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[bookmark: _Toc209892118]Task 1 of 3: Personal action plan relating to the skills
1.1 [bookmark: _Toc209892119]Key skills required for the job and ways to meet the required skills
Selected job role: Healthcare Assistant (HCA)
Healthcare Assistants provide direct patent care and support to doctors and nurses within various healthcare.
Communication skill
Healthcare assistants (HCAs) must clearly communicate with the patient, their families and other healthcare professionals. Effective communication is crucial for offering care and support by understanding the needs and concerns of the patient while building a therapeutic relationship (Peate, 2024). This includes listening, explaining procedures simply, and showing empathy. As a healthcare assistant, I can meet them by having strong verbal and written communication skills. 
Flexibility and reliability 
The HCAs assist with daily living tasks for the patient, monitor their vital signs and maintain their hygiene. They work to provide personal and basic care such as assisting with eating, drinking, bathing and washing while monitoring their health status (Al Qahtani et al., 2024). In my workplace, I can meet these requirements through learning quickly from my seniors and following the care plans of patients to implement them safely.  
Confidentiality and professionalism 
The HCAs should protect patient information, and acting with integrity is crucial. Here, I understand that maintaining confidentiality policies and always acting professionally, respecting patients’ privacy, is very important. 
Observing and taking note of every information
The healthcare worker should spot changes in a patient’s condition, which is vital for maintaining safety. I have strong observation skills and I can observe noticeable changes in behaviour or physical health, reporting them to my senior staff. 
[bookmark: _Toc209892120]1.2 Personal Development Plan outlining the specific steps to improve skill gaps
As my work role is a healthcare assistant, I possess many key skills that are required for my job role, but there are some skills gaps I have recognised that need to be addressed with proper measures. 
Clinical knowledge 
Firstly, I would like to strengthen my clinical knowledge, particularly around monitoring vital signs, infection control procedures, and recognising early signs of patient deterioration. The use of electronic medical records assists the healthcare professionals in making better decisions, benefiting patients and their caregivers (Gong et al., 2021). Although I have a basic understanding, I want to improve my confidence in applying the skills consistently. 
Time management 
Healthcare environments are often busy and unpredictable, requiring staff to manage competing demands efficiently. This can lead to stress and occasionally impact the efficiency of the workers' work. For improving my time management, I will observe how experienced colleagues organise their workload and use tools to structure my own duties more effectively. Further, attending a time management workshop could provide additional strategies.
IT and documentation
Then, accurate and timely documentation is a fundamental responsibility for healthcare assistants. Additionally, accurate patient documentation is considered a prerequisite for delivering safe and continuous municipal care (Bjerkan et al., 2021). For that, I aim to improve my IT and documentation skills, as accurate recordkeeping in the use of digital systems is increasingly important in healthcare settings.  
Leadership and Initiative
Although healthcare assistants generally work under supervision. Sometimes they hesitate to take initiative, even when they notice the issue or have an idea to contribute.  For that reason, developing leadership and initiative skills is important for my current role and also for future career progression. To build their skills, I will support the new staff. Ask for feedback from my supervisors and become more proactive in leadership roles when required. 
PDP
	Skills/ Goals
	Ways to developed
	Resources Needed
	Time Needed

	Clinical knowledge 

	 For developing the skill, I can attend training sessions, review NHS guidelines and show confidence in clinical care tasks.
	 The resources needed for improving the skill are mentor or supervisor support and clinical handbooks.
	6 months

	Time management 

	 Ways of developing the skill are improving the ability to manage workload effectively and practising delegation when possible.
	 The resources needed for this are guidance from team leaders and engaging in time management workshops.
	3-6 months

	IT and documentation

	 I can develop this skill by enhancing accuracy and efficiency in record-keeping.
	 I will engage in online training modules and seek supervisor support to improve my skills. 
	3 months

	Leadership and Initiative

	 I can develop this skill by building confidence in taking initiative and supporting my other team members.
	 Here to improve the skill, I can take help from my team leader. Focus on opportunities for leading smaller tasks and reflect on my actions.
	9 to 12 months


