: Understanding the situation
Conclusion: What did you learn from the even
Action: What measure to take, after identifying the outcome. (University of Cumbria, 2020)

Description
For the Component 1 assessment, I delivered a presentation on the importance of Working in Teams within the Health and Social Care sector. The presentation focused on defining effective teamwork and used a specific care study to illustrate how collaboration efforts impact service deliver as required by the assignment brief. 
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Feeling: At the beginning of the presentation, I felt quite nervous, Although I have previous experience with public speaking, addressing a formal audience remains as stressful situation for me. However, I managed to manage my anxiety, maintain my composure, and successfully complete the delivery.

Evaluation: The positivity aspect of this experience was my ability to maintain professional despite my nerves. My previous experience helped me stay on track. Regarding the content, the subject of teamwork was well- received, as I successfully highlighted how communication between colleagues directly improves the quality of care provided to service users. On the downside, my initial nervousness may have slightly affected my pacing at the start.



Analysis:  Reflecting on the situation, the stress I felt is a common reaction to high- stakes assessments. My ability to continue despite this suggests that I have developed a degree resilience. The link I made between teamwork and quality of care supported by the industry standards, which suggest that multidisciplinary collaboration reduces errors. My nervousness stems from a desire to achieve high academic rigor, which shows a commitment to my studies but also highlights a need for better stress- management techniques during public speaking.

Conclusion: in conclusion, the presentation was successful in terms of meeting the academic requirements and covering the necessary content. I realised that while my subject knowledge is strong, I need to work on my confident during the delivery phase to ensure that my body language and tone fully reflect my capability.

Action: To improve my future performance, I will work toward my “Goal 3” by joining a professional speaking group or peer- support workshop. Additionally, will record my practice session and watch them back to identify areas where I can improve my posture and vocal clarity. This will help me become a more confident communicator in a professional health and social care sector.
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