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Chosen Job Vacancy
Screenshot of Job Advertisement
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Source: www.gsttfoundation.org.uk/about-us/jobs/supporter-care-coordinator-554115/ (screenshot taken 30 July 2026)
Task 1: Professional Curriculum Vitae
BARBARA CAMPBELL
07723 115377  |  Barbara-o-campbell@outlook.com  |  London, United Kingdom 
PROFESSIONAL PROFILE
Detail-oriented professional with experience in customer service, complaints handling, housing, advocacy and operational support. Skilled in triaging enquiries, managing sensitive information, accurate record-keeping and multi-agency coordination. Currently completing a Certificate of Higher Education in Health and Social Care at the University of Wales Trinity Saint David.

KEY SKILLS
1. First point of contact across phone, email and in person; triaging enquiries within service timeframes
1. Complaints handling and de-escalation with a calm, empathetic approach
1. Accurate record-keeping and formal documentation
1. External-agency and third-party relationship management
1. Strong information technology (IT) proficiency, including Microsoft Office, and confidence adapting to new digital systems and customer relationship management (CRM) tools

PROFESSIONAL EMPLOYMENT HISTORY
Founder & Creative Director | Pretty by Campbells (Etsy Shop) | 2023 – Present
1. Manage customer relations, orders and suppliers for an independent gift business.
Housing Officer | Redbridge Housing Association | Dec 2021 – Aug 2022
1. Acted as a point of contact for tenant enquiries and concerns.
1. Maintained accurate case records in line with organisational policy.
Operational Assistant / Personal Assistant | Bkchat Ldn | Mar 2017 – Oct 2019
1. Managed complex diaries, multi-stakeholder communications and project coordination.
1. Produced reports, presentations and briefing materials.
Assistant Manager / Supervisor | Hawkins Bazaar | Dec 2014 – Mar 2015
1. Supervised daily store operations, staff and customer service in a fast-paced retail environment.




CAREGIVING & ADVOCACY EXPERIENCE
Parent Carer & Special Educational Needs and Disabilities (SEND) Advocate | 2016 – Present
Alongside paid employment, I have led complex SEND advocacy and statutory support processes for a family member. This long-term unpaid role has strengthened my ability to handle sensitive requests, resolve complex cases, maintain accurate records and communicate effectively across professional agencies.
1. Led Education, Health and Care Plan (EHCP) applications, 7+ annual reviews and appeal processes to completion.
1. Worked with Special Educational Needs Coordinators, Child and Adolescent Mental Health Services, therapists and local authority teams in multidisciplinary meetings.

EDUCATION & QUALIFICATIONS
1. University of Wales Trinity Saint David, Certificate of Higher Education (CertHE) in Health and Social Care (final class 18 August 2026); progressing to Bachelor of Science (BSc) Health and Social Care (Levels 5 and 6), September 2026
1. Christ the King Sixth Form College, A Levels: French, Applied Science & Psychology
1. Walworth Academy, 10+ General Certificates of Secondary Education (GCSEs), Grades A*–C, including English, Mathematics, Science, French, Information Technology and Sociology

INTERESTS & HOBBIES
1. Volunteering and peer support within the SEND parent/carer community
1. French language and culture

REFERENCES
Available upon request.


Task 2: Personal Statement
I am writing to apply for the position of Supporter Care Coordinator with Guy's and St Thomas' Foundation. Over the past decade I have been the first point of contact for people navigating complex, sensitive situations, whether as a Housing Officer, in operational support roles, or through leading Special Educational Needs and Disabilities (SEND) advocacy for a family member, and I am confident I can bring the same warmth, reliability and attention to detail to your Supporter Care team.
As a Housing Officer at Redbridge Housing Association, I was a point of contact for tenant enquiries and concerns, and kept accurate case records throughout. This experience of triage and record-keeping mirrors the core of this role, including working within clear response timeframes.
Through long-term Special Educational Needs and Disabilities (SEND) advocacy for a family member, I have led formal processes including Education, Health and Care Plan (EHCP) applications, seven or more annual reviews and appeal processes from start to finish. These experiences required accuracy, persistence and calm communication when circumstances were complex or emotionally demanding. I have also participated in multidisciplinary meetings with Special Educational Needs Coordinators (SENCOs), Child and Adolescent Mental Health Services (CAMHS), therapists and local authority teams and coordinated access to five or more specialist services and community programmes. This experience is directly transferable to supporter care because it demonstrates my ability to listen carefully, manage sensitive enquiries, maintain clear records, follow issues through to resolution and build constructive relationships across organisations.
My earlier work as an Operational Assistant/Personal Assistant developed strong diary management, multi-stakeholder communication and reporting skills, which support the process management and reporting elements of this role. I understand sensitive information handling not as theory but as daily practice, and I bring a calm, empathetic approach even in complex or emotionally difficult situations.
I am currently completing a Certificate of Higher Education (CertHE) in Health and Social Care at the University of Wales Trinity Saint David, which has strengthened my understanding of the legal, ethical and safeguarding frameworks that underpin working with vulnerable people (Nursing and Midwifery Council, 2018). I am bilingual in English and French, an asset when supporting a diverse range of donors and fundraisers, and while I have not used Raiser's Edge or Salesforce specifically, I am confident and quick to learn new digital systems.
I am drawn to Guy's and St Thomas' Foundation because it combines the coordination and relationship-building I already do well with a mission of supporting people engaging with health and care charities, one that reflects my own values and experience. I am particularly excited by the Foundation's Impact on Urban Health work tackling challenges such as adolescent mental health and long-term conditions across Lambeth and Southwark, and I would welcome the chance to support supporters and donors who are helping drive that change. I take pride in being the calm, reliable point of contact that people can depend on, and I would welcome the opportunity to discuss my application further and to demonstrate how my experience, organisation and values align with your team's goals.