[bookmark: _heading=h.7jfbqceltq0v][bookmark: _Toc209892121]Table 1: PDP
(Source: Self-Created)
[bookmark: _Toc209892122]1.3 Three possible interview questions and ways to respond to them
In a healthcare assistant Interview, I may be asked these three possible questions: 
Why I want this role?
How I would handle a distressed patient? 
What qualities make me suitable?
For these questions, I can answer them in the following manner: I am motivated by a genuine passion for caring for others, and I will support my patients with dignity and compassion.  Then, if I have faced a distressed patient, I would try to remain calm, listen to them empathetically and seek senior support if needed.  
[bookmark: _Toc209892123]Task 2 of 3: Academic report on communication skills  
[bookmark: _Toc209892124]2.1 Introduction
Communication skills in healthcare are essential because they directly affect patients ' safety, trust, and the overall quality of care.  Further, effective communication helps healthcare professionals to share accurate information, build therapeutic relationships and coordinate with colleagues across different disciplines. Here in the task 2 section, key skills related to communication are discussed, relevance, types, possible common barriers and ways to overcome them are all given below. 
[bookmark: _Toc209892125]2.2 Key skill needed for the role of healthcare assistant
The key skill that is needed for the healthcare assistants is communication skills, which is vital for them as they ensure safe, effective and compassionate care.   The healthcare workers with good communication skills are less likely to experience job pressure, associated stress and often outperform their colleagues (Raeissi et al., 2025). Then active listening helps to understand the patient's needs, while clear and simple language prevents confusion about treatment or instructions.   Additionally, maintaining good communication with colleagues through structured handover prevents errors and ensures teamwork.  
[bookmark: _Toc209892126]2.3 Relevance of communication in the role of a healthcare assistant 
Communication is the main driver influencing the relationship between a healthcare professional and their patients (Christopher et al., 2022). Safe clinical practice always depends on clear and open communication. The research work by Sharkiya (2023) reveals the negative effects of poor communication, resulting in patient discomfort among elderly residents. Sari, Kartikasari and Ulfash (2021) showed that good communication is also about carefully listening to patients and responding to their needs. When patients or care users are not heard, they feel demotivated. Safe clinical practices also depend on respecting service users, which is possible through empathetic communication. Evidence also highlights the vitality of communication in interprofessional collaboration (Moncatar et al., 2021). Care workers and assistants must maintain effective communication with their teams. Lack of communication not only causes misunderstandings but also leads to patient dissatisfaction. 
[bookmark: _Toc209892127]2.4 Types of communication 
Care assistants need to know different types of communication to interact with patients or service users. For patients who can speak clearly, assistants can use verbal communication to explain medication or care planning. Hull (2016) shows the benefits of speaking slowly and using simple language to engage patients and families. However, for patients with pertinent speech impairment or mental health issues, care assistants can use non-verbal cues. Rawles (2025) shows that eye contact or simple expressions encourage patients and make them feel valued. Not only that, but patients feel valued when their concerns are heard. Sanders et al. (2021) found that high-quality communication training focuses on active listening that empathises with patient care. For healthcare assistants, these three communication types are important. However, they are also responsible for documenting records for physicians. This requires the skills of written communication. 
[bookmark: _Toc209892128]2.5 Common barriers and ways to overcome them 
Healthcare assistants may often face communication gaps with patients who speak different languages. With the increasing immigrants and minority populations, language differences are becoming common in healthcare environments (Nguyen et al., 2024). It is the same when a patient has hearing problems, in which case, communication gaps increase. Carers also face difficulties while caring for people with cognitive issues. This requires compassion and empathy to ensure patients feel empowered. 
[bookmark: _Toc209892129]2.5 Conclusion
In conclusion, from the above task 2, it can be understood that the main skill needed for HCAs workers' role is communication, which is vital to ensure safe and effective care for the patients. The lack of communication leads to patient dissatisfaction, so the workers must maintain effective communication. There are 3 types of communication: verbal, non-verbal and written communication, and these have some barriers as well. As they always face communication gaps with immigrants, they can use assistive devices to ensure that the patients are getting proper care.
[bookmark: _Toc209892130]Task 3 of 3: Critical Reflection 
[bookmark: _Toc209892131]3.1 Introduction 
In this section, I will reflect on the LCHS4009 Component 1’s presentation task based on a chosen model. I made the presentation to showcase my SWOT analysis. I have explained how my strengths and weaknesses can guide the way I use career opportunities in healthcare settings. Now, using a reflective framework, I will narrate my experience and guide the future course of action for my desired job role. The ERA reflective model is a simple yet useful framework to guide a reflection through a series of experience (Saragih, 2023). It contains three distinct stages that help a person evaluate their experience and thoughts about it. The figure drawn below is the three stages of the ERA model. 
[image: ]
Figure 1: The ERA reflective model
(Source: Self-developed, inspired by Saragih, 2023)
[bookmark: _Toc209892132]3.2 Reflecting on the presentation assessment 
Experience of the presentation 
The presentation was a brief attempt to improve our self-awareness. We performed a SWOT analysis for our future professional advancement. Before starting with the preparation, I was a bit anxious. With a fear of public speaking and facing questions, my communication skills were negatively affected. But as time moved on, my professor’s guidance helped me to gain confidence. I explored my strengths and the key weaknesses at present. I have always been a good communicator and team worker. I presented the main points in bullets and used illustrative figures to make the slides colourful and attractive to the audience. But when it comes to managing multiple tasks, I struggle with time balance. Time management is a key skill for care assistants working in high-stakes healthcare environments (Antoniadou and Antoniadis, 2024). My inability to manage time may slow down all my career opportunities in the NHS. My professor’s intermittent feedback on the font size and layout resulted in a decent PPT. He further suggested that I make eye contact with others. These suggestions helped me deliver a confident presentation. 
Reflection 
Throughout the preparation, I was focused and being honest about my strengths and limitations. Initially, I was focusing more on large sentences with citations in the slides. But my professor guided me to make short notes in each slide and expand them in the speaker notes. I covered each point using bullets and charts, thus learning how to simplify information for readers. I also consulted many online videos on presentation skills which helped me to stay organised as well. 
Action-plan 
I will join local care settings to work with new people and care for different patients. This will improve my public speaking and give me the confidence to work under pressure. Even with my classmates and peers, I will practice public speeches to face questions. To manage my anxiety, I will regularly practice simple relaxation techniques. Lastly, I will seek regular feedback from peers, seniors and supervisor for real-time improvements.  
[bookmark: _Toc209892133]3.3 Summary 
The presentation task helped me in many ways. From researching to structuring the content, this assessment helped me to realise my true strengths. I have realised the importance of overcoming weaknesses to progress confidently as a successful and effective healthcare assistant. Based on the action plan, I aim to work harder on my weaknesses. As an aspiring clinical/healthcare assistant, I will continue with the guided plan and improve my competencies. 
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