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Practical Portfolio

Introduction:
A portfolio is a collection of academic and professional materials that highlight our beliefs, skills, qualifications, education, and training with experiences. It helps to display our personality and work ethic (Clarke University, 2025).
The practical portfolio I present in my work focuses on my preparation for employment in the health and social care sector. It will analyse the key skills I need for my chosen role. I will create a personal development plan and reflect the process of professional growth.



TASK 1 – Personal Action Plan
A job role that I want to apply – Nursing.
· Identify the key skills required for the job and explain how you meet the required skills.
1. Strong interpersonal skills. I learned to listen to people in such a way as to understand not only their words but also to feel what is hidden behind them. These skills came gradually through communication with different people at different periods of my life, through different situation where it was necessary to explain or support, through daily interaction in which a positive result depended on my sincerity and clarity. It is precisely these situations that occur every day that I have learned to be understanding, attentive and patient, as this is very necessary in the work of a nurse, where the person comes first.
2. Observant. The formation of this skill was formulated when I had to notice unimportant things on which much depended, such as changes in behaviour and mood in people close to me. Attention to such trivial details became automatic. I got used to assessing the situation not only with my eyes, but also in more details and noticing what others do not see. For the work of a nurse, this turns into the ability to notice and react in time.
3. Organisation. this trait is highly valued in the medical field. Over the years, I have learned to prioritise, allocate time properly, and keep control of multiple tasks at the same time. This skill was formulated during my studies at school and university, and now, when performing tasks at work, it helps a lot to act consistency, maintain order, and not get lost in stressful situations.
4. Teamwork. I am used to listening to the opinions of others, negotiating, and finding joint solutions. This was achieved through various group activities, joint projects, or work situations. It is through team interaction that much more can be achieved.
5. Self – awareness. I got used to evaluating and analysing myself and my actions and this internal dialogue helped me grow in a way. It gave me the opportunity to understand when to stop, when to act, and when to take proper care for myself to have the strength to take care of others. Self – awareness made me more resilient and nature.

· Identify the skill gaps you have recognised and explain how you intend to address them. Develop a Personal Development Plan outlining the specific steps you will take to improve these areas.
1. Decisiveness. In new situations which can sometimes be stressful I need more time to decide.
How I am going to improve this:
· Try to plan and analyse what resources and opportunity I have (Indeed, 2025).
· Many options can slow down the decision-making process and create confusion. Therefore, from all the options I must select only two and work with them which simplifies and speeds up the decision-making process (Indeed, 2025).
· In everyday life try to create situations with choices and over time this will transfer to professional skills (Indeed, 2025).

2. Leadership skills. When working in a team I am not the type of person who will take on the “main role.” I feel more comfortable when experienced people set the direction and I do my work in a quality, responsible and calm manner.
How I am going to improve this:
· Do a SWOT analysis that will help identify my strengths and weaknesses and later use this analysis for planning (Institute with Direction, 2025).
· Setting small goals choosing one specific leadership skill setting a deadline and after a while reviewing what worked and what did not and repeating the cycle (Institute with Direction, 2025).

3. Lack of experience. I am just starting my professional career; lack of experience is completely normal. Many process are new to me therefore it takes time to adapt. Also, due to responsibility and caution I can do the work a bit slowly as I do not have the practical baggage that people with many years of experience have to do the work faster and more automatically.
How I am going to improve this:
· Get more involved in new tasks.
· Listen to advice, observe how people with more experience work.
· Self - study and improvements every day.

Personal Development Plan
Determination
My goal: learn to make quick and confident decision in complex and new situations.
Steps: practice decision – making in everyday life to develop speed and confidence; make a brief list of “pros and cons” to evaluate existing options; set a time to practice making quick decisions (5-7 minutes).
Resources and support: various forums and books with information on how to improve this skill; ask for feedback after making decisions from my colleagues and mentors.

Leadership skills
My goal: develop the ability to take initiative and effectively communicate and motivate the team.
Steps: try to take on small leadership tasks on my own initiative; ask my mentor for feedback on my work; read and take courses that will help improve leadership skill.
Resources and support: mentors, literatures, and courses.

Lack of experience
My goal: gain practical experience to perform their duties quickly and correctly and better understand internal process.
Steps: start level 5 and 6 in the university; participate in volunteer activities; go on short internships and gain experience for a longer one.
Resources and support: university, hospitals, government agencies.


· Prepare three interview questions and how you will respond to them.
1. Why did you choose nursing?
I like help people and to be useful for them. This is a profession where my attentiveness, caring, and calm nature can really improve the condition of patients.
2. Why should we hire you without experience?
I am fast learning, responsibility. I am ready to perform my work with high quality, participate in training and adapt to the requirements of a medical institution. I am interested in long-term.
3. What would you do if the doctor were busy and the patient needed attention?
I would assess the patient’s condition, provide care within my competence, and inform the doctor, forming a clear and concise description of the situation.



