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[bookmark: _Toc215915275]Introduction
A portfolio is a systematic set of evidences that prove the skills, competencies, achievements, and the willingness of an individual to develop professionally. This portfolio is aimed at preparing for a possible job position within one of the biggest global privatised healthcare providers, HCA Healthcare, which is characterised by its adherence to clinical excellence and patient-centred care. The portfolio analyses the competencies needed in the organisation and compares my existing competencies with the expectations. Time management is specifically highlighted as a key capability vital to ensuring efficiency and quality in fast-paced healthcare settings. The portfolio also contains an elaborate Personal Development Plan (PDP), an evaluation of the current skill gaps, and preparation of the interview questions. Together, it is an effective source of information to enhance employability and readiness to pursue a career that is related to healthcare. Alongside these, this portfolio contains an academic report, and critical reflection using Gibbs Reflective Model. 


[bookmark: _Toc215915276]Task 1: Job Role and Skills 
[bookmark: _Toc215915277]Job Role Recognition at HCA Healthcare
The position that I expect to apply to HCA Healthcare is the role of Healthcare Administrative Assistant. The role is associated with the support of clinical teams, patient records, appointment management, communications, compliance with organisational standards, and sufficient administrative processes. HCA Healthcare is generally interested in recruiting employees with a high level of organisational, communication, and time management skills, as well as knowledge of healthcare practices and patient confidentiality (HCA Healthcare, 2024).
[bookmark: _Toc215915278]Essential Skills and Competencies
1. Time Management
One of the most essential skills of an administrative assistant at HCA Healthcare is time management, since the job should be done within the shortest possible period of time and with the highest level of accuracy to assist clinical processes. My academic activities have taught me good time management skills since I have been required to combine deadlines, assignments, and research. Such practices will facilitate my management of patient appointments, record updates, and administration.
2. Communication Skills
I need to have strong communication abilities in written and spoken formats when dealing with patients, medical practitioners, and the outside community. I have been able to exhibit these skills in the past in academic presentations and teamwork, where there were group assignments and effective communication was necessary to accomplish the tasks. 
3. Organisational Skills
The position will involve keeping proper records of patients, documenting, arranging appointments, and ensuring that everything operates well in the administrative procedures. I am also a detail-oriented person who is well-organised in my academic work. I have found myself developing an orderly manner in line with HCA Healthcare’s expectations through this skill.

4. IT Proficiency
Electronic health records (EHRs) and Microsoft Office are important in the field of healthcare administration. My competencies in using MS Word, Excel, and Outlook are of the intermediate level, and I can easily learn new programs. This will enable me to be patient-management systems savvy (Zouaoui, Drolet and Briand, 2023; Martin and Alarcón-Urbistondo, 2024).
[bookmark: _Toc215915279]Skill Gap and Improvement Plan
Though there are several strengths, I have listed areas that need more improvement in order to perform better in the job position.
1. Healthcare Policies and EHR Systems Knowledge.
My exposure to Electronic Health Record systems is limited, and I am not well-informed about healthcare laws, including HIPAA. To deal with this, I will undergo short training courses to reinforce my knowledge.
2. Dealing with High-Pressure Situations.
Healthcare administration is a field that deals with several urgent tasks at the same time. Though my stress management skills are rather good, I should develop more strength and confidence in hurry-up situations.
3. Developed Excel and Data Handling.
The task can be to analyse the data about patients and to draw a report. My current level of knowledge on Excel is basic and needs improvement to work effectively
in the position.
[bookmark: _Toc215915280]



Personal Development Plan
	Development Area
	Current Level
	Required Level
	Actions to Improve
	Resources Needed
	Timeframe

	Knowledge of healthcare policies & EHR
	Basic
	Intermediate
	Enrol in online course on healthcare administration and EHR systems
	Online training platforms; HCA guidelines
	3 months

	Stress & pressure management
	Moderate
	High
	Practise mindfulness, attend stress-management workshops, gain experience in fast-paced environments
	Workshops, volunteering
	4 months

	Advanced Excel skills
	Basic
	Advanced
	Complete an Advanced Excel training course and practise data tasks
	Online tutorials (LinkedIn Learning)
	2 months

	Communication in healthcare context
	Good
	Excellent
	Study healthcare communication practices and engage in role-play exercises
	Online materials, practice sessions
	Ongoing

	Time-management enhancement
	Good
	Excellent
	Use digital tools, set SMART goals, continue using prioritisation techniques
	Apps, planners
	Ongoing


Table: Personal Development Plan (Table)
Source: (Author)
[bookmark: _Toc215915281]Three Potential Interview questions and answers
1. What are some of your strategies to deal with conflicting priorities when work overload sets in?
I would answer by stating that I prioritise tasks by urgency and importance using prioritisation tools, including to-do lists and scheduling systems. I would make sure that I accomplish critical tasks first, be proactive in communication with the team, and be calm when under pressure.
2. Why do you desire to work at HCA Healthcare?
The dedication of HCA Healthcare to patient-centred care, clinical excellence, and staff development would be pointed out. They are compassionate, respectful, and teamwork values that I agree with. I would like to work in an organisation that has high standards and great ethical standards.
3. Write about an occasion that has involved effective time management on your part.
[bookmark: _Toc215915282]I would speak about a particular academic project where I needed to handle various activities at the same time, such as research, presentation, and group coordination.    I ensured that I had deadlines, a well-designed plan, and a track of progress, which helped me fulfil all the tasks within the due time and quality. 

