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[bookmark: _Toc214572262]TASK 1 – PERSONAL ACTION PLAN FOR PROFESSIONAL DEVELOPMENT
[bookmark: _Toc214572263]SECTION 1.1 Introduction 
Health and social care occupations require interpersonal, professional and reflective skills at least on the same level that safe and effective support of vulnerable individuals is provided. The Healthcare Assistant (HCA) position necessitates strong communication, empathy, reliability and the capacity to adhere to care plans in rapid-paced surroundings (Skills for Care, 2022). A Personal Development Plan (PDP) is a tool that identifies one's strengths, weaknesses and actions to be taken to achieve one's career goals, thus supporting the process of continuous improvement (Bignold & Bartholomew, 2020). I realize through feedback received from my former presentation that it is crucial to work on major areas like confidence in communication, knowledge of academic sources and practicing effective preparation. This part defines the important skills for an HCA position and presents a thorough plan for my professional skill development.
[bookmark: _Toc214572264]SECTION 1.2 – Skills Required for a Healthcare Assistant 
The role of a Healthcare Assistant necessitates a plethora of interpersonal, practical and professional skills enabling them to give safe, compassionate, and person-centred care. One of the skills that is most vital is communication that is effective, as HCAs should be able to clearly convey their messages to users of service, families and multidisciplinary teams to facilitate understanding, emotional distress support and coordinated care (NHS Health Education England, 2021). Good communication not only assures that the individual is treated with respect, listened to, and involved in his/her care, but it also comes into line with the person-centred practice standards set for the health and social care sectors (Skills for Care, 2022).
Empathy is another major skill that enables HCAs to trust and build relationships with people and to cater to the emotional needs of the different types of vulnerable patients in a sensitive manner (Crawford et al., 2019). Empathy is protective of dignity; it calms and increases the comfort level of the patients. HCAs need to show professionalism as well, including dependence, confidentiality, meticulousness, observance of care-plan and safeguarding procedure (Department of Health and Social Care, 2018). Such traits give an assurance of safe practice and that individuals will not suffer harm.
Furthermore, Health Care Assistants (HCAs) are good at collaboration because they coordinate with nurses, caregivers, and other medical professionals. Excellent teamwork leads to better coordination, fewer mistakes, and the delivery of high-quality care (West & Dawson, 2018). Moreover, time management and organizational skills can be regarded as making it easier for HCAs to work in a fast-paced environment where they can perform their tasks quickly and be able to give proper attention to the care that needs it most (Bignold & Bartholomew, 2020).
To sum it up, the HCA position is characterized by the need for communication, empathy, professionalism, teamwork and personal organization to give safe and high-quality care that will satisfy the service-user needs in a professional and compassionate manner (Skills for Care, 2022).
[bookmark: _Toc214572265]SECTION 1.3 – My Current Strengths 
When I think about my existing skills, I see several strengths that will help me grow as a Healthcare Assistant. Empathy is one of my main strengths, which allows me to comprehend and empathize with the feelings and situations of other people. When it comes to health and social care, the use of empathy is quite beneficial; it aids in the formation of good relationships, the alleviation of fear and it makes the service users feel important and respected (Crawford et al., 2019). I possess the qualities of patience and compassion; thus, I can support people quietly and confidently, particularly when they are upset or anxious.
Being dependable and committed to learning are my other strengths. The feedback from my tutor pointed out that I was very well-prepared for my presentation despite certain areas needing development. This is an indication that I regard academic assignments extremely important and that I also possess the necessary motivation for continuous professional development an expectation that is very common in the care sector (Skills for Care, 2022). Reliability is very much associated with professionalism, which guarantees that service users are provided with care that is consistent and secure.
Moreover, I regard teamwork as my strong feature, because I am very co-operative with my colleagues, and I feel very much at ease asking for assistance or explanation if necessary. Health and social care settings where teamwork is effective in the sense of being coordinated and safe are (West & Dawson, 2018). I am a person who appreciates working together and who thinks that it is a way to enhance both teaching and the standard of care delivered.
To sum up, these characteristics empathy, reliability, eagerness to learn and strong teamwork are the positive foundation of my development as a Healthcare Assistant, and they will also be the main source of my support while acquiring more advanced professional skills.
[bookmark: _Toc214572266]SECTION 1.4 – My Areas for Development 
My previous presentation's feedback pointed out some areas that I should work on to be more efficient in a health and social care role. Communication confidence is one of the major points and the reason that I used my slides and notes too much in reading. Lack of eye contact and vocal clarity can cause communication problems in the way information is perceived not only in academic but also medical settings where precisely talking and hearing is crucial for safety and understanding (NHS HEE, 2021). Therefore, gaining confidence will also help me with these employees and customer groups.
Another aspect for improvement is the ability to answer questions clearly and spontaneously. I found it difficult to answer even the easiest questions during the presentation which means that I should work on my capability of quick processing of information and explaining in my own words. The skill of answering questions not only correctly but also with confidence is vital for Healthcare Assistants, who quite often need to report observations and anticipate changes in service-user needs (Skills for Care, 2022).
Confidence in using and understanding academic sources is one area where I need to grow. The lecturer pointed out that I could not show the origin of my references, and this is a clear indicator of a lack of academic literacy. The ability to understand sources is very important in professional practice because evidence-based treatment is heavily dependent on accurate and reliable information (Bignold & Bartholomew, 2020).
In conclusion, time management and preparation need to be worked on. Although I made very attractive slides, I ran out of time in the presentation. Proper time management is very important in the nursing field to make sure that all the tasks are done in a safe and efficient manner (West & Dawson, 2018).
To sum up, the above-mentioned areas of development that is communication confidence, answering questions clearly, academic literacy and time management are the cornerstones of my Personal Development Plan.
[bookmark: _Toc214572267]SECTION 1.5 – Personal Development Plan
	Development Area
	Rationale for Development (with Evidence)
	Actions to Achieve Improvement
	Support / Resources Needed
	Timescale
	Success Indicators

