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Task 1 – Portfolio & Job Advert

A portfolio is a collection of work that showcases your skills, projects, and experience to potential clients, employers, or agencies. While not always mandatory, it's a valuable tool to demonstrate your expertise, work ethic, and personality, complementing your resume. E-portfolios, or digital collections, are increasingly popular for their ease of sharing and updating. Professionals across various fields can use portfolios to highlight their growth and adapt to changing industry demands and personal 
E-portfolios, or digital collections, are increasingly popular for their ease of sharing and updating. Professionals across various fields can use portfolios to highlight their growth and adapt to changing industry demands and personal goals. 
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RESHMA M BEGUM
London, UK
07519 680834
reshmorossi@yahoo.co.uk
PROFILE
A hardworking and reliable individual with strong customer service and communication skills, developed through experience in administrative and childcare roles. Recently completed a Certificate in Higher Education in Skills for the Workplace (Health and Social Care), enhancing my ability to work with people, communicate effectively, and provide high-quality support. A quick learner with a positive attitude, seeking a care role where I can contribute to excellent care experiences and team success.
KEY SKILLS
Customer Service – Friendly, approachable, and focused on delivering a positive customer experience
Communication – Clear and confident when dealing with customers, colleagues, and visitors
Teamwork – Works effectively both independently and as part of a team
Organisation – Able to manage time and responsibilities efficiently
Attention to Detail – Ensures accuracy in tasks and communication
IT Skills – Microsoft Word, Excel, Outlook
Languages – English, Bengali, Hindi
RELEVANT EXPERIENCE
Administrative Assistant
Moonstone Business Ltd, London | 2020 2023
· Provided front-of-house support, greeting visitors and handling enquiries professionally
· Managed phone calls and email communication efficiently
· Organised appointments and maintained accurate schedules
· Supported daily office operations in a busy environment
Nursery Assistant
Smartstarts Day Nursery, London | 2013 – 2014
· Supported children’s development in a safe and nurturing environment
· Built positive relationships with parents and staff
· Assisted individuals with additional needs, demonstrating patience and care
· Maintained a clean, safe, and organised setting
Nursery Assistant
Gateway Primary School, London | 2007
· Assisted with classroom activities and daily routines
· Supported children’s learning and wellbeing
· Worked collaboratively to maintain a positive environment
Nursery Assistant
Broadly Street Pre-School, London | 2005
· Helped organise activities and support children’s development
· Encouraged social interaction and confidence
· Maintained a safe and inclusive environment
EDUCATION & QUALIFICATIONS
Certificate in Higher Education: Skills for the Workplace (Health and Social Care)
2025 – 2026
Diploma in Early Learning and Childcare (Level 2 & 3)
2012 – 2014
ITQ (Level 1, 2 & 3)
City of Westminster College, Paddington | 2007 – 2009
Childcare Level 1
City of Westminster College, Queens Park | 2006 – 2007
GCSEs
North Westminster Community School, London | 2002 – 2006
ADDITIONAL INFORMATION
· Reliable, punctual, and trustworthy
· Able to work under pressure in fast-paced environments
· Willing to learn and develop new skills
INTERESTS
Travelling, shopping, social media, listening to music, swimming, and cricket REFERENCES
Available upon request

Task 2 - Personal Statement
I am a hardworking, caring, and reliable individual who is looking to build a career in Health and Social Care. I enjoy helping people and supporting those in need. I am patient, kind, and I always try to make sure people feel respected, safe, and supported. My goal is to develop my skills and work in a care role where I can make a positive difference in people’s lives.
I have experience working in both childcare and office environments. As an Administrative Assistant at Moonstone Business Ltd in London, I developed strong communication and organisational skills. I welcomed visitors, answered phone calls, responded to emails, and managed appointments. This role helped me learn how to stay calm and professional when dealing with different people and situations. It also improved my ability to work under pressure and stay organised.
Most of my experience is in childcare, where I worked as a Nursery Assistant in Smartstarts Day Nursery, Gateway Primary School, and Broadly Street Pre-School. In these roles, I supported children with their learning, play, and daily care needs. I helped create a safe, caring, and positive environment where children could grow and develop. I also worked closely with other staff and parents to make sure each child received the support they needed.
I supported children with different needs, including those with special educational needs and those who spoke English as an additional language. This helped me develop important care skills such as patience, empathy, and understanding. I learned how important it is to treat every individual with dignity and respect and to provide care that meets their personal needs.
I have recently completed a Certificate in Higher Education in Skills for the Workplace (Health and Social Care) for the academic year 2025–2026. This course helped me understand the values of health and social care, including respect, communication, teamwork, and safeguarding. It also improved my confidence in working with people in professional care settings and strengthened my problem-solving skills.
My education also includes ITQ Level 1, 2, and 3, where I developed good IT skills such as Microsoft Word, Excel, and Outlook. I also completed a Diploma in Early Learning and Childcare (Level 2 and 3). My school education at North Westminster Community School helped me gain my GCSEs and build basic skills in reading, writing, and communication.
My key strengths include being caring, patient, reliable, and hardworking. I work well as part of a team but can also work independently when needed. I am a good communicator and can build positive relationships with people from different backgrounds. I am also organised and able to manage my time well, which helps me provide consistent and effective support.
I believe my skills and experience make me suitable for a role in Health and Social Care. I am passionate about helping people and supporting their wellbeing. I am especially interested in roles where I can care for vulnerable people and make a real difference in their daily lives.
My career goal is to develop a long-term career in Health and Social Care. I want to continue learning, gain more experience, and grow professionally in a care setting. I am committed to working hard, being responsible, and providing high-quality care to those who need it.