Task 3: Strengths, Weaknesses, Opportunities and Threats Analysis and Personal Development Plan
3a. Strengths, Weaknesses, Opportunities and Threats (SWOT) Analysis
The Strengths, Weaknesses, Opportunities and Threats (SWOT) framework (Humphrey, 2005) is used below to evaluate my current suitability for the Supporter Care Coordinator role at Guy's and St Thomas' Foundation. Rather than viewing each factor in isolation, the analysis considers how my transferable strengths can be used to address identified weaknesses and reduce career-related threats.
	STRENGTHS
	WEAKNESSES

	• 10+ years' transferable experience as a first point of contact and complaints handler across housing and family advocacy settings
• Proven experience leading formal/statutory processes (EHCP applications, reviews and appeals) to completion, demonstrating persistence and accurate case management
• Strong organisation, diary management and multi-stakeholder coordination developed through PA and operational roles
• Calm, empathetic communication in sensitive situations, directly relevant to supporter enquiries and complaints
• Bilingual communication in English and French, supporting communication with diverse stakeholders
• Current Health & Social Care study demonstrates commitment to continuing professional development
	• No direct experience of Raiser's Edge, Salesforce or another fundraising customer relationship management (CRM); this could create an initial learning gap
• No direct charity fundraising/supporter-care employment, so sector-specific processes and terminology would need to be learned quickly
• Formal public-speaking confidence is still developing, as identified through the LCHS4009 presentation
• Health & Social Care qualification is still in progress, although current study demonstrates active development

	OPPORTUNITIES
	THREATS

	• Employer induction, shadowing and the Foundation's development opportunities could close the CRM and sector-knowledge gaps
• Progression from the Certificate of Higher Education to the Bachelor of Science in Health and Social Care provides a structured route for strengthening professional knowledge over the next two years
• Transferable experience in complaints, advocacy and multi-agency liaison can be reframed specifically for supporter-care practice
• Future presentations, placements and interviews provide repeated opportunities to practise confident professional communication
	• Candidates with direct charity-sector or fundraising CRM experience may be stronger at shortlisting stage
• Learning Raiser's Edge while managing a live enquiry caseload may affect early efficiency unless training and supervision are used effectively
• Balancing degree study, caregiving and business commitments may place pressure on time and availability
• Occasional out-of-hours event support may require forward planning and flexibility around existing commitments



The most significant gap is the absence of direct fundraising CRM and charity-sector experience because applicants with these skills may require less initial training. However, this risk is partly offset by evidence of accurate case-recording, complaints handling and rapid adaptation across different roles. The strongest development strategy is therefore not to replace existing transferable skills, but to add sector-specific CRM competence and charity knowledge through induction, shadowing and supervised practice. Public-speaking confidence is a secondary development need: it is less central than one-to-one supporter communication, but improving it would strengthen performance in meetings, presentations and future progression. These priorities directly inform the PDP below.
3b. Personal Development Plan (PDP)
The Personal Development Plan (PDP) translates the Strengths, Weaknesses, Opportunities and Threats (SWOT) findings into three specific, measurable, achievable, relevant and time-bound (SMART) development goals. Each goal includes specific actions, a defined timescale and evidence that can be reviewed to judge whether progress has been achieved over the next two years.
	Goal
	Action Steps
	Timescale
	Monitoring & Evaluation

	1. Complete the Certificate of Higher Education and progress successfully through Levels 5 and 6 of the Bachelor of Science in Health and Social Care.
	• Complete Certificate of Higher Education assessments
• Progress to Bachelor of Science Levels 5 and 6 from September 2026
• Review module feedback and record development actions
• Research Leadership/Management Master's options in the final Bachelor of Science year
	Certificate of Higher Education: Aug 2026
Bachelor of Science: 2026–2028
Master's research: final degree year
	Evidence: progression/completion records and module grades. After each module, record two actions from tutor feedback; review annually.

