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Chosen Job Advertisement
For this portfolio, I have chosen a real job vacancy for a Safeguarding Officer with Harris Federation. The advert shows the role is based in London, with a salary of £29,436–£29,856 per 
[image: ]
This job role is suitable for my health and social care portfolio because safeguarding is closely linked to children’s welfare, safety and wellbeing. Although the role is based in an education setting, it includes health and social care values such as protection, confidentiality, communication, accurate record keeping, dignity and working with vulnerable children and families. The government’s safeguarding guidance explains that schools and colleges have a legal duty to safeguard and promote the welfare of children and young people under the age of 18 (Department for Education, 2025). This makes the role relevant to health and social care practice.
The role also matches my career interest because I would like to work with children and families in a supportive setting. My previous experience in hospital administration has helped me develop skills in confidentiality, communication, organisation, record keeping and working with vulnerable people. These skills are useful for a Safeguarding Officer role because the job involves handling sensitive information, communicating with professionals and supporting the safety of children.






Task 1: CV
Kerry Wall
Telephone: 07535202001
Email: 2511436@student.uwtsd.ac.uk

Personal Profile
I am a reliable, caring and organised individual with strong experience in healthcare administration, medical records and ward support. I have worked in hospital environments for several years, including St Mary’s Hospital in Paddington and the Hospital of St John and St Elizabeth in St John’s Wood. Through these roles, I developed strong communication, confidentiality, record keeping and professional skills.
I am now looking to use my experience in a school safeguarding role where I can support children’s welfare, safety and wellbeing. I understand the importance of safeguarding, accurate documentation, professional boundaries and working with families and other professionals. I am calm under pressure, approachable, empathetic and committed to helping vulnerable children receive the right support.

Education and Qualifications
Certificate of Higher Education in Health and Social Care
university Wales Trinty st David 
2025
Digital Skills and Research Methods / Health and Social Care Modules
university Wales Trinty st David 
2025
GCSEs or equivalent
Sion Manning 


Employment History
Ward Administrator – Renal Unit
Hospital of St John and St Elizabeth, St John’s Wood
7 years
· Worked on a busy renal unit supporting patients, relatives, nurses, doctors and other healthcare professionals.
· Managed ward administration duties, including patient records, telephone enquiries, appointment information and ward documentation.
· Communicated with patients and families in a calm, respectful and professional way.
· Handled sensitive medical information while maintaining confidentiality and data protection.
· Supported the smooth running of the ward by keeping records organised and accurate.
· Worked as part of a multidisciplinary team in a busy healthcare environment.
· Developed strong attention to detail, empathy, organisation and problem-solving skills.
· Gained experience supporting people who may be anxious, vulnerable or unwell.
Medical Records Assistant
St Mary’s Hospital, Paddington
2 years
· Worked within the medical records department, supporting the filing, handling and updating of patient records.
· Followed confidentiality procedures when managing sensitive medical information.
· Supported accurate record keeping in a large NHS hospital environment.
· Developed strong administrative and organisational skills.
· Worked professionally with hospital staff and followed workplace policies.
· Gained experience of working in a healthcare setting where accuracy and confidentiality were essential.

Key Skills
· Safeguarding awareness
· Confidentiality and data protection
· Accurate record keeping
· Strong written and verbal communication
· Professional telephone manner
· Empathy and patience
· Organisation and time management
· Ability to work under pressure
· Teamwork with professionals
· Understanding of vulnerable people’s needs
· Calm and respectful approach
· Problem solving
· Good IT and administration skills

Achievements
· Completed several years of successful employment in healthcare administration.
· Built experience working with sensitive patient information.
· Developed confidence communicating with patients, families and healthcare professionals.
· Completed health and social care studies, improving my understanding of care values, safeguarding and professional practice.
· Gained transferable skills that are relevant to working with children, families and safeguarding teams.

Interests and Hobbies
I am interested in health and social care, children’s wellbeing, mental health, safeguarding and supporting families. I enjoy learning about how professionals can support vulnerable people and help them feel safe, respected and listened to. I also enjoy spending time with family, developing my confidence and learning new skills that can help me progress in my career.

References
Reference 1:
Available on request.
Reference 2:
Available on request.