	1. Communication Confidence
	Clear verbal communication is essential for service-user safety and person-centred care (NHS HEE, 2021). My presentation feedback highlighted limited eye contact and reliance on notes.
	• Practise short presentations without reading
	
	
	

	• Use breathing techniques to reduce anxiety
	
	
	
	
	

	• Engage in role-play conversations with peers
	Tutor guidance
	
	
	
	

	Communication workshops
	
	
	
	
	

	Practice sessions
	6–8 weeks
	• Sustained eye contact
	
	
	

	• Reduced reliance on notes
	
	
	
	
	

	• Clearer and more confident speech
	
	
	
	
	

	2. Responding to Questions Effectively
	HCAs must give clear information when reporting observations or responding to sudden concerns (Skills for Care, 2022). My feedback showed difficulty answering questions.
	• Weekly Q&A practice
	
	
	

	• Use summary cards to reinforce key knowledge
	
	
	
	
	

	• Participate in mock interviews
	Peer support
	
	
	
	

	Flashcards
	
	
	
	
	

	Mock interview sessions
	8 weeks
	• Ability to answer unscripted questions
	
	
	

	• Faster recall of information
	
	
	
	
	

	• Increased confidence in discussions
	
	
	
	
	

	3. Understanding Academic Sources
	Evidence-based practice requires recognising credible information and referencing correctly (Bignold & Bartholomew, 2020). I struggled to explain my sources.
	• Attend library academic skills sessions
	
	
	

	• Use Google Scholar for reliable sources
	
	
	
	
	

	• Practise Harvard referencing weekly
	Library workshops
	
	
	
	

	Online tutorials
	
	
	
	
	

	Referencing guides
	10 weeks
	• Correct in-text citations
	
	
	

	• Ability to explain source relevance
	
	
	
	
	

	• Accurate reference lists
	
	
	
	
	

	4. Time Management and Preparation
	Efficient organisation is vital to complete care tasks safely and meet service-user needs (West & Dawson, 2018). I exceeded the time limit during my presentation.
	• Use a weekly planner
	
	
	

	• Break tasks into smaller steps
	
	
	
	
	

	• Practise timed presentations
	Planner or calendar app
	
	
	
