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Task 1 - CV
Nicola Hermitt
3 Somerland Road Birmingham B26 2ER
Email: nicky_hermitt@hotmail.co.uk 
Mobile:  07455960577          [image: ]
PROFILE
 I am a hard worker and committed to the task at hand. Being a mother and homemaker has helped to improve my communication and interpersonal skills. I enjoy working within a team as well as independently. I am computer literate, dedicated and punctual. I am reliable, flexible and always willing to go the extra mile. 
[image: ]
EDUCATION 		
St Patrick’s Primary School	                       Jamaica 		1987/1993
St Andrew’s Technical High School           Jamaica 		1993/1998
City College Birmingham                          England                       2010/2011         

Qualifications Gained 									
NCFE Cache Level 1 Diploma in Caring for Children
Level 1 Functional Skills - English
BTEC Diploma in Travel & Tourism
Common Entrance Exams C.E.E: Mathematics, English and Mental Abilities
Caribbean Examination Council - CXC English
Caribbean Examination Council – CXC Maths
Caribbean Examination Council – CXC Literature
Caribbean Examination Council – CXC Home Economics
Caribbean Examination Council – CXC Principles of Business
Caribbean Examination Council – CXC Office Procedures
NVQ Level 2 Travel & Tourism
Level 2 English
Level 1 Information Technology 
          [image: ]
WORK EXPERIENCE		Company			         Dates
          [image: ]
Cleaner                                           WeClean                                        Jan 2020 to Present
City Centre Birmingham
Duties:
Ensuring the area is sanitised.
Mopping, sweeping and dusting.
Basic cleaning of the building.
Keeping areas neat and organised.

Waitress Mish Mash Caribbean Diner                                   August 2016 to Jan 2018
Duties:
Preparing tables
Ensuring customer satisfaction
Serving food and drinks
Taking down orders
Operating the tills

Maid                                  Harrow Hotel                               Jun 2012 to Jan 2015
Hagley Road Birmingham
Duties:
General housekeeping
Cleaning guests' room
Redressing rooms after checkouts
[image: ]
SKILLS	          
· Computer literate
· Ability to work as an individual or within a team
· Ability to complete tasks within the allocated time
· Excellent customer service skill
[image: ]
INTERESTS	
· Reading
· Watching Documentaries
· Cooking 
· Socialising
[image: ]
REFERENCES:		References available on request.
Task 2 - Cover Letter
Dear Hiring Manager,
I'm writing to express my interest in the role of support worker that your organisation is hiring for. As a university student currently studying health and social care, I'm very enthusiastic about the opportunity to put my academic knowledge to use in the real world and grow professionally, as I gain valuable experience in the field.
Although I do not have any prior work experience in the health and social care sector, I have participated actively in a variety of voluntary activities throughout my academic career. I've been successful in developing excellent communication, problem-solving, and teamwork skills via these experiences, which I know would be helpful in the position of a support worker.
As a health and social care student, I have developed a profound knowledge of the difficulties that those working in the field encounter as well as the value of giving compassionate and understanding care to service users. I'm looking forward to putting this knowledge to use as a support worker, and I have faith that my educational background and qualifications will allow me to easily adjust to the position's demands.
In addition, I am also a quick learner and will go above and beyond to give clients the finest service possible. I am aware that the job of a support worker can be difficult, but I am dedicated to offering clients caring and efficient care, and I am ready to learn from more experienced colleagues.
[image: ]In conclusion, I am excited about the opportunity to apply for the support worker position at your organization. As a university student studying health and social care, I am eager to gain practical experience in the field and apply my academic knowledge to make a meaningful difference in the lives of clients. Thank you for considering my application, and I look forward to the opportunity to discuss my qualifications further.
Sincerely,
Nicola Hermitt











Task 3 - SWOT
	Strengths
	Weaknesses
	Opportunities
	Threats

	Strong work ethic
	Limited knowledge of certain software
	Possibilities for continuous learning and professional growth to increase knowledge and abilities
	Changes in technology that require new skills or knowledge

	Excellent time management skills
	Lack of experience in certain areas of expertise
	Working with professionals to gain new perspectives and knowledge
	Competition from other professionals in the industry


	Good interpersonal communication skills
	Occasionally struggle with assigning tasks to others
	Opportunities to take on new projects or tasks to gain experience and develop new skills
	Events or commitments in personal life that could affect career advancement

	Ability to work effectively in a team
	Tendency to over-analyse
	[bookmark: _Int_PCxgDtw1]the opportunity to work in other organisations in order to get a variety of experiences and pick up new skills
	

	Strong attention to detail
	
	
	

	Quick learner
	
	
	



This is supported by Gretzky, 2010, who states “healthcare organizations must continually make adjustments to maintain optimal function”.