	2. Within six months of relevant employment, develop CRM competence to manage routine supporter records and enquiries accurately.
	• Complete Raiser's Edge/CRM induction and data-handling training
• Shadow an experienced team member
• Practise recording, retrieving and updating supporter information
• Review performance against relevant procedures and service level agreements (SLAs)
	First 6 months of employment; then reviewed every 6 months
	Evidence: training completion, supervisor feedback and ability to complete routine CRM tasks independently and accurately.

	3. Over two years, improve presentation and structured professional communication, using prompt notes rather than a full script.
	• Apply learning from the Gibbs reflection
• Record practice presentations where appropriate
• Practise Situation, Background, Assessment and Recommendation (SBAR) communication
• Seek feedback from tutors, peers, supervisors or managers
	Ongoing for 2 years; formal review every 6 months
	Evidence: reflective log, reduced note reliance, stronger eye contact and feedback showing improved clarity and confidence.




Task 4: Reflection on the LCHS4009 Component 1 Presentation Assessment
Description
On Friday 24 July 2026, I delivered my LCHS4009 Component 1 presentation, introducing Communication as my chosen professional skill for health and social care. I explained the Situation, Background, Assessment and Recommendation (SBAR) framework, applied it to a practical care-home scenario involving a resident showing signs of deterioration, and closed with a Gibbs-based reflection on my own development of this skill. Overall the presentation went reasonably well and I got through all of my content at a steady pace, though I relied on my notes more heavily than I had planned to.
Feelings
I felt generally okay about the presentation. I was not overly anxious beforehand, and during the delivery I felt calm enough to keep a steady pace throughout. Afterwards, my main feeling was mild frustration with myself for looking down at my notes so often rather than at the camera, and for not sounding as confident as I know I can be when I have fully internalised material rather than reading it.
Evaluation
Several aspects of the presentation went well. My pacing was appropriate, I covered the required content, and the structure moved clearly from the introduction and importance of communication to the SBAR framework, practical example, reflection and conclusion. However, I relied on my notes more than intended and frequently looked down rather than maintaining eye contact with the camera. This may have reduced how engaging and confident the delivery appeared. My tone also sounded less natural in sections where I was reading closely from my notes. Individual lecturer feedback was not provided, so this evaluation is based on my own critical assessment of the recording and my experience of delivering it. This required me to distinguish between completing the content successfully and communicating it in a confident, audience-focused way.
Analysis
Moss (2017) emphasises that effective professional communication depends not only on what is said but on how information is conveyed and received. My experience supports this distinction: the sections I had rehearsed most thoroughly required less attention to notes, allowing better eye contact and a more natural tone. SBAR also gave the presentation a logical framework. Guidance on SBAR describes its value in structuring essential information, while Müller et al. (2018) found that SBAR can support patient safety by improving the consistency of communication. However, structure alone does not guarantee effective communication. In my presentation, the SBAR content was organised accurately, but over-reliance on written notes weakened the interpersonal aspects of delivery. This is important because professional communication in health and social care requires clarity alongside responsiveness and person-centred interaction (Moss, 2017). Therefore, my development need is not simply to learn more content; it is to rehearse sufficiently so that structured knowledge can be communicated confidently and flexibly.
Conclusion
Overall, the presentation demonstrated that I can organise and explain professional information clearly, but it also showed that preparation must go beyond writing accurate content. I need to internalise key points well enough to maintain eye contact, vary my tone and respond more naturally to an audience. This learning is transferable to the Supporter Care Coordinator role, where clear and empathetic communication would be required during supporter calls, complaints, team discussions and liaison with external organisations. The reflection has therefore turned a specific presentation weakness into a practical professional-development priority.
Action Plan
1. Rehearse future presentations until confident enough to speak with only brief prompt notes, rather than reading full sentences
1. Practise maintaining eye contact with the camera/audience rather than the notes, including recording myself beforehand to check this
1. Seek feedback from tutors, peers, placement supervisors or line managers on future presentations and compare their observations with my own self-assessment
1. Practise structured SBAR-style handovers during any future placement or work experience
1. Apply lessons learned to future interviews and multidisciplinary meetings
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Closing date Employment type

17 August 2026 Permanent

Salary

£33,000 - £36,000 /
year

As Supporter Care Coordinator, you'll be the
first point of contact for people engaging
with our three charities: Guy's & St Thomas'
Charity, Evelina London Children’s Charity,
and Guy’s Cancer Charity. You'll play a key




