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Practical Portfolio 

Introduction: 
A portfolio in healthcare is a collection of your work, skills, and experiences. It can include things like training, certificates, patient care examples, and feedback. Healthcare professionals use a portfolio to show their knowledge, track their progress, and prove they are competent in their role.







































Task 1 of 4 

Create a two-page professional CV that highlights your education, achievements, work and voluntary experience, key skills, interests and hobbies, and reference details. Your CV should be tailored to your chosen job role within the health and social care sector and presented in a clear and professional format.

Curriculum vitae 

Kizzy Poku
BR8
2431278@student.uwtsd.ac.uk

Personal profile:
I am a well organised and compassionate individual seeking a Healthcare administrator position within the health and social care sector. I can deliver consistent care in challenging and busy environments. I have great communication skills. I also possess good administrative skills and IT skills. I have keen ability to manage confidential and personal information. I am very committed to supporting health care professionals in ensuring smooth day to day operations while delivering excellent service to colleagues and patients. 

Key skills:
Excellent verbal and written communication 
Ability to manage confidential and sensitive information 
Teamwork and collaboration 
Problem solving abilities 
Patient care skills

Education:
September 2009 – 2014 St Mary’s Catholic High School 
English: C
Functional skills maths: Pass
Science: C
Health and social care level 2: Pass
Certificate in Children’s care learning development level 2 
Certificate in Social Psychological online course

Employability history:
Primark: 18/10/2017- 22/09/2018
Invicta care agency: 19/04/18- 20/09/18
Bresta early years Recruitment

Our lady’s pre-school: 2022- 2023
Fennis Day Nursery: 2023- 2024
Rainbow Day Nursery: Ongoing

Interest and hobbies:
I enjoy reading, particularly books by Jacqueline Wilson and Cathy Hopkins. I have a strong interest in dancing and cooking, and I am especially passionate about gymnastics as my favourite sports. I also value spending quality time with family and friends. In my spare, I enjoy watching television programmes.


Reference available when requested





















Task 2 of 4 

Draft a 500-word personal statement to apply for your chosen job role, outlining your main career aims and experience. Include points about your education, personal strengths and professional skills and why these would be of value to an employer

Personal Statement
support the effective running of healthcare services and to contribute to a positive experience for patients. My ability to manage administrative tasks effectively, combined with my interpersonal skills, makes me a strong candidate for the role of a health care administrator.
Throughout my experience in my past jobs, I have developed excellent organisational and time management skills. I am confident in managing schedules, maintaining records, and ensuring that documentation is up to date and handled with care and confidentiality standards. I understand the importance of discretion when dealing with sensitive patient information. 
I have good communication skills, both written and verbal, which enables me to interact with a wide range of individuals including healthcare professionals and patients. I am approachable, patient and empathic which helps build positive working relationships and provide reassurance to those who may feel worried or uncertain. I understand that clear communication is key in a healthcare environment, as it supports teamwork and ensures that patient needs are met.
I am particularly interested in healthcare administration because it allows me to combine my organisational abilities with my desire to make a difference in people lives. I am highly motivated, reliable, and able to work both independently and as part of a team. I am also adaptable and willing to learn new systems and procedures, which is important in a fast-paced healthcare environment.
I am a dedicated and oriented person with strong interest in pursuing a career as healthcare administrator within the health and social care sector. I am motivated by the opportunity to help individuals make a difference in their lives.  I am highly motivated, reliable, and able to work both independently and as part of a team. I am also adaptable and willing to learn new systems and procedures, which is important in a fast-paced healthcare environment.
Additionally, I pride myself on my attention to detail and ability to prioritise tasks effectively, even under pressure. I understand that administrative roles are important in supporting frontline healthcare professionals, and I am committed to ensuring that all tasks are completed professionally to maintain high standards of service delivery.
In conclusion, I am enthusiastic about developing my career as a healthcare administrator and contributing to the smooth operation of healthcare services. I am confident that my skills, knowledge, and positive attitude would make me an asset to your organisation, and I would welcome the opportunity to contribute to providing high-quality care and support to patients.


Task 3 of 4 (approx. 800 words) 

a) Complete a SWOT analysis that identifies your personal strengths, weaknesses, opportunities, and threats in relation to your chosen health and social care job role 

Personal SWOT Analysis – Healthcare Administrator

Strengths:
I have strong organisational skills, which help me manage appointments, patient records, and daily administrative tasks effectively. My attention to detail ensures that information is recorded accurately and in line with healthcare laws. I also have good communication skills, allowing me to communicate professionally with patients, healthcare staff, and. In addition, I am confident using IT systems such as databases and office software, which are essential for maintaining records and supporting the smooth running of services. My ability to manage time well enables me to prioritise tasks in a busy healthcare environment.
Weaknesses:
One of my main weaknesses is my limited clinical knowledge, which may make it harder to understand some medical terminology and procedures. I may also lack confidence when making independent decisions, particularly in unfamiliar situations. As I am still developing in this role, I have restricted experience with some healthcare systems and policies, which I need to improve over time.
Opportunities:
There are many opportunities for development within this role. I can take part in training courses to improve my knowledge of healthcare laws and administration. There is also the potential for career progression into senior administrative or management positions. Advances in technology provide opportunities to learn new digital systems, and networking with healthcare professionals can help me build connections and develop my career further.
Threats:
Working in healthcare can involve high workloads and pressure, which may lead to stress or fatigue. Changes in healthcare regulations mean I must continually update my knowledge. Rapid technological developments may also be challenging to keep up with. Additionally, there is strong competition for roles, and handling confidential patient data carries risks if not managed correctly.






b) Develop a Personal Development Plan (PDP) outlining at least three clear and achievable goals that will help you prepare for and progress within this specific role. Describe how you will develop these areas over the next two years and how you will monitor and evaluate your progress.

