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This report aims to define the Personal Development plan and workforce readiness within the sector of health and social care. The another two sections explore the key skills, knowledge  and personal reflection on my learnings using the ERA reflection model.

[bookmark: _Toc213326273]Task 1 – Personal Action Plan for a Healthcare Assistant Role 
The Healthcare Assistant (HCA) is a crucial figure in the provision of physical and emotional support to patients in hospitals, care homes, and in community health settings. HCAs collaborate with the registered nurses and other professionals to deliver person-centred, compassionate care by performing tasks, including hygiene support, observation, and record-keeping (Alsharari et al., 2024). This assignment determines the key skills needed to work in this position, analyses existing competences, and outlines a systematic Personal Development Plan (PDP) to improve the areas and be ready to work in the health and social care sphere.

The important skills to work as a healthcare assistant are:
In order to deliver safe and effective care, Healthcare Assistants require a set of technical, interpersonal and organisational skills.
Communication and Empathy: Trust and understanding among HCAs, patients, and workmates are based on effective communication (Sutherland et al., 2022). The volunteering and group activities also taught to be an active listener and empathetic, so that one can able to change communication style based on the needs of patients.
Teamwork and Collaboration: HCAs should work with multidisciplinary teams in order to have coordinated care (Aagaard et al., 2025). I have also learned to work in a team and resolve conflicts through academic projects and volunteering, which have become essential in my contribution to a group of people.
Observation and Paper-Trailing: Proper tracking of the patient's conditions is important in terms of safety (Ekstedt et al., 2023). I believe in simple documentation, but would like to achieve better precision and electronic system knowledge.
Prioritisation and Time Management: Efficient management of workload is essential in overcrowded care environments (Tohary et al., 2024). This skill has been developed by working part-time, with doing extra activities along with academic activities which helps to improve clinical duty of practitioner.
The infection prevention and safety awareness: Getting acquainted with hygiene, PPE, and safety practices is basic. I already have background knowledge, which I would have to use more in practice.


[bookmark: _Toc213326274]Personal Development Plan (PDP)
	Skill / Area for Development
	SMART Goal
	Action Steps 
	Support and  Resources
	Target Date
	Review Date

	Clinical Observation Skills
	To accurately measure and record patients’ vital signs without supervision.
	Complete NHS ‘Care Certificate’ units; practice with simulated patients during placement; request mentor observation for feedback.
	NHS Learning Hub, workplace mentor, clinical supervisor.
	Feb 2026
	Apr 2026

	2. Infection Prevention and Control
	To apply infection control procedures consistently in practice.
	Attend Infection Control workshop; complete annual online NHS Infection Prevention training; observe senior staff during shifts.
	Workplace Infection Control Officer, NHS e-learning.
	Mar 2026
	May 2026

	3Digital Record-Keeping
	To develop confidence using electronic patient record systems.
	Attend digital systems induction; practice under supervision; log and review sample entries with feedback.
	IT trainer, NHS Digital tutorials, supervisor.
	Mar 2026
	May 2026

	Communication and Empathy
	To strengthen patient-centred communication using active listening and empathy.
	Attend communication skills workshop; use Egan’s SOLER model in practice; request patient and mentor feedback.
	University workshops, mentor, peer feedback.
	Apr 2026
	Jun 2026

	
	
	
	
	
	

	Professional Growth and Career Development
	To build awareness of career pathways and continuous learning opportunities within health and social care.
	Create a personal CPD log; attend career guidance sessions; explore the NVQ Level 3 or Assistant Practitioner pathway.
	Line manager, NHS career portal, CPD planner.
	May 2026
	Jul 2026



The above activities cover important areas for becoming an Healthcare assistant. Each goal follows SMART criteria (Doran, 1981), ensuring clarity, accountability, and measurable progress. Regular review with mentors and supervisors will help track achievements and identify new development priorities over time.


