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Task 1 – Job Advert Comparison and Key Skills

The profession I have selected is Patient/Bookings Coordinator in a healthcare setting. I compared two job adverts to identify the main skills and knowledge needed for this role.
The first advert is for a Patient Coordinator with Community Health and Eyecare Limited (CHEC), advertised on Totaljobs. The role involves booking patients, dealing with patient needs, completing administration and following company procedures (Community Health and Eyecare Limited, 2026). The second advert is for a Patient Coordinator with IDA Recruitment Ltd, advertised on Reed. The role is in a private eye clinic and involves being the first point of contact for patients and consultants, arranging appointments, managing several consultant diaries and dealing with confidential patient information (IDA Recruitment Ltd, 2026).
Both adverts show that communication is an important skill. A Patient Coordinator needs to communicate clearly and professionally with patients and healthcare staff. The CHEC role involves responding to patient needs, while the IDA Recruitment role requires communication by telephone, email and face-to-face (Community Health and Eyecare Limited, 2026; IDA Recruitment Ltd, 2026).
Organisation and time management are also common skills. The CHEC role requires patient bookings and administration to be completed efficiently. The IDA Recruitment role involves managing routine and emergency appointments and several consultant diaries (Community Health and Eyecare Limited, 2026; IDA Recruitment Ltd, 2026). This shows that the employee needs to manage different tasks while staying accurate.
Both roles also require administration and attention to detail. The IDA Recruitment advert also highlights confidentiality when handling patient information (IDA Recruitment Ltd, 2026). Therefore, knowledge of confidentiality, data protection and healthcare administration is important.
I already have many of these skills. As a Security Officer, I communicated professionally with the public and followed strict procedures while working under pressure. My administration volunteering gave me experience in data entry, filing, reception work, record keeping and handling confidential information. I also have IT User Skills Level 2 and 3 and experience using Microsoft Office.
One key skill I could use in my future job is communication. I would use good listening and clear communication when answering patient enquiries and arranging appointments. This would help me provide a professional service and build good relationships with patients and colleagues.

Task 2 - Swot Analysis 

Self-assessment helps me understand what I am good at and what I need to improve. For this task, I have used a SWOT analysis to look at my strengths, weaknesses, opportunities and threats. My career goal is to work as a Patient or Bookings Coordinator in a healthcare organisation. I have used my education, work experience, volunteering and personal skills to assess my readiness for employment.

	Strengths  
One of my main strengths is communication. In my previous job as a Security Officer, I communicated with members of the public from different backgrounds. I had to stay calm, polite and professional when answering questions or dealing with concerns. This has helped me develop good listening skills and confidence when speaking to people. These skills would be useful when communicating with patients, consultants and colleagues.
Another strength is my attention to detail. As a Security Officer, I checked passports and travel documents, screened luggage and followed strict security procedures. I had to work carefully and accurately because mistakes could cause problems. This experience taught me to check information carefully and follow instructions.
I also have administration and IT skills. During my administration volunteering, I completed filing, data entry and record keeping. I also helped with reception duties and dealt with confidential pupil and staff information. I have IT User Skills Level 2 and Level 3 and can use Microsoft Word, Excel and Outlook.
I am also a good team worker. In my security role, I worked as part of a large team. During my volunteering, I worked with teachers, office staff and parents. I can work independently but I also understand the importance of supporting other people.


	Weaknesses  
One area I need to improve is my lack of direct healthcare experience. I have administration and customer service experience, but I have not yet worked in a hospital, GP surgery or private healthcare clinic. I therefore need to learn more about healthcare administration and patient booking systems.
I also need to improve my knowledge of medical terminology. Understanding common healthcare terms would help me communicate more confidently with patients and healthcare professionals.
Another area for development is my knowledge of healthcare data protection. I understand the importance of confidentiality from my previous work, but I need to learn more about how patient information is managed in healthcare organisations.