Task 2: Personal Statement
I am applying for the role of Safeguarding Officer with Harris Federation because I am passionate about supporting children’s safety, welfare and wellbeing. I am interested in working in a school environment where I can use my previous healthcare administration experience to support pupils, families and professionals. Safeguarding is an important responsibility because children and young people must be protected from harm and supported when there are concerns about their safety or wellbeing.
My career aim is to develop within a safeguarding, welfare or pastoral support role. I would like to work directly in a setting where I can help children and families receive the right support. The Department for Education (2025) explains that schools and colleges have a responsibility to safeguard and promote the welfare of children. This role interests me because it connects with my values of care, protection, confidentiality and professional communication.
I have strong experience in healthcare administration. I worked for two years in medical records at St Mary’s Hospital in Paddington, where I handled sensitive patient information and learned the importance of confidentiality, accuracy and data protection. I then worked for seven years as a Ward Administrator on a renal unit at the Hospital of St John and St Elizabeth in St John’s Wood. This role involved supporting patients, relatives, nurses, doctors and other professionals in a busy healthcare environment. I developed strong communication, organisation and record-keeping skills, which are directly relevant to a safeguarding role.
My personal strengths include being caring, approachable, patient and reliable. I can communicate calmly with people who may be anxious, upset or vulnerable. In hospital settings, I often needed to remain professional while dealing with sensitive situations. This helped me understand the importance of empathy, confidentiality and clear communication. These skills would be valuable to Harris Federation because safeguarding work requires trust, professionalism and the ability to handle information carefully.
I also have strong administrative skills. I understand that safeguarding records must be accurate, clear and factual. In my previous roles, mistakes in records could affect patient care, so I learned to pay close attention to detail. This would help me in a Safeguarding Officer role because concerns, actions and communications must be recorded properly and shared with the correct professionals when needed.
I understand that I still have areas to develop, such as gaining more direct school safeguarding experience and completing further safeguarding training. However, I am willing to learn and take professional development seriously. Gibbs (1988) suggests that reflection helps people learn from experience, and I believe reflecting on my strengths and areas for improvement will help me grow in this role.
Overall, I believe my healthcare background, communication skills, confidentiality experience and caring nature make me a strong candidate for the Safeguarding Officer role. I would bring professionalism, empathy and commitment to supporting the safety and wellbeing of children.

Task 3a: SWOT Analysis
SWOT Analysis for Safeguarding Officer Role
	Strengths
	Weaknesses

	I have strong experience in healthcare administration and medical records.
	I do not yet have direct experience working as a Safeguarding Officer in a school.

	I understand confidentiality and the importance of handling sensitive information carefully.
	I may need more confidence when dealing with complex safeguarding meetings.

	I have worked with vulnerable patients and families in hospital settings.
	I need to develop more knowledge of school safeguarding systems and policies.

	I have strong communication and organisation skills.
	I may need further training in child protection procedures and recording systems.

	I can stay calm and professional in busy or emotional environments.
	I need to continue improving my professional confidence in a new sector.



	Opportunities
	Threats

	I can complete safeguarding and child protection training.
	Other applicants may already have school safeguarding experience.

	I can gain experience in a school welfare or pastoral support role.
	Safeguarding work can be emotionally challenging and stressful.

	I can build on my health and social care qualification.
	Policies and legal guidance can change, so I must stay updated.

	I can develop knowledge of multi-agency working with social services, schools and families.
	Heavy workloads may make it challenging to manage time and records.

	The role could help me progress into pastoral, welfare or family support work.
	Mistakes in safeguarding records could have serious consequences.



Task 3b: Personal Development Plan
Personal Development Plan for the Next Two Years
	Goal
	Action I Will Take
	Timescale
	How I Will Monitor Progress
	How I Will Evaluate Progress

	Goal 1: Improve my safeguarding and child protection knowledge.
	I will complete Level 2 and Level 3 safeguarding children training. I will read Keeping Children Safe in Education guidance and learn about school safeguarding procedures.
	0–6 months
	I will keep certificates and notes from training. I will record what I have learned in a development log.
	I will evaluate progress by checking whether I understand key safeguarding responsibilities, reporting procedures and confidentiality rules.

	Goal 2: Gain experience in a school welfare, pastoral or safeguarding environment.
	I will apply for school support roles, volunteer opportunities or temporary admin roles linked to pupil welfare. I will observe how school staff support children and families.
	6–18 months
	I will keep a record of applications, interviews, volunteering or work experience. I will ask for feedback from supervisors.
	I will evaluate progress by reflecting on the experience I gain and identifying whether I feel more confident working in a school setting.

	Goal 3: Improve my confidence in professional communication.
	I will practise speaking clearly in professional situations, including phone calls, meetings and written emails. I will ask for feedback and use it to improve.
	0–24 months
	I will keep examples of written work, feedback and situations where I communicated with professionals.
	I will evaluate progress by comparing my confidence at the start and end of the two years and reflecting on feedback received.

