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A personal development portfolio has been an effective thing that centred on student development. The portfolio is going to present a CV, cover letter, personal strengths, weaknesses, threats and opportunities. The personal development plan is going to be included in this study to show the need for development areas related to the job role, of health and social care manager. 
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	Curriculum vitae

	Name of the candidate

	Date of birth
	25/12/2000

	Educational details
	Bachelor degree in health care management


	Achievement 
	Worked on special health care project 

	Previous work experience
	Management experience in GE HealthCare

	Year of work experience
	 Two years 

	Skills and competencies
	Communication skills, problem-solving skills, critical thinking skills

	Interest and hobbies
	Passion for managing difficult work, Yoga, interest in building an effective team, 

	Contact details
	Email ID: ABC.gmail.com
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Name: XYZ

02.22.2023
Mr/Mrs/Dr. ABC
Hiring manager
NHS
London, United Kingdom


Respected sir, 
                      I will highly be obliged if you kindly allow me to lay bare some facts for you. This letter is being written by me to you as a cover letter for the application for the post of Health Care Manager in your organisation. I have identified the recruitment by the NHS for the mentioned post, which I keep a keen interest in. 
                       I have been fully informed about the dignity of the NHS, how much capability this organisation has, and how one can grow with the various aspects of healthcare with this organisation. I am not distinct from them, as I keep a great interest in learning healthcare. And I also can assure you this field is not only one of my interests, rather it is my passion. The NHS is an advanced organisation with greater strategies and modern technologies, and also has been introduced as a dignified healthcare organisation with a noble reputation in the UK that I want to establish in my career with your organisation. 
                        I have completed my degree of MBA with a specialisation in healthcare. I have also gathered different types of skills required to work as a healthcare manager. I am applying for this post with two years of experience of work as a manager in GE healthcare. This post is required of the skills of good consulting ability, which I have gained from my previous work experience. 
                         It is being a great acknowledgement of mine that you have seen my application. As a request, if you appreciate the intersections of my letter, then kindly allow me to this post. This is my dream for me to work in your organisation, and your allowance can be a dream comes true.  
Sincerely, 
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	Strengths
· Good communication skill
· Good counsellor
· Ability to delegate
· Passion for healthcare 

	Weaknesses
· Poor decision making
· Service area gaps
· Poor working schedule 

	Opportunities
· Business development can be achieved 
· Can give 100% patient satisfaction 
· Systematic and flexible at work
· Can produce accurate records
· Can get vacancies in London, Manchester, and Leeds (Theguardian.com, 2023)
	Threats
· Rising competition among healthcare managers
· Change in attitude of the patient towards health care practice
· Change in regulation 


Table 1: Personal Swot analysis
(Source: Self-created)
From the above table, my strengths, opportunities, weaknesses, and threats of mine can be explored clearly. As a healthcare manager, I possess the skill of good communication with patients and other individuals. Communication has been a major aspect to improve business status (Coursera.org, 2023). This type of skill can help me to gain more ability in my profession and it has been a key to business development. Through regular clinical practice, I have achieved the skill of counselling and consulting. Better consultation and counselling may lead to 100% satisfaction of the patient, as they would be provided with the correct treatment at the proper time. Not only do I want to keep myself in this field of health care rather I have a great interest in healthcare as my passion. This type of motivation and inspiration can keep me regular in my profession, which has been officious to gain flexibility and efficiency at any kind of work. Being regular and systematic at work would help me to be smart and able to gather and analyse customers' data. More development in all of these skills can convert me into a proficient manager which has been recognized as a way to abroad. On the other hand, I have been a poor decision-maker as one of my weaknesses, which leads me to provide low-quality performance. The absence of maintaining schedule and limited experience in administrative management has been a reason behind poor decision-making (Hbr.org, 2023). This can be considered to be a huge threat in the increasing competition of health care management for me. 
Personal development plan 
	Development needs
	

	Current level
	Required level
	The ways to improve the skills
	
	Time for skill development

	Administrative management
	
	Below moderate
	Extreme
	· Practice in interpersonal and teamwork skill
· Solving critical and complicated problems
· Practice in customer service
	 
	6 to 8 months

	Negotiation 
	
	intermediate
	frantic
	· Active listener
· Proactive to ask doubts and questions
· Practice emotional control
	
	3 to 6 months

	Excellent Leadership 
	
	moderate
	ultimate
	· Appropriate and quick decision making
· Ability to encourage and influence others
· Creative performance at work
· Being positive and flexible at work
· Ability to manage any type of complication or conflict 
	