Task 3 - SWOT Analysis

A SWOT analysis is a planning tool with seeks to identify the strength weaknesses opportunities and threats involved in a project or organisation.
	Strengths
	Weaknesses 

	· Good communication skills when speaking to residents and other professionals 
· Good time-management skills 
	· Overwhelmed by high-pressure situations 

· Lack of confidence 

	Opportunities
	Threats

	· Opportunity to gain experience in the health and social care sector         
 
·  Growing demand for care services 
	· Expanding competitors                                                                            
· Loss of key staff




In the Strengths section of the table, I identified beneficial qualities that is useful for the role. For example, I have developed good communication skills and good time-management skills during my time as an administrative assistant. These experiences will help me to provide effective, organised, person-centred care. 
In the Weaknesses section of the table, I identified points which I must work on to provide person-centred care. These include feeling overwhelmed by high-pressure situations and having a lack of confidence. It is important to recognise these weaknesses, as having confidence and managing pressure is vital when supporting residents or service users with diverse and complex needs. By working on these areas, I will be able to make appropriate decisions under pressure, remain calm and provide consistent person-centred care. 

In the opportunities section of my table, it shows possible outcomes which I can gain from this role as a care assistant. For example, I can gain experience in the health and social sector. From this experience, I can develop my CV and apply for larger scale jobs. Furthermore, there is a growing demand for care services, as a result, there is a greater job security. This means that there are more employment opportunities, higher chance of progressing and a chance of securing permanent work. 

In the threats section of my table, I considered challenges that I might face. For example, there is the risk of competitors expanding. This is a threat to the care assistant role as competitors may attract service users, leading to fewer clients for your employer. Less service users can result in reduced hours and job insecurity. Competitors can also attract staff by offering higher salaries, extra benefits etc, this increases pressure overall on the existing care workers. Furthermore, there is a threat of losing key workers. This refers to experienced care workers who leave the organisation. This is a threat because the remaining care workers will have a larger workload. Losing experienced staff means that the less experienced staff will have no one to turn to for guidance and advice. This creates pressure and stress and decrease job satisfaction. These threats make it much more challenging to deliver person-centred care.  



















 