[bookmark: _Toc213326275]Identified Skill Gaps
Based on self-evaluation and peer review, I also determined that I had three development requirements:
· Lack of experience in clinical observation (patients and vital signs).
· The untrustworthiness of using digital health records.
· Infrequent stress and anxiety in situations of difficult or emotionally demanding care.
The areas will be tackled to enhance my professional preparedness and uniformity in performance (Preum et al., 2021).

[bookmark: _Toc213326276]Preparation of sample interviews
1. Why do you wish to work as a Healthcare Assistant?
My vision is to deliver care that will change the lives of people. The HCA position will enable me to utilise empathy and collaboration and assist patients in their dignity and comfort, as it is one of the values of the NHS that embraces compassion and respect.
2. What would you do with a troubled patient?
I would remain calm, listen actively and reassure the patient in a respectful manner. Getting to know what is going on with them and giving them comfort or support can assist in de-escalating the situation, and if they need the help of senior staff, asking them to assist is preferred.
3. What do you do to make your work confidential?
To adhere to the Data Protection Act (2018) and organisational policies, I will avoid providing personal information at all and keep patient data in a safe place and share it with other staff only when needed.

[bookmark: _Toc213326277]Summary
My acquisition of a well-defined personal action plan has improved my knowledge of the competencies needed in the position of a Healthcare Assistant. By meeting these aims and objectives through organised learning and reflective practice, I hope to deliver safe, caring and person-centred care in line with the NHS professional standards.

[bookmark: _Toc213326278]Task 2 - Academic Report on Communication Skills in Healthcare
One of the most important skills that Healthcare Assistants need to possess to ensure safe and caring service to patients is good communication. Communication in health and social care contexts is essential in ensuring that the needs of the patients are well understood and met, as well as professional information is effectively exchanged. The NHS Core Skills Framework supports the patient-safety, patient-satisfaction, and effective-teamwork as the effects of strong communication (Dawson, 2025). This report explains the significance of communication to HCAs, approaches to theoretical thinking, and how the competencies allow the improvement of practise and professionalism.

[bookmark: _Toc213326279]Significance of Communication Skills
Healthcare Assistants touch upon patients, families and multidisciplinary teams every day. Verbal communication- verbal communication should be transparent and understanding to alleviate anxiety and gain trust by giving assurance, elucidating procedures, and information gathering. Body language, eye contact, and active listening are also considered important forms of non-verbal communication (Djalolovna, 2025) to express care and respect. Effective written communication is also essential in keeping good patient records, continuity of care, and legal requirements.
In the case of HCAs, person-centred care requires effective communication, which is one of the value principles highlighted by the Care Quality Commission (Manalili, 2022). It assists in making sure that patients are regarded with dignity and their wishes are not violated. The lack of effective communication, in turn, may result in the emergence of misunderstandings, mistakes in treatment, and a decrease in patient well-being.

[bookmark: _Toc213326280]Theoretical Perspectives
The SOLER model provided by Egan is a useful guide to enhance interpersonal communication. It stimulates the listener to sit straight, Open posture, lean forward, Eye contact, to relax, which will encourage interaction and empathy (Bride and Jackson, 2024). Equally, the SMCR model created by Berlo (1960) emphasises that communication is a process that requires a sender, message, channel, and a receiver, which are impacted by attitude, knowledge, and context (Jones, 2023). Implementation of the models will assist HCAs customise their communication to the needs of different patients of varying sensory abilities or language disorders.

[bookmark: _Toc213326281]Application in Practice
Practically, proper communication will facilitate accurate observation and reporting of patient changes by HCAs, adherence to care plans, and emotional well-being (Real and Howe, 2022). Team communication guarantees a seamless flow of coordination particularly in case of handovers or emergency. This skill is another one developed, which is beneficial in increasing confidence and professionalism that are aligned with the NHS value of collaborating with patients. Communication competence can be further strengthened by continuous training, reflection and feedback.