Personal Development Plan (PDP)
	Target
	How will I achieve this?
	Why will this target benefit me?
	What will change when I achieve this?
	Target Date

	Improve time-management skills
	Prioritize work, get rid of distractions, make a daily or weekly timetable, and learn to distribute assigned tasks when necessary.
	My ability to manage my time more effectively will improve my ability to accomplish tasks quickly, relax, and maintain a healthy work-life balance.
	I will be able to complete projects on time, meet deadlines, and achieve a better work-life balance
 
	Within the next 6 months

	Develop leadership skills
	Take part in leadership development programmes, assume more responsibility, and coach others.
	Gaining leadership abilities will make me a more valuable team member, improve my capacity to inspire and motivate others, and possibly result in a promotion.
	I'll be able to manage projects, collaborate well with others, and develop in my career.
	Within the next 18 months

	Improve Public Speaking
	Take workshops on public speaking, practise in front of peers or friends, record and analyse presentations for introspection.
	My confidence in presenting ideas will rise as a result of my improved public speaking abilities, which will help me become a more successful communicator in my field.
	I'll be able to speak with co-workers and superiors in an effective manner, which will result in more fruitful projects and partnerships.
	Within the next 12 months



Beausaert, 2013 states that the tool could add significant value to the learning and development process.









Task 4 - Personal statement
I consider myself to be someone who is passionate about supporting others, which has fuelled my enthusiasm for applying for the position of support worker. I have always felt drawn to assisting the vulnerable, which is what inspired me to seek a profession in health and social care.
Currently, I am undergoing a degree in health and social care, which has given me a solid foundation of knowledge and abilities that I can apply to this position. I have gained knowledge about the various difficulties that service users encounter and how I may support them in overcoming them as a result of my dedication to my studies.
My ability to interact professionally and effectively with clients and co-workers is one of my strong points. I understand that effective communication is imperative for establishing trust with customers and making sure their needs are addressed. Also, I understand that communication is crucial when working as a team. By communicating clearly, everyone can work together to achieve the best possible outcome. 
In addition, I value the importance of reflection and target setting in my personal and professional life. I believe that setting SMART targets is essential to monitor my own progress, gain new knowledge and experience, and maintain motivation. Through regular reflection, I can identify areas for development and take action to improve my own practice.
Another skill that I possess is problem-solving. In order to effectively address a problem, I believe it is essential to take into account a variety of solutions and opinions and to objectively consider the evidence before making a decision. This enables me to verify that the best solution will be selected. I am mindful that working in the health and social care sector can be demanding, but I am confident in my ability to solve any problems that may come up.
Last but not least, I appreciate the significance of teamwork. To ensure that clients receive the finest care and assistance possible, I feel teamwork is fundamental. I see the value of cooperating with co-workers, exchanging information and perspectives to help one another.
Overall, I am confident that my skills in effective communication, problem-solving, reflection and target setting, and teamwork will enable me to excel in the role of a support worker. I believe that these skills are essential traits within health and social care and will enable me to provide the best possible care to clients.
In conclusion, I am excited about the opportunity to apply for the support worker position and to use my skills and knowledge to provide support to those in need. I am committed to providing the best possible care and support to clients and believe that my skills and education will enable me to excel in this role. Thank you for considering my application, and I look forward to the opportunity to further discuss my qualifications with you.








Task 5 - Reflection
Upon reflection of my recent presentation assessment, I can acknowledge the positive feedback that was given to me. It was noted that my explanations of communication with examples were clear, and the use of visuals was effective in enhancing my points. Furthermore, I am pleased to hear that I was able to answer questions well, demonstrating a good understanding of the topic.
However, it was also pointed out that I appeared to be reading straight from the slides, which may have hindered my engagement with the audience. I recognize that this could have been perceived as having lower levels of confidence, and therefore may have lessened the impact of my presentation. Additionally, it was disappointing to hear that I did not finish the presentation on time, as this shows a lack of organisation.
Furthermore, the feedback mentioned that there were distractions in the room at home, which impacted my focus during the presentation. While this was beyond my control, it is important for me to consider how I can minimize these distractions in the future. For example, I could find a quieter location to create the presentation or ensure that I have informed others in the household about the presentation in advance.
Overall, I recognize that there is room for improvement in my presentation skills. To address these weaknesses, I will aim to work on my engagement with the audience by incorporating more eye contact and the slides as a guide rather than a script. I will also aim to be more conscious of my timing, ensuring that I have allowed enough time for the presentation and have rehearsed it multiple times to ensure that I am able to complete it on time. Additionally, I will aim to find a quiet location to present from and ensure that I am fully focused during the presentation.
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