	Goal 4: Develop accurate safeguarding record-keeping skills.
	I will learn how schools record safeguarding concerns, including factual writing, dates, actions and follow-up notes. I will practise writing clear and professional records.
	6–24 months
	I will review examples of professional record keeping and ask for guidance from experienced staff.
	I will evaluate progress by checking whether my written records are clear, accurate, factual and professional.


This Personal Development Plan will help me prepare for the Safeguarding Officer role because it focuses on the key areas I need to strengthen. These include safeguarding knowledge, direct school experience, confidence and record keeping. Over the next two years, I will monitor my progress through training certificates, feedback, reflective notes and applications for relevant roles. I will evaluate my development by checking whether I have become more confident, knowledgeable and prepared for safeguarding responsibilities.

Task 4: Critical Reflection Using Gibbs’ Reflective Cycle
For this reflection, I will use Gibbs’ Reflective Cycle. Gibbs’ model includes description, feelings, evaluation, analysis, conclusion and action plan. It is useful because it helps me think about what happened, how I felt, what went well, what could be improved and what I would do differently next time (Gibbs, 1988).
Description
For my LCHS4009 Component 1 assessment, I completed a self-awareness presentation on communication in health and social care. The presentation focused on why communication is important, how it supports professional practice and how I would use it in a real care setting. I explained that communication includes speaking, listening, body language, written records and adapting communication to the needs of individuals. I also included an example of supporting an elderly service user in a care home who refuses personal care.
Feelings
Before the presentation, I felt nervous because presenting in front of others is not something I find easy. I was worried about forgetting my words, speaking too quickly or not explaining my points clearly. However, I also felt proud because I had prepared my slides and understood my chosen topic. During the presentation, I became more confident as I continued speaking. After the presentation, I felt relieved and pleased that I had completed it.
Evaluation
Some parts of the presentation went well. I chose a relevant skill because communication is important in all health and social care roles. I was able to explain how communication supports dignity, respect, safety and person-centred care. I also gave a practical example, which helped show how the skill could be used in a real setting. My lecturer’s verbal feedback was that the topic was suitable and linked well to professional practice. However, I was also advised that I could improve my confidence, timing and use of references when presenting.
Analysis
This feedback helped me understand that a good presentation is not only about having the right information. It is also about how the information is delivered. Communication is a skill I was presenting about, but I also needed to show communication skills during the assessment by speaking clearly, making eye contact and managing my pace. The Care Quality Commission (2024) explains that dignity and respect are important in care, and I linked this to communication. The Nursing and Midwifery Council (2018) also highlights the importance of clear communication and accurate records. These sources supported my understanding, but I could have made the references clearer within my slides.
Conclusion
Overall, I think my presentation was successful because I completed the task, explained my chosen skill and used a practical example. I learned that I am capable of presenting, even when I feel nervous. I also learned that I need to continue building confidence and practise speaking in a clear, professional way. The experience helped me understand the importance of preparation, self-awareness and reflection.
Action Plan
In future presentations, I will practise more before the assessment so I feel more confident. I will time myself to make sure I stay within the required time. I will also make cue cards with short prompts rather than reading too much from notes. To improve my academic work, I will include clear in-text citations on my slides and make sure my reference list is complete. I will ask for feedback from tutors and classmates so I can continue to improve. This will help me develop confidence and communication skills for future health and social care practice.


References
Care Quality Commission (2024) Regulation 10: Dignity and respect. Available at: https://www.cqc.org.uk/guidance-providers/regulations-enforcement/regulation-10-dignity-respect Accessed: 16 July 2026.
Department for Education (2025) Keeping children safe in education 2025. Available at: https://www.gov.uk/government/publications/keeping-children-safe-in-education--2 Accessed: 10 July 2026.
Gibbs, G. (1988) Learning by Doing: A Guide to Teaching and Learning Methods. Oxford: Oxford Polytechnic.
Harris Federation (2026) Safeguarding Officer job advertisement. Available via Reed job advert screenshot provided by student. Accessed: 14 July 2026.
Nursing and Midwifery Council (2018) The Code: Professional standards of practice and behaviour for nurses, midwives and nursing associates. Available at: https://www.nmc.org.uk/standards/code/ Accessed: 15 July 2026.
Teaching Vacancies (2026) Safeguarding Officer – Harris Invictus Academy Croydon. Available at: https://teaching-vacancies.service.gov.uk/jobs/safeguarding-officer-harris-invictus-academy-croydon Accessed: 15 July 2026.


	
image1.png
Promoted New & Early Bird

Safeguarding Officer

Yesterday by Harris Federation

£ £29,436 - £29856 perannum @ Permanent, full-time
@ London

See more v