 Personal Development Plan
A Personal Development Plan (PDP) is a structured and systematic approach that supports continuous learning, self‑reflection, and professional growth. Within the health and social care sector, a PDP helps individuals their strengths, recognise areas for improvement, and set achievable goals to enhance the quality of care they provide. This essay outlines a Personal Development Plan for a Care Assistant role, focusing on developing professional care skills, improving communication, and building emotional resilience over the next two years, while explaining how progress will be monitored and evaluated.
The role of a Care Assistant requires a combination of practical skills, emotional intelligence, and professional behaviour. One key area of development is gaining professional care skills and knowledge. During the first year, the primary focus will be on completing mandatory training, including safeguarding, infection control, moving and handling, and first aid. These areas are vital to ensure the safety and wellbeing of service users and to meet organisational and legal requirements. Alongside formal training, on-the-job learning will play an important role, such as understanding care plans, supporting daily living activities, and following health and safety procedures. In the second year, the aim is to build upon this foundation by supporting individuals with more complex needs and demonstrating greater independence and confidence in care delivery.
Progress in this area will be monitored through training certificates, supervision records, and reflective practice. Regular feedback from supervisors will help identify strengths and areas requiring further development. Evaluation will also involve self-reflection on how effectively training is applied in practice, ensuring that learning leads to improved care outcomes.
Another important goal within the Personal Development Plan is the development of communication and interpersonal skills. Effective communication is essential in a care setting, as Care Assistants must interact with service users, families, and colleagues daily. During the next two years, communication skills will be developed by practising active listening, using clear and respectful language, and adapting communication methods to meet individual needs. This includes learning how to communicate with people who may have dementia, learning disabilities, or sensory impairments.
In addition, training related to equality, diversity, and person‑centred care will support inclusive and respectful communication. Experience gained through daily interactions will help build confidence and understanding, particularly when dealing with sensitive or emotional situations. Progress will be monitored through feedback from colleagues, supervisors, and service users, as well as through reflective journaling. Improvements in confidence, reduced misunderstandings, and stronger relationships will indicate successful development in this area.
The third key area of the Personal Development Plan is building emotional resilience and professional confidence. Working as a Care Assistant can be emotionally demanding, as it often involves supporting vulnerable individuals, managing challenging behaviours, and coping with difficult situations such as illness or end‑of‑life care. In the first year, the focus will be on developing coping strategies, such as seeking support from colleagues, using supervision sessions effectively, and learning stress management techniques. In the second year, the goal is to handle challenging situations more confidently while maintaining professionalism and compassion.
[bookmark: _Int_v1i3if7l]Monitoring emotional resilience will involve self reflection, discussions during supervision, and recognising improvements in emotional wellbeing and stress management. Evaluation will include assessing the ability to remain calm in challenging situations, reduced feelings of overwhelm, and positive feedback from supervisors regarding professionalism and confidence.
Overall, this Personal Development Plan provides a structured approach to professional growth within the Care Assistant role. By setting clear, achievable goals and using training, reflection, and feedback, development can be monitored and evaluated effectively. Over the next two years, this Personal Development Plan will support the transition from a developing care worker to a confident, competent, and compassionate professional. Continuous personal development not only benefits the individual but also enhances the quality of care provided to service users, making the Personal Development Plan a vital component of professional practice in health and social care.





Task 4 – Critical Reflection

Using Gibbs’ Reflective Cycle, I am able to critically reflect on my experience of completing the LCHS 4009 Component 1 presentation assessment. This assessment required me to deliver a researched and academically supported presentation on a chosen health and social care topic. After presenting, I received verbal feedback from my lecturer, which helped me understand both the strengths and weaknesses of my performance. Reflecting on this experience is important for developing my communication skills, confidence, and overall academic practice.
When thinking about the experience, I remember feeling extremely nervous before the presentation began. Presentations have always made me anxious and knowing that this one was formally assessed increased the pressure. I worried that I might forget what I wanted to say, speak too quickly, or fail to meet the expectations of the module. At the same time, I felt somewhat prepared because I had spent a lot of time creating my slides and rehearsing my content. As I began speaking, my nerves were noticeable, especially in the first minute, but gradually I started to feel more comfortable. I could see that the audience seemed engaged, which reassured me. Once the presentation ended, I felt relieved and proud that I had completed it, yet still uncertain about how well I had performed. Receiving feedback from my lecturer immediately afterwards helped me process the experience more clearly.
Looking back, there were several positive aspects of my performance. My lecturer mentioned that my introduction was strong and clearly outlined the purpose and relevance of my topic. They also highlighted that I used appropriate academic sources and demonstrated a good understanding of how theory connects to real‑world practice in health and social care. Another strength was the visual layout of my slides, which were clear, appropriately designed, and supportive of my spoken explanations. These comments helped me recognise that my preparation had paid off and that I had developed a good structure for the presentation.
However, there were also areas that could be improved. My lecturer noted that I spoke too quickly at several points, making it difficult for the audience to fully absorb the information. This was likely due to my nerves, which affected my pacing despite having rehearsed beforehand. I was also told that my conclusion felt rushed and lacked a clear summary of my key arguments. Additionally, I realised that I did not maintain eye contact consistently, as I often glanced down at my notes for reassurance. These weaknesses revealed how my anxiety impacted the quality of my delivery and communication.
Analysing these issues further, I can see how important it is to practise not only the content of a presentation but also the delivery skills that support effective communication. Speaking too quickly is a common reaction to anxiety, and although I felt prepared, I underestimated the difference between practising alone and presenting in a formal assessment setting. My rushed conclusion suggests that I may not have timed my presentation properly, and I should have rehearsed my ending more thoroughly. The feedback about eye contact showed me that while my content knowledge was strong, I need to develop more confidence when speaking publicly. I also realised that although I explained my topic well, my analysis could have been more critical rather than mostly descriptive.
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