	Opportunities 
My CertHE in Business Skills for the Workplace is an important opportunity for my career development. My course is helping me improve my knowledge of communication, administration and business practices. I can use this knowledge when applying for healthcare administration jobs.
I also have opportunities to improve my skills through training and work experience. I could complete training in areas such as data protection, customer service and healthcare administration. I could also apply for entry-level reception or administration jobs in healthcare to gain more experience.
My previous volunteering has shown that I can learn new systems. I worked with two different school administration systems and helped other volunteers understand how they worked. This gives me confidence that I can learn new booking systems in a healthcare workplace.
	Threats 
One threat is competition for healthcare administration jobs. Some applicants may already have experience in hospitals, GP surgeries or private clinics. This could make it more difficult for me to get my first healthcare administration position.
Another threat is the need to keep improving my IT skills. Healthcare organisations use computer systems for appointments, records and communication. These systems can change, so I need to continue learning and improving my digital skills.
A busy healthcare environment could also be a challenge. Patient Coordinators may have to deal with many enquiries and appointments at the same time. However, my previous experience working under pressure has helped me prepare for this type of situation.




My SWOT analysis shows that I have strong communication, organisation, administration, IT and attention-to-detail skills. These skills are useful for a Patient or Bookings Coordinator role. My main areas for improvement are gaining healthcare experience, learning medical terminology and developing my knowledge of healthcare data protection. I can improve these areas through training, work experience and continued learning. My education, work experience and volunteering show that I am reliable, willing to learn and prepared to develop my career.

Evidence of Readiness

I believe I am ready to develop my career because I have useful qualifications, work experience and transferable skills. My experience as a Security Officer shows that I am reliable, responsible and able to work under pressure. It also developed my communication, attention to detail and ability to follow procedures.
My administration volunteering is also evidence of my readiness. I gained experience in data entry, filing, record keeping and reception work. I also handled confidential information and communicated with different people.
My IT User Skills Level 2 and Level 3 qualifications show that I have suitable computer skills for administrative work. My experience with Microsoft Office would also be useful in a Patient or Bookings Coordinator role.
Finally, completing my CertHE in Business Skills for the Workplace shows that I am committed to learning and improving myself. I am developing knowledge that can support my future employment.
Task 3 - Employability Goals 

My career goal is to work as a Patient or Bookings Coordinator in a healthcare organisation. My short-term goal is to gain an entry-level healthcare administration or patient coordinator job within the next 6–12 months. This will allow me to gain direct experience in healthcare, improve my confidence and use the administration and communication skills I already have.
My long-term goal is to become an experienced Patient/Bookings Coordinator within the next 2–3 years and take on more responsibility. I would like to develop my knowledge of healthcare administration, booking systems and patient services. In the future, I would also consider progressing into a senior administrator or team leader role.
These goals are important to me because I want to build a stable career where I can use my communication, organisation and administration skills. They also match my CertHE in Business Skills for the Workplace and my previous work and volunteering experience.


Personal Development Plan

	Area to improve
	Action
	Timeline
	Resources
	Measure of progress

	Healthcare experience
	Apply for healthcare reception, administration and Patient Coordinator jobs
	6–12 months
	Job websites, CV and university careers support
	Applications made and interviews achieved

	Healthcare knowledge
	Complete basic training in healthcare administration and data protection
	Within 6 months
	Online courses and employer training
	Certificates completed

	Medical terminology
	Learn common medical and healthcare terms
	3–6 months
	Online learning resources and study notes
	Complete a medical terminology course/test

	IT and booking systems
	Improve Excel and learn how healthcare booking systems work
	6–12 months
	Microsoft training and workplace training
	
Complete training and confidently use new systems

	Communication
	Practise telephone and professional communication
	Ongoing
	Work experience and feedback from colleagues
	
Feedback shows improved confidence





I will review my progress every three months and update my development plan when needed. This will help me stay focused on my career goals and prepare me for employment in healthcare administration.
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Job summary

We are always looking for great talent to join our team and help achieve our ambitious goals and growth.

We care about our people, and we care about the future of eye health and how CHEC can play an
innovative part in making this great. with your help.If you are care focused and looking to join an
organisation that is thriving on success, then CHEC is your employer of choice! We have an exciting
opportunity for a Patient Coordinator to join us as we continue to expand throughout the UK.

Main duties of the job

An exciting opportunity has arisen for someone who enjoys working with people, building relationships
and is passionate about providing excellent care to our patients.The focus of the role is being the first
noint of contact for our patients takina inbound and makina outbound calls to patients about their
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