Task 2: Academic Report
Time Management in Health and Social Care.
Time management skill is one of the most relevant professional skills that must be required to work in a health and social care environment. Time management skill has a direct effect on the quality, safety, and efficiency of the care provided to patients. Health and social care professionals, such as nurses, support workers, administrative workers, and healthcare assistants, should be able to do several activities at the same time, and within limited time frames. Such roles include scheduling appointments with patients, updating patient care records, and communicating between multidisciplinary teams, as well as dealing with urgent clinical needs. Proper time management thus makes sure that all these activities are done in a timely manner. Cottrell (2019) states that time management helps improve the productivity of individuals and allows professionals to focus on the priorities in accordance with the organisational objectives and the needs of patients.
The environment is very demanding, and thus, one of the key reasons why time management is paramount in health and social care is the demanding environment. The healthcare environment is usually around the clock, and a delay may adversely affect patient outcomes. To illustrate, the administration of medications late or the delay in documentation may not only result in additional clinical risks but also contribute to ineffective communication within the healthcare teams. Professionals can ensure that the necessary care is always provided and in the most precise way possible by properly using time management. Moreover, organisations in the health and social care sector, like the HCA Healthcare, depend on effective workflow to handle high numbers of patients and ensure their efficiency in operations. Consequently, time management helps in the reduction of waiting times, enhancement of patient satisfaction, and assists in the support of organisational reputation.
Prioritisation is another crucial feature of the management of time in health and social care. Whenever faced with unpredictable situations or abrupt emergencies, professionals need to evaluate what is urgent, important, or routine to do. Prioritisation models, including the Eisenhower Matrix or the ABC technique, are usable techniques that can assist workers in identifying the work that is of an urgent nature, as well as the ones that can be postponed. Armstrong and Taylor (2020) claims that prioritisation skills would allow an employee to make well-informed decisions, be organised, and have control when there are numerous tasks or stressful circumstances. 
Moreover, good time management will lessen stress and burnout, which is very relevant, especially in the health sector, where there are emotional and physical pressures. Time management may result in work overload, burnout, and reduced job performance, which all may undermine patient safety and staff health. Through proper advance planning, goal setting, task segmentation, and realistic goal setting, professionals may achieve a healthier work-life balance and still perform highly. Time management helps in teamwork and coordination, besides personal gains. Health services and social care are based on interdependence between nurses and doctors and allied health professionals, as well as the administration. Time management is good as it will make every member finish his or her work on time, and this will consequently contribute to continuity of care (Antoniadou and Antoniadis, 2024). 


[bookmark: _Toc215915283]Task 3: Reflective Criticism based on the Gibbs model of reflection.
Critical reflection on LCHS4009 Component 1 Presentation.
Description
In my last presentation, I presented some chosen health and social care issues. This personal portfolio is based on the experience of that presentation. In my last presentation, I’ve provided insights on specific topic that has improved my authoritative academic knowledge, knowledge sourcing skills, and power of explaining things to the audience. During my presentation, I tried to maintain eye contact, use visual presentation, and communicate without fear. My lecturer also gave me verbal feedback on the strengths and areas to improve after the presentation.
Feelings
I was nervous and a bit confused about the depth of my content prior to presenting, whether it would be good enough academically. My confidence also increased slowly during the presentation as I moved through the slides. But when I saw several of my classmates looking confused, I was briefly anxious about the coherence of my explanations. Upon getting feedback, I was happy to know that I had passed the minimum requirements.
Evaluation
Well-articulated points, correct pacing, and relevant examples were some of the positive things in my performance. My lecturer said my introduction was good and that I demonstrated a strong grasp of the core topic. Nevertheless, there were major sectors that needed development. The lecturer indicated that certain slides had excessive text, thus making the presentation heavy. I also tend to read out of the slides rather than talking more often. The next observation was that my analysis was not deep enough in some respects and must be better connected with the theories presented during classes.
Analysis
The problems that I experienced are similar to typical presentation problems. The use of notes and heavy use of text on slides did not allow me to communicate in a more dynamic manner. This also influenced the interest of the audience, as too much information on the slides may cause a problem for listeners to be unable to follow important messages. The fact that I have not done any deeper critical analysis means that I could use more academic reading strategies and apply more theoretical perspectives to the matter. Moreover, my lecturer noted that I should make better use of consistent references in the slides, which would make the academic presentation more credible. Altogether, the feedback allowed me to realise that the key to successful presenting is balancing between knowledge of the content, its Visual clarity, and confidence in the delivery.
Action Plan
I will embrace a number of strategies. I will make slides with less text and emphasise visual aids instead of complete sentences. Second, I will rehearse and practise making presentations without reading from the slides. I will learn further by reading additional peer-reviewed sources and including theoretical frameworks in my study. I will also observe the academic referencing rules attentively so that no source is missed. I will ask more peers to provide me with feedback during practice so as to improve clarity as well as delivery (Ahmadpour, Shariati and Moghadam, 2025).


[bookmark: _Toc215915284]Conclusion
The opportunity to reflect on my presentation with the help of Gibbs' model has made me realise the strong and weak aspects of my performance. The comments by the lecturer were useful in informing my progress. With improved preparation, analysis, and confidence, I will be able to improve my future academic presentation tremendously.
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