	

	Timer tools
	6 weeks
	• Completing tasks on time
	
	
	

	• Improved structure in presentations
	
	
	
	
	

	• Better organisation and punctuality
	
	
	
	
	



[bookmark: _Toc214572268]SECTION 1.6 – Interview Questions and High-Quality Answers 
1. “Can you tell us why you want to work as a Healthcare Assistant?”
My main reason to apply for the job of Healthcare Assistant is that I love helping people who can be weak or need love and care the most. I am a quite empathetic and patient person by nature, and I always like to ensure that people feel secure, valued and even more so when they are understood. This position gives me an opportunity to be an influence of good in somebody's life, and at the same time I will be acquiring the vital skills of communication, teamwork and professional responsibility. I am a lifelong learner by nature, and I believe that the HCA role is the best pathway to career progression within health and social care.
2. "What would you do if the service user got really upset or distressed?"
My approach would be to stay composed, talk at a slow pace, and use a soothing voice. I would give full attention to the service user, validate their emotions and pose open-ended questions to get to the bottom of their distress. The use of empathy is very important, as it not only facilitates the development of the trust but also tells the person that they are being listened to. In case there is a discomfort with the situation, I would offer to explain the next steps, tell them, and provide support. Moreover, if the situation demanded it, I would adhere to the organizational protocols and bring the issue to the attention of a senior colleague.
3. "Share with us an area of weakness that you are addressing and how you are doing it?"
Lack of confidence in communication is one factor that I have identified as a weakness and am gradually working on. I read a lot in my last presentation and was unable to answer questions instantly. I am training myself to speak without notes, take part in mock interview sessions, and practice deep breathing to manage my anxiety. I will master this skill and then communicate effectively to users and co-workers.
[bookmark: _Toc214572269]TASK 2 – Key Skill: Communication 
Communication is a fundamental skill in health and social care as it has a direct impact on the safety, emotional wellbeing and the quality of care that service-users receive. One of the main aspects of effective communication is active listening followed by verbal expression that is clear and easily understood, as well as the ability to adjust one's language according to the individual's needs (NHS HEE, 2021). For Healthcare Assistants, excellent communication means patient-centred care in which individuals feel respected, engaged and understood (Skills for Care, 2022). On the other hand, poor communication can create misunderstandings, trust issues and, in some cases, even harm, especially when dealing with the most vulnerable groups. Theories like the Communication Cycle point to the necessity of checking understanding and responding properly to both verbal and non-verbal cues (Bignold & Bartholomew, 2020). Building up effective communication skills is also a way of developing teamwork, as HCAs reap the benefits of skills in reporting observations and collaborating with other healthcare professionals from different specialties (West & Dawson, 2018). In short, communication is the foundation for safe, compassionate, and effective practice in all care settings.
[bookmark: _Toc214572270]TASK 3 – ERA Reflection on Presentation 
Experience
I was almost completely dependent on my notes during the presentation, I had a hard time maintaining eye contact with the audience and answering questions was a real challenge for me. The tutor pointed out that this was a sign of very little confidence and poor knowledge of the sources.
Reflection
I acknowledge the fact that nerves played a big part in my delivery and the main reason for my not being able to showcase my knowledge tellingly. Good communication needs to pair with the confidence, the clarity and the ability to convey one's ideas with one's own words (NHS HEE, 2021). The fact that I had a hard time answering questions indicated that I had learnt the content by heart instead of really understanding it, which is a typical barrier to the development of presentation skills (Crawford et al., 2019).
Action
To better myself, I will do the note-free speaking practice, go to communication workshops, and training in answering unexpected questions. All these steps are part of my PDP and will help me significantly in becoming a confident Healthcare Assistant.
[bookmark: _Toc214572271]Conclusion 
In general, this portfolio has been a major contributor to the acquisition of skills that are necessary for the Healthcare Assistant role. I have been able to sharpen my perception of the performance area through the direct recognition of my strengths and weaknesses, the critical analysis of the significance of communication, and the evaluation of my presentation through reflections. The PDP and the actions specified will continue to be my compass for improving and preparing for the future of health and social care roles.
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