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Task 1
Curriculum Vitae


Donna Shilunga 
311B Two Mile Hill Road, B15 1AP 
07920200322 
donnashilunga3@gmail.com 
	 Personal Profile 



I have nine years work experience looking after the elderly as a support worker and four years work experience as a Nursing assistant band 2. I am currently a band 3 senior Nursing Assistant in NHS Bristol Royal Infirmary ward. I am very friendly and confident with good interpersonal skills. 
I am a hard working and keen individual who has 14 years experience working in the care sector. A customer orientated person who works well as part of a busy team and can work under own initiative. A professional and well-presented individual who takes pride in completing tasks to a high standard. Able to start work immediately and happy to undergo any necessary training as required.  
	 Key Skills



Computer literate including MS Office, Accurate and precise with any task given,excellent customer service skills and telephone manner,able to follow instructions with ease, keen and quick learner and excellent team player, reliable, good time keeping and flexible approach 
excellent team player, reliable, good time keeping and flexible approach.

	 Work Experience 



Bristol Royal infirmary (NHS)                                                                                      2015-2023
Band3 Senior Nursing assistant        
I am  involved with direct patient care whilst maintaining the privacy and dignity of patients. I do  assist registered nurses, I assist patients with daily living tasks, including such washing and going to the toilet, (hygiene & continence) or helping with their meals (nutrition), Helping with mobility needs and providing pressure area care,Providing emotional support to patients and their families, Providing one to one observation for patients who present a high risk due to clinical  conditions, Ensuring that the ward environment is clean and safe preventing infection and falls and Escorting patients to different departments such as x-ray 

Administration Support, Tomorrow’s People, Bristol                                                           2016 
∙General administration support: inputting data into Excel, typing letters, scanning and  photocopying 

Work as a Support worker-Experience                                                                      2016-2018                                                                         
I assist individuals with learning disabilities and mental health and help them live  independently and happily within their own homes. I assist them with their daily  needs and do shopping with clients and take them out to the park or do activities.
  
Blue Rose Home Care Ltd, Bristol                                                                               2014 – 2015 
 Work as a Support worker-Experience 
assist clients in their daily task and take them for movies, park and swimming    

Willowbank Care Ltd, Bristol                                                                                        2006 – 2014 
Work as a Support worker-Experience
As a support worker I provide high standards of person-centered support for the service  users. Through a creative and caring approach. Assist a small number of regular  clients on a one to one basis, usually for a few hours at a time, accompanying them  out including leisure activities, appointments, daily chores and shopping. 

Quarry House                                                                                                                      2017-2018
Home care-Night duties 
  Work as a Support worker-Experience
∙Caring for elderly and young service users: record keeping, supervising day trips and  outings, personal hygiene, manual handling, personal care, administering medication,  Challenging behavior 
∙Mental Health, Health and Social care,learning difficulties,Autism,Complex needs and Epilepsy ∙Managing and recording residents’ money, Care planning and reporting residents’ progress, liaising with medical professionals  and Working in a nursing home with elderly people assisting them in their daily activities.

Information Officer, Ministry of Information and Communication Technology            2004-2006 Division: Audiovisual production and copyright services, Windhoek  
∙Office administration: typing, faxing, photocopying, arranging appointments ∙Taking minutes 
∙Translations: Oshiwambo, Afrikaans, English, Operating the public address system, Designing video cassette labels, Video editing and operating video camera, logging video material  
And Sound engineering for the public address system for both in and outdoor ceremonies  

Clerical Assistant, Ministry of Information and Communication Technology             2000-2004  
Communication and Commissions-NCC, Namibia  
∙Office administration: paperwork, typing letters, registering customers for their license and fees, taking minutes and Diary management: booking interviews, arranging meetings, arranging training dates for  employees
	 Education and Training


University of Wales, Trinity saint David                                                                       2022-2023 
Certificate in high Education: Skills for the workplace 
Health and Social Care-Level 4 
NCFE CACHE LEVEL 3 Diploma in Health and Social Care (Adults)                         2014-2015
City of Bristol College ,College Green                                                          2014 - 2015 
English, Level 2, Mathematics, Level 1 and 2 and Project Management 
Tools and Techniques, Level 2