As a healthcare administrator, it is important to continuously develop skills and knowledge to provide high-quality services and effective management. Over the next two years, I will focus on improving my leadership, communication, and knowledge of healthcare systems.
Goal 1: Improve leadership and management skills
Over the next two years, I aim to become more confident in leading teams and managing daily operations. I will do this by attending leadership training courses, learning from experienced managers, and taking on more responsibilities at work, such as supervising staff or leading small projects.

Goal 2: Develop communication
Good communication is essential in healthcare to ensure clear understanding between staff, patients, and other professionals. I plan to improve my communication skills by participating in workshops, practicing active listening, and handling more patient and staff interactions.
I will monitor my progress by reviewing feedback from colleagues and patients, and by reflecting on how well I handle different situations. Improvement will be measured by increased confidence and fewer misunderstandings in communication.
Goal 3: time management skills
As a healthcare administrator, managing time and staying organised is important for ensuring smooth daily operations. Over the next two years, I will improve these skills by using planning tools such as calendars and task lists, prioritising my workload, and setting clear deadlines for tasks and timing myself. I will also learn new administrative systems that help with scheduling and record-keeping. To monitor my progress, I will review how effectively I complete tasks on time and manage my workload. This will help me to monitor my progress by ensuring that I am on the right. 
Conclusion
By focusing on these three goals, I aim to improve my performance and progress within my role as a healthcare administrator. Regular monitoring, feedback, and reflection will help ensure that I stay on track and continue to develop professionally.


Task 4 of 4 

Using an appropriate reflective model (Gibbs model), write a 600-word critical reflection on your LCHS4009 Component 1 presentation assessment. 

Your reflection should explore your thoughts, feelings, performance, and areas for improvement, incorporating verbal feedback received from your lecturer to support your analysis. 


Critical Reflection on Communication Report Presentation (LCHS4009)

Description
For this assessment, I presented a presentation on a communication-related topic within healthcare. The aim was to demonstrate my understanding of communication practices and their importance in professional settings. I structured my presentation using slides and explained key concepts to the audience. My lecturer provided verbal feedback, stating that I showed a good level of understanding and presented the topic well. However, I was advised to include more references to my PowerPoint, explain professional practices in greater depth, clarify job roles, reduce text on slides, and use more real-world examples.
Feelings
Before the presentation, I felt nervous but also prepared, as I had spent time organising my work. During the presentation, I became more confident as I progressed, especially when explaining areas, I understood well. After receiving feedback, I felt pleased that my understanding was recognised, but I was also slightly disappointed that I had not fully met all the academic expectations. However, I saw the feedback as constructive and helpful for my development.
Evaluation
One positive aspect of my presentation was my clear understanding of the topic, which allowed me to explain key ideas confidently. I was able to communicate effectively and maintain a logical structure throughout. However, there were several areas for improvement. I did not include enough academic references to support my points, which reduced the overall strength of my work. Additionally, some of my slides contained too much text, which may have made it harder for the audience to stay engaged. I also did not fully explain certain professional practices or clearly define specific job roles, which limited the depth of my analysis. The lack of real-world examples made my presentation less relatable.
Analysis
The feedback highlights the importance of balancing knowledge with academic support and practical application. While I demonstrated understanding, higher-level academic work requires integration of literature to support arguments. This is particularly important in healthcare, where evidence-based practice is essential. My limited use of references suggests that I need to improve my research skills and incorporate sources more effectively.
In addition, overloading slides with text may indicate that I relied too heavily on written content instead of verbal explanation. Effective communication involves engaging the audience, which can be improved by using concise bullet points and expanding on them verbally. Furthermore, not clearly explaining job roles or professional practices shows that I need to develop a deeper understanding of how theory applies in real healthcare settings. Including real-world examples would have strengthened my presentation by making it more practical and relevant.
Conclusion
Overall, this presentation was a valuable learning experience. I demonstrated a good understanding of the topic and communicated it clearly, but I recognise that my work lacked depth in terms of academic referencing and practical application. The feedback has helped me identify key areas for improvement, particularly in research, slide design, and linking theory to practice.
Action Plan
To improve future presentations, I will focus on including more academic references by conducting thorough research and using appropriate sources to support my points. I will also practice explaining professional practices in greater detail and ensure that I clearly define job roles. To improve slide design, I will reduce the amount of text and use bullet points, allowing me to expand verbally during the presentation. Additionally, I will include real-world examples to make my work more engaging and relevant. I will seek feedback from lecturers and peers during preparation to ensure I am meeting the required standards. By following these steps, I aim to improve both my academic performance and communication skills in future assessments.
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