The Healthcare Assistant role is based on communication as it determines the quality, safety, and humanity of care delivery. HCAs can improve trust, minimise errors, and work towards positive health outcomes by using communication models, ensuring empathy, and engaging in constant learning. This is a vital skill in improving employability in addition to providing a high level of caring person-centred care in the health and social care sector. 

[bookmark: _Toc213326282]Task 3 – Reflective Report Using the ERA Model
The Experience, Reflection, and Action (ERA) model for learning the experience of a practical or academic activity was developed by Jasper (2013) (Saragih, 2023). Reflection is an intellectual ability in sector of health and social care, which give opportunity to analyse and discover areas for development of practitioners. In this report, I apply the ERA framework in evaluating my performance in the Component 1 presentation assessment, the strengths of my performance, and how I can improve them, and how the experience will help me continue the development of my professional growth as a Healthcare Assistant (HCA).

[bookmark: _Toc213326283]Experience
During the Component 1 evaluation, I was in a small group to present a talk on the topic of professional development in healthcare. My role was to conduct research on applicable theories, prepare a PowerPoint, and conduct my part on teamwork and communication. Prior to presentation, I worked in close collaboration with my colleagues, with assignments being fairly distributed and practised to ensure a clear and confident presentation.

I used clear pronunciations and maintained eye contact during the presentation, which served to attract the audience. Nevertheless, I realised that I used my notes excessively at times, particularly in describing the complicated concepts. The response of the lecturer was positive overall, including praise about our teamwork, organisation, and substantiation, but mentioning some aspects that could have improved in terms of confident speaking and time control when changing the speakers. This was positive feedback because I was able to know a practical manner in which I can improve my confidence in communication and presentation.

[bookmark: _Toc213326284]Reflection
This experience helped me understand the importance of communication, preparation, and control of emotions in professional presentations and medical practice. Schön (1983) suggests that practitioners who reflect learn through reflection (assessment) on their practices and outcomes to do better in future. I was a prepared person; I did my research and was well conversant with my work. Another area of strength was teamwork, since we were well coordinated and encouraged each other. Nevertheless, performance confidence was my biggest weakness, especially in answering unanticipated questions or technical troubles. This made me a bit nervous, and this impacted my fluency and non-verbal communication.

The comparison between the presentation skills and the healthcare practice was also noted in this reflection. I will be required as an HCA to interact effectively with patients and other colleagues, as it may be under pressure. The skills to be able to stay calm, adjust and spread information with confidence are directly transferable skills. In addition, I realised the value of active listening and empathy, not only in patient care but also in professional cooperation. On the whole, the experience supported the idea that one should continuously enhance him or herself and stay resilient, both in academic and clinical environments.

[bookmark: _Toc213326285]Action
To enhance campaign presentation and professional communication, I will adopt a number of strategies to advance further. First, I will enrol in open speaking and confidence-building classes provided by the university to enhance my performance and to eliminate fear. I will also practice by role-playing the real healthcare interactions so that I can be clearer and confident when faced with pressure.
Second, I will tape my presentations to evaluate my tone, pace, and body language, referencing Egan SOLER model (2018) as a good interpersonal communication tool. Third, I will keep on employing reflective instruments such as the ERA and Gibbs (1988) models in assessing my progress on a regular basis. Lastly, I will consult with peers and mentors following subsequent presentations or training in the workplace to determine new learning objectives.

[bookmark: _Toc213326286]Summary
The ERA model has helped me to critically assess my performance and derive meaningful lessons from the experience of the presentation I had. Through conscious effort by practising, obtaining feedback, and reflecting, I would like to improve my communication and self-presenting qualities, which are important qualities of an effective Healthcare Assistant, providing care to the patient in a compassionate, professional, and effective manner.
 


[bookmark: _Toc213326287]Conclusion 
Overall, the portfolio has improved the knowledge about the professional expectations in the field of health and social care and the skills that a Healthcare Assistant should have. Self-assessment, academic exploration and reflections have helped me to determine my strengths, areas of growth, and plans of further development. 
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