Cambridge International College                                                                                     2011 - 2013 
 Baccalaureate in Business Administration (BBA)  

Cambridge International College                                                                                    2009 - 2011
Qualification in -Honors Diploma in Executive Assistant 
 
Cambridge International College                                                                                    2008 - 2010 
International Diploma in Office Management & Administration

                 Hobbies
I enjoy cooking,cleaning, shopping, i am outgoing person, love nature, traveling, watching movies, listening to music, love animal  and do activities with family
              
   References 
Mrs. Anjana Varunghese
Ward sister/Manager
Email- Anjana.Varughese@uhbw.nhs.uk
Contact: 01173423113

Mrs. Farah Naz
Manager
Email: Farah.Naz@yahoo.com
Contact: 0117920200322









































Task 2
Cover letter 



 
                                                                                     	Flat7 Navy house, Captain Garden,  
                                                                                     	Fishponds, Bristol 
                                                                                     	BS18 2GW 
                                                                                     	12 May 2023 
 
University Hospital Bristol 
NHS Foundation Trust 
Bristol royal infirmary 
Bs2 8hw 
 
Dear Ms, Janet 
 
I am applying for the Senior Nursing assistant band4, I am currently working as a senior nursing assistant band3 in NHS.  I am very friendly and confident with good interpersonal skills. I have been working with the NHS for 8 years with all the changes and challenges we've been through. I have developed so much in such a space, working very close with patients and the staff members, working in the trust has motivated me to gain more skills. 
 
To be a band 4 will be such an exciting opportunity for me to step up, it will be a good experience to lead and motivate others Nursing Assistant, supporting the register nurse team in providing patients care, clinical duties such us meeting patients' nutritional needs with all their needs and experience that I already have. 
I am able to safely move patients into beds and wheelchairs and onto exam returners when recommended by the physio, this may include turning or repositioning patients for comfort and prevention of bedsores. 
I always have to make sure that all the Observations and blood sugar are done and paperwork, example monitoring Patients food chart, fluid chart, stool chart and risk assessment, skin check and make sure if the patient needs a pressure mattress or a normal one if offered. 

I strive to deliver high quality evidence based person-centered and dignified care to my patients at all times, ensuring that I remain professional. I would like to be considered for the role of Nursing Assistant band 4 because I am very keen in specializing in the care industry and I believe it is a fantastic opportunity to further develop my nursing skills. 

I am confident in my ability to undertake this role and will strive to continue my learning and development to ensure I carry out the roles and responsibilities to the best of my ability. I am an honest, generous, compassionate, reliable, hardworking, and ambitious Nursing Assistant band3 who will be committed to succeeding in whatever task I am given. 
 
This opportunity will raise me to go under further training so that I acquire more knowledge on how to handle the infectious patient. I am also willing to go on further ongoing training to meet the right criteria of clinical requirement in future.  
 
I hope to hear from you soon. 
Thank you 
Kind regards 
Donna Shilunga 
 
 
 
 














Task 3
SWOT analysis 

Personal SWOT analysis

	Strengths
	Weaknesses

	· Empathy
· Good communication
· Team player
· Dedicated
· determine
· Discipline
· fine taste
· Enthusiasm
· Trustworthy
· Open-mindedness
· Flexibility
· Originality
· Loyal
· Humble
· A go getter
· Achiever


	· Procrastination
· Perfection
· Patience
· Tidiness
· Soft hearted
· Fatigue
· Being sick
· Sleeping
· Nervous 
· Chatterbox



	Opportunities
	Threats

	· Get a certificate in UWTSB university 
· Band 5 as a Registered nurse
· Money
· House
· Traveling
· Get to level 5 & 6  in UWTSB university 

	· If i don't pass my course
· Referencing
· Time management
· Dying
· Being sick
· Natural disaster
· Rising costs
· something unpleasant
· Climate change









Personal Development Plan

	
Target
	How will I achieve this?
	Why will this target benefit me?
	What will change when I achieved this?
	When do I want to meet this target by?

