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[bookmark: _Toc210590660]Task 1: Personal Action Plan
[bookmark: _Toc210590661]1.1 Introduction 
This section presents my personal action plan for building a career as a Health Care Assistant (HCA) within the UK health and social care sector. I have chosen this role because it allows me to make a direct difference in people’s lives by supporting their physical, emotional, and social wellbeing. Working as a Health Care Assistant also provides opportunities for learning, teamwork, and professional growth in a caring environment. This plan outlines the main skills and qualifications required for the role, compares them with my current strengths and weaknesses, and identifies the steps I will take to improve through continuous professional development (Skills for Care, 2023).
[bookmark: _Toc210590662]1.2 Job Role Description 
The Health Care Assistant (HCA) plays an essential role in supporting nurses and other health professionals in delivering safe and effective care to patients. Typical duties include helping individuals with daily living activities such as washing, dressing, eating, and mobility, while also providing emotional support and companionship. HCAs are responsible for observing patients, reporting any changes to senior staff, and maintaining high standards of hygiene and infection control. To work effectively in this role, strong communication, empathy, reliability, and teamwork skills are required. It is also important to show respect for dignity, diversity, and confidentiality when supporting patients from different backgrounds. Most employers expect HCAs to hold a Level 2 or 3 Diploma in Health and Social Care and have basic training in first aid, safeguarding, and infection control (Skills for Care, 2023; NHS, 2015). These skills and qualifications are vital for promoting person-centred care and patient wellbeing.
[bookmark: _Toc210590663]1.3 Comparison of My Current Skills 
Through my personal SWOT analysis, I identified several strengths that closely match the requirements of a Health Care Assistant. My strong communication skills allow me to explain information clearly to patients and colleagues, which is essential for delivering safe and person-centred care. I also work well in a team environment, adapting to different situations and supporting others when needed. My reliability helps me complete tasks on time and maintain trust within the workplace. In addition, I value cultural awareness, which enables me to respect and understand the diverse backgrounds of patients I may support (Burke, 2013).
However, I recognise that there are areas I still need to improve. I sometimes lack confidence when speaking in front of senior staff or large groups, which can affect how I express my ideas. My time-management skills also need development, especially when balancing multiple responsibilities. Another area for improvement is report writing, which is important for accurate patient documentation. Recognising these skill gaps helps me create realistic goals for development and focus on continuous learning, as encouraged within the health and social care profession (Skills for Care, 2023).
[bookmark: _Toc210590664]1.4 Personal Development Plan 
	Skill to Develop
	Why It’s Important
	Actions to Take
	Target Date
	Evidence of Progress

	Public speaking and confidence
	Improves professional communication and helps when interacting with patients and colleagues.
	Attend CPD workshops, practise short talks during team meetings, and seek feedback from peers.
	3 months
	Feedback from tutor and colleagues shows more confident delivery.

	Time management
	Reduces stress and improves productivity during busy shifts.
	Use a weekly planner to prioritise tasks and set daily goals.
	2 months
	Ability to meet deadlines consistently.

	Report writing and referencing
	Important for completing patient notes and formal documentation accurately.
	Attend writing support sessions, practise writing short reports, and use online referencing guides.
	4 months
	Improved marks and feedback on written work.

	IT and record keeping
	Supports safe and accurate digital documentation in care settings.
	Complete online training modules on record keeping and practise using digital care systems.
	6 months
	Supervisor evaluation confirms improved accuracy and confidence.