	12 to 18 months


Table 2: Personal development plan
(Source: Self-created)
The above table shows my needs of achievements and qualifications in various aspects that should be gained in a proper duration period in the upcoming two years to earn great proficiency at my work. I have been at a poor level of administrative management for a lack of scope, objectives, and suitability of my work. Administrative management has been a major key to formalizing an organization in its dignity (Battaglio et al. 2019). First of all, I must be practising in the field teamwork and interpersonal skills and objectives that would be an effective way to gain more managerial skills and development. Practising problem-solving and handling complicated issues would make me more proficient in this particular aspect. Secondly, I have to improve my negotiation skills so that I can accomplish the consulting process better. Excellence in leadership has been another major aspect that I have to improve to grow my career. So, these have been some critical objectives that must be undergone with great practices to earn better expertise.
The personal development plan has helped to increase leadership capability that can be used in future jobs. The leadership skills of a candidate have helped them to make proper decisions in their professional and personal life. Negotiation skills are very essential for healthcare managers who have helped to negotiate with healthcare product suppliers. The managers with the above skills have effectively managed the working procedures of the workers to enhance the performance of the teams (Heinonen and Nissen-Lie, 2020). Administrative management knowledge and techniques are important for implementing strategies for organizational development. The personal development plan has helped to improve the efficiency and skills that will use in future development. 
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Main career aim and experience
I have been growing and improving myself in the field of healthcare management. This specific segment has been my passion for years and I want to explore more and more on this aspect. I have been gradually increasing my skills and strategies with a clear aim to be posted as a health care manager in the organisation, NHS in the UK. it has been recognized to be one of the active organizations of the UK to provide health care services. The NHS approximately provides service to more than one million patients and other individuals every thirty-six hours. Working in such an organisation has been a huge dream of mine to explore and discover more new aspects of healthcare management. I want to acquire this achievement with 2 years of experience in healthcare management. I have worked in two different organizations in my previous years, as a supervisor and health care manager respectively.  As a supervisor, I have learned and am proficient to run a team and abstracting the required tasks for the organization. On the other hand, as a healthcare manager, I have achieved great skills in counselling and consulting.
Education
I have been improving myself in this specific field of healthcare with an educational degree of MBA (Master of Business Administrative) which has also been attached to specialisation in healthcare. An MBA degree has been recognized to be a suitable course for any type of administrative job. 
Personal strengths and professional skills and their values in career 
Communication and consulting skills have been the noble achievements of mine that I have earned through my clinical and administrative practice. This can be included as a major or required skill for any kind of profession. Through these types of skills, I made a good reputation in my business career. I have also been able to satisfy patients, customers, and other individuals with my well communicational skills. My passion for healthcare can be included as a personal strength of mine, which helps me not to avoid any type of new learning and knowledge about this specific aspect. Rather than ignoring or losing concentration, I have been able to achieve more in the minimum duration of my career. 
For the providence of better managerial service leadership theory can be adopted in my profession. Likert's behavioural theory of leadership can be taken as the adoption for improvement or better convenience. This theory comes with the term that organizational effectiveness always depends on the leadership of various departmental managers (Maykrantz et al. 2021). The theory has been divided into four major styles, leadership exploitative, participative, consultative, and benevolent authoritative. Through the implementation of this process, the leader or manager can accomplish the task of leading individuals and groups to achieve the goals of the organisation by structuring the work environment and the employees. With this type of adoption, as a manager, I would be able to effort, influence, and exerts the employees through warnings, rewards, and opportunities in case of good work.
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I have identified that the essential skills for managing health and social care operations are problem-solving and critical thinking skills. The root cause model has helped to improve both of the skills of the managers. The model provides effective ideas or methods to identify the root cause of a problem. The managers in the sectors have followed the model for improving their problem-solving skills. Critical thinking skill is essential for increasing the decision-making process. The managers have developed both skills by using effective learning (Heinonen and Nissen-Lie, 2020). Healthcare managers effectively manage n organizational problems by evaluating, identifying and exploring the problems of the patients and the workers. I have to think that the managers of the NHS have improved their skills and competencies to effectively manage the workplace. I have a very positive feeling by completing the presentation that has helped to develop my own experiences in management. I have to develop my communication skills, observation skills and monitoring skills to manage the conflict between the workers and the organization.
I have to develop the management competencies to effectively communicate with the patient's families. The observation skill will help to identify problems and the cause of problems in the health and social care organization (Tartavulea et al. 2020). The main areas of development are critical thinking skills and problem-solving skills by gathering knowledge and experience. The presentation has helped to develop my thoughts and experience in the management of the health sector. The action plan in the presentation has provided an effective process for developing the skills. Bit has been identified that the presentation has included the effectiveness and the uses of the skills that can be used in future development in the career. I have gathered much information from the presentation that has had a positive impact on my experience. The examples of the uses of skills have helped to develop my practical knowledge in specific sector management. 
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From the above study, it can be said that health and social care managers require different types of skills and knowledge. Effective communication and leadership skills are going to be effective for professional growth in the health and social care field. CV and cover letter have been presented within the study in order to give insight into the personal knowledge and experience in this particular field. 
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