	
· Get the Level 4 Certificate
· To provide a high standard of care 
· To promote health living 
· Go to the next level, which is level 5 in health and social care
	· Time keeping
· Develop my skills
· Set a deadline
· remand focus
· write them down
· design a strategy
· commitment
· be flexible

	· I will receive a certificate in health and social care level 4
· i will gain more knowledge
· i improve on my writing
· I learn how to do references
	· good update on my cv
· good knowledge in theory
· can get a good job that i always wanted in health and social care
	May 2023
so that i can go on to level 5 in health and social care



































Task 4
Personal Statement



I have  in the last fourteen years (14) working in the Health and social care industry. I enjoy my role as a Senior nursing assistant which gives me the knowledge, experience and understanding of the issues facing nursing today. 
My current role as a senior nursing assistant has enabled me to gain a better understanding of my work. Working for 6 years in care homes working with elderly as a support worker and 8 years working experience as a Nursing assistant in NHS Bristol Royal Infirmary. 
I am very friendly and confident with good interpersonal skills.
 Due to my previous experience of working with range of people in the care sector, I believe that throughout my  journey I gained English and Mathematics Functional Skills level 2 and 3 and I have NVQ level 3 in Health and adult care. This enabled me to continue my learning, whilst gaining an understanding of a new Trust and providing an excellent standard of care to my patients.

 Since I have been working for the NHS as a Senior Nursing Assistant, I have developed more skills in providing patients with basic care and assisting patients who are at the end of life, monitoring and responding to patients’ conditions and administering and making sure they are comfortable while in bed or sitting in a chair.

During many years of experience, I developed good communication with channels between Patients, Nurses, Physicians and Drs to make sure that all patients' issues are well communicated and confidential.  My interactions and conversations may also include family members involved in my patient’s care. Since I spend so much time with patients, I often have to provide compassion and comfort to those who are lonely, frustrated, scared or have special end of life care.
During 2019 this was the most difficult time of covid19, I used to go extra miles to help patients who are infected by virus to make sure they receive the right treatment and care when is needed, it is was a hard time for everyone and sad that the family are not around to comfort patients, but we were doing our best and always making sure patients are not alone in the pandemic time as I always go extra mile when I offer my phone to patient to call their family on video calls it melt their heart seeing their family on video I determined to put myself as frontline to provide historic care of all my patients. This opportunity will raise me to go under further training so that I acquire more knowledge on how to handle the infectious patient. 
I am also willing to go on further ongoing training to meet the right criteria of clinical requirement in future.  












Task 5
Reflection presentation assessment,


“It is not sufficient to have an experience in order to learn. Without reflecting on this experience, it may quickly be forgotten, or its learning potential lost.” - Graham Gibbs (2015), True as Gibbs says that without reflecting on the past experience may lead to ignoring the potential point of learning, therefore, it is very important to reflect back on what you have learned and adjust if needed to.

 I must admit that during my presentation, I noticed that I was rushing to finish on the time that was given. Reflecting from the feedback from my tutor, She pointed out that I need to use eye contact and also give full details on what I am discussing about. 
Point taken, so I need to improve on my anxiety. 

I discovered that it is not about what you know much but your body language can also let you down without knowing it. Need to calm my nervousness and concentrate on the current situation in order to achieve better in future.

Also, one thing that I notice is that, researching and depth understanding is very essential, especially when dealing with academically study level. Therefore, it is very important to understand the topic which was taught and reflect on it. The goal is to put more effort into further research on the next topic and understand it better. 

It is also achieved if you ask questions where you don’t understand. Time management is very important, hence, if you don’t plan ahead then, there is no guidance and this would lead you to miss some of the important tasks. Furthermore, it is very important to plan your work, study and other commitments.
 Overall, the course is going well, better understanding and I am happy that I am learning from my peers and my tutor, I am enjoying every moment of it.