Explanation paragraph:
This personal development plan highlights the key areas I aim to improve to become more confident and effective in my future role as a Health Care Assistant. Each goal follows the SMART approach (Specific, Measurable, Achievable, Relevant, Time-bound) to ensure realistic progress (Cottrell, 2019). Focusing on communication, organisation, and technical skills will help me deliver high-quality and person-centred care, while also supporting my long-term professional growth within the health and social care sector (Skills for Care, 2023).
[bookmark: _Toc210590665]1.5 Interview Questions and Answers
Q1: How do you manage stress during busy shifts?
A: I stay calm by staying organised, prioritising tasks, and communicating clearly with my team. Working together helps share the workload and ensures that patients always receive safe and high-quality care (Skills for Care, 2023).
Q2: Why is communication important in health and social care?
A: Good communication helps build trust with patients and colleagues. It ensures that everyone understands care plans and that the needs of each individual are met with respect and empathy (NHS, 2015).
Q3: How do you maintain confidentiality in your work?
A: I always follow organisational policies, keep patient records secure, and only share information with authorised staff members to protect privacy and maintain professional standards (Skills for Care, 2023).
[bookmark: _Toc210590666]1.6 Conclusion 
In conclusion, this personal action plan has helped me identify my current strengths, skill gaps, and clear steps for improvement to prepare for a future role as a Health Care Assistant. By focusing on communication, confidence, and professional development, I aim to provide safe, person-centred, and compassionate care. Following this plan will also support my long-term career growth within the health and social care sector through continuous learning and reflection.

[bookmark: _Toc210590667]Task 2: Academic Report on One Key Skill
[bookmark: _Toc210590668]2.1 Introduction 
This report discusses the importance of communication as a key professional skill within the health and social care sector. Effective communication allows Health Care Assistants to build trust with patients, understand their needs, and provide compassionate, person-centred care. It also helps to ensure that information is shared accurately between colleagues, which supports teamwork and reduces the risk of mistakes. Good communication is vital for creating a safe and respectful environment where patients feel valued and supported. This report will explain what communication means, how it is used in professional practice, and how I plan to develop this skill further (Skills for Care, 2022).
[bookmark: _Toc210590669]2.2 Explanation of the Skill 
Communication is the process of exchanging information, ideas, and understanding between individuals to achieve shared meaning and cooperation (Cottrell, 2024). In health and social care, communication takes many forms, including verbal communication such as speaking clearly and politely, non-verbal communication through facial expressions and body language, written communication when recording patient notes, and active listening, which shows respect and empathy. Effective communication ensures that patients feel heard, valued, and supported, while professionals can share accurate information with colleagues. According to Skills for Care (2022), good communication helps to prevent misunderstandings, improve safety, and promote trust between patients and care staff. It also supports person-centred care, where the individual’s preferences and dignity are prioritised. Developing strong communication skills is therefore essential for every Health Care Assistant to provide high-quality and compassionate care within the health and social care environment.
[bookmark: _Toc210590670]2.3 Application in Health and Social Care 
In professional practice, Health Care Assistants (HCAs) use communication skills every day to support patients and work effectively with colleagues. They communicate with patients when helping them with personal care, explaining daily routines, or providing emotional reassurance. Clear and respectful communication helps to reduce anxiety and build trust, especially for patients who may feel vulnerable or frightened. HCAs also use written and verbal communication to report any changes in a patient’s condition to nurses or senior staff, ensuring that care plans are followed correctly. Good teamwork also depends on open communication, as it helps to prevent misunderstandings and maintain patient safety. According to NHS Careers (2024), effective communication ensures that information is shared accurately, which leads to better care outcomes. Skills for Care (2022) also highlights that strong communication promotes dignity, respect, and consistency in person-centred care across all health and social care settings.
[bookmark: _Toc210590671]2.4 Personal Reflection and Development
From my own experience, communication is one of my strongest skills, as I can speak clearly and listen carefully to others. This helps me build positive relationships with patients and colleagues. However, during my personal SWOT analysis, I recognised that I sometimes feel nervous when speaking in front of larger groups or senior staff, which affects my confidence. Feedback from my lecturer also suggested that I should focus on projecting my voice and maintaining eye contact. To improve, I plan to attend CPD workshops on communication and presentation skills, and to practise more during class discussions and placement activities. According to Gibbs (1988), reflection helps individuals understand their feelings and plan actions for improvement. Similarly, Kolb (2015) explains that learning through experience develops confidence and professional ability. By reflecting regularly, I can strengthen my communication and continue to grow as a caring and confident Health Care Assistant.
[bookmark: _Toc210590672]2.5 Conclusion
In conclusion, communication is a vital skill for delivering safe, respectful, and person-centred care in the health and social care sector. By continuing to develop this skill through regular reflection, training, and practical experience, I will become a more confident and effective Health Care Assistant who supports both patients and colleagues with professionalism.