Task 2 – Academic Report
Effective communication is one of the most important skills for a nurse. Communication involves not only the transfer of information but also the development of a trusting relationship with the patient so that they feel supported and safe. Proper communication from the beginning is crucial to ensuring high-quality treatment and care practices, as poor communication can lead to misunderstandings and negative consequences in subsequent treatment (Mandatory Training Group, 2025).
Verbal, nonverbal, active listening, and quality message definition - all these skills are included in effective communication. Verbal skills include clear and accessible expression of thoughts in more simplified medical language or the patient understood everything. Nonverbal encompasses body language, eye contact and tone of voice that helps the patient feel respected and safe. Active listening and a way to show the patient that all his messages were understood and clear and do not need clarification and rephrase (Care Learning, 2024)
In the medical environment, it is particularly important to speak clearly and simply with patients and colleagues to avoid misunderstandings and further violations of the treatment plan and recommendations.
Effective communication has a major impact on the quality of medical care. Proper explanation of instructions for taking medications or performing medical procedures is critically important, as incorrect, and inaccurate understanding can lead to misuse and subsequent complications (Mandatory Training Group, 2025).
At the same time, interprofessional communication between a nurse and a doctor, a specialist, and other specialists can significantly increase team coherence by ensuring accurate and timely information transfer, which significantly reduces the risk of clinical errors.
In the UK, communication in healthcare is complicated due to the multiculturalism and diversity of patients, which is why healthcare professionals often face language and cultural barriers. The patient may also face language barriers, meaning they are unable to understand the full picture of their treatment. To overcome this problem, the NHS and other organisations have started to introduce translation services. Shyness, language barriers, uncertainty about their rights, and partial language incomprehensibility can damage future treatment. Therefore, empathy, active listening and creating a safe atmosphere in which the patient feels understood and heard are important (NHS, 2025).
The Health and Social Care Act 2008, emphasising that clear and effective communication is the foundation of patient safety, sets out the Data Protection Act 2018, which sets out the requirement for the confidential exchange of patient information between healthcare professionals. The legislation thus reinforces the professional responsibility of professionals in their interactions with patients (Mandatory Training Group, 2025).
The development of communication skills remains an integral part of the work of a medical professional. Increasing verbal and non-verbal communication, active listening, and intercultural communication help to interact more effectively with patients and colleagues, which ensures an important level of care, compliance with ethical standards, and improving the overall quality of medical services.

Task 3 Reflection (Gibbs Model)
Gibbs Reflective Cycle includes six stages:
· Description
· Feelings
· Evaluation
· Analysis
· Conclusion
· Action plan (Care Learning, 2024)
The Gibbs model is important because it helps us analyse our own experience that we have or have received and draw conclusions from it for the future (University of Westminster, 2025)
Description
For the assessment of LCHS4009 Component 1 I prepared a presentation on the topic of SWOT analysis where I analysed my strengths and weaknesses, my opportunities, and fears. The presentation included slides that were made in accordance with the academic requirements of the university and lasted for 5 minutes. After the presentation I received additional questions and feedback from the teacher about the quality of my presentation.
Feelings
Before the presentation I felt extremely nervous because public speaking in a language that is not my native language makes it more difficult. But during the presentation the anxiety gradually decreased because I saw that the audience was interested in what I was saying and reacted positively. After the presentation I felt relieved to have delivered the work and while I should improve my own speaking and presentation skills every time.
Evaluation
The teacher appreciated the logical structure of the presentation and the explanation of the formations in it. But because of my excitement, I constantly looked at my notes so as not to get stuck in presenting information.
Analysis
After analysing my speech, I was worried about the presentation of information and this led to the constant use of notes, which could significantly reduce the quality of my speech. Also, some information in my presentation was not sufficiently disclosed due to the short duration of the speech and the fact that I was more focused on the content than on a detailed explanation. But being able to analyse information deeply and critically is a key component of professional activity.
Conclusion
My presentation was well done but I still need to improve my presentation skills (reduce the use of notes and interact more with the audience) and improve my professional English. Gibbs' model allowed me to understand more deeply what I need to work on and identified specific steps.
Action Plan
To improve my presentation skills, I plan:
- to practice giving speeches without using notes more
- focus on more interaction with the audience (eye contact)
- improve my English-speaking skills.

Conclusion
The tasks I described in my work showed that for working in health and social care it is important to develop skills and be able to correctly evaluate the experience we have gained from them. Through planning and reflection, you can improve the stages of preparation and become more confident in your future profession.
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