[bookmark: _Toc210590673]Task 3: Critical Reflection
[bookmark: _Toc210590674]3.1 Introduction 
This reflection is based on my Personal SWOT Analysis Presentation, where I discussed my strengths, weaknesses, and future career goals in the health and social care sector. The aim of this reflection is to evaluate my performance, highlight areas for improvement, and plan future actions. Using Gibbs’ (1988) reflective cycle and Kolb’s (2015) experiential learning theory, I will reflect on what I learned and how it supports my professional growth.
[bookmark: _Toc210590675]3.2 E = Experience 
During my Personal SWOT Analysis presentation, I discussed my main strengths, which included communication, teamwork, and reliability, as well as my weaknesses, such as confidence, time management, and report writing. Before the presentation, I felt nervous and unsure about how I would perform in front of the class. However, after introducing my first slide, I started to feel more comfortable and focused on explaining each point clearly. I had spent time preparing my slides in a logical order, using bullet points and visuals to keep my message clear and engaging. I also practised several times at home to improve my delivery and timing. During the presentation, my classmates seemed attentive and responsive, which helped me feel more at ease. The lecturer gave positive feedback about my structure and explanation but suggested that I should work on maintaining eye contact and speaking with more confidence in future presentations (Cottrell, 2021).
[bookmark: _Toc210590676]3.3 R = Reflection 
I believe my presentation went well because it was well-structured and visually clear. I explained my key points on communication, teamwork, and reliability confidently, and the slides supported my discussion effectively. However, I noticed that I relied too much on my notes at times, which made it harder to maintain eye contact with the audience. I also spoke a little too quickly due to nervousness, which affected my tone and pacing. The lecturer praised my preparation and clear understanding of my personal strengths and weaknesses but advised me to focus on projecting my voice and using more confident body language in future presentations. Using Gibbs’ (1988) reflection cycle helped me think carefully about my feelings before and after the presentation and recognise how they influenced my performance. Similarly, Kolb’s (2015) experiential learning theory highlights that learning through experience leads to personal growth. Reflecting on this task improved my self-awareness and showed me how important communication and confidence are for my professional development (Brookfield, 2017; Cottrell, 2024).
[bookmark: _Toc210590677]3.4 A = Action
To improve my confidence and presentation skills, I plan to attend a CPD workshop on communication and public speaking. This will help me practise expressing my ideas more clearly and reduce my nervousness when speaking in front of others. I also intend to record my future presentations and review them to evaluate my tone, body language, and eye contact. Additionally, I will ask my peers and tutor for constructive feedback so that I can make gradual improvements. To manage my preparation better, I will use a weekly planner to organise my time effectively and ensure I practise regularly before any presentation. According to Kolb (2015), learning through practical experience helps build confidence and competence, while Cottrell (2021) highlights that reflection encourages continuous personal growth. These actions are SMART — specific, measurable, achievable, relevant, and time-bound — and will support my future career as a Health Care Assistant by strengthening my communication, organisation, and professionalism in care settings.
[bookmark: _Toc210590678]3.5 Conclusion 
In conclusion, reflecting on my presentation helped me recognise both my strengths and areas for improvement. I learned that confidence, preparation, and clear communication are essential for professional success. By continuing to reflect and engage in lifelong learning, I can become a more confident and effective Health Care Assistant.
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