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Personal profile: I am a committed individual with a strong desire to succeed , I am highly motivated and I have a proven track record of working as part of a team. I have great customer service skills with a great hands-on approach, I am looking for a career to demonstrate and enhance my skills

Skills
Computer and telephone skills
Record keeping
Coffee making (barista trained)
IT: familiar with word, excel, accessing email and internet
Food production
Styling hair
Good communication 
Personal care



 Career history/work experience:
2008 catering
Prepared food and served customers as part of a team of six
Gained experience in dealing with members of the public
Worked quickly and reliably under pressure

2008 Benmore play project
Supervising children indoors and outdoors
Assisting the younger children with the toilet
Got involved with child play (e.g., dressing up/shop keeper)
Cleaning up at the end of the day
Signing children in and out

2012 Sloe bar
Serving alcohol and hot drinks to customers
Cashing off tills
Helped to create a convivial atmosphere
Kept bar area clean and tidy and restocked bar with snacks, bottles etc as required
opening and closing the bar
Dealt with customer complaints and queries

2012 The point(whistle stop)
Cash handling 
Opening and closing shop
Stock check and restocking
Till work
Up selling

2012 Ritazza 
Stocked shelves and updated stock system
Administered deliveries and dealt with the suppliers
Took and served food orders, provided information to customers and helped with selections
Communicating with a wide range of individuals 
Made and served hot and cold drinks

2018 HMO Cleaner( zoe cleaning company )
Locking up
Dusting
Bed making 
Mopping floors
Vacuuming 
Chemical

2021 cleaner(bright and beautiful cleaning) person cleaning 
Vacuuming 
Toilets
Communal areas
Ironing 

2022 volunteer  (new begin )
Meal prep
Cleaning
Organizing family activities 
Group talk sessions 
Adult social events 
Emotional support 

Education: 
2004-2008 Handsworth wood girls
GCSE BTEC Diploma 
chemistry c
Physical science c
Biological system c
Great Barr campus
Math’s c

Interest/hobbies:
professional hairstylist and my free time I like to exercise. I am currently volunteering at a women’s group weekly I enjoy meeting new people and I am capable of working in a team and also alone. Keen to work in a variety of roles as required.

Reference:
Available on request



Cover letter 
Letisha Mcintosh
Heartlands close
B18 5ed
Dear HR manager,
I would like to apply for adult safe guard assistant positions advertised on WMjobs website I have always been passionate and focused on helping people and would love the opportunity to build my career in adult social care I have back ground with working with vulnerable families and have experience providing personal care and assistance to individuals with disabilities within the community or home. I am comfortable with house keeping and also assisting to safely engage in everyday living tasks. I am particularly keen in working with adults i am highly motivated, self driven with excellent critical thinking and problem solving skills and able to work co-operatively. My skill is transferable that will prove as a valuable contribution to the delivery of management and performance in accordance with the adult service division I work with accuracy and speed providing great customers service skills with a positive ‘can do’ attitude. I am great when it comes to accurate record keeping. Storing, retrieving and supplying information. Capable of recognising potential harm whilst respecting the demands of patients. I am also confident and a creative thinker. I am currently studying health and social care to further develop my skills Please take the moment to review my attached cv i would be grateful to further discuss the skills i can bring to the role and how I can play my part in the continued success thank you for your consideration I look forward to hear from you.
Your sincerely 



SWOT analysis is a strategic assessing tool for organisations to compare. S.W.O.T. Is short for Strengths, Weaknesses, Opportunities and Threats. (Teoli, 2019)

	Personal SWOT analysis



	Strengths
	Weaknesses



	Attention to detail
Considerate
Emphasis
Quick learner 
Good with numbers 
Analytical 
Leadership
Focused
Loyal
Technology 
Multi talented




	Decision making
Judgemental
Communication 
Short tempered
Motivation 
Completing tasks
Time management 
Gcse maths and English 

	Opportunities
	Threats

	Moving onto level 5
Online learning 
Level 4 certificate in health and social care 
	Physical health 
Living environment 
Finances
Location 
Family commitments 








PDP is a learning development tool to identify skills. PDP is short for personal development plan.  (Beausaert and segers 2014)




	Personal Development Plan



	
Target
	How will I achieve this?
	Why will this target benefit me?
	What will change when I achieved this?
	When do I want to meet this target by?

	Working In the private sector 


	Apply for jobs privately owned
	Gives me the experience I need for the job I want to apply for
	Gained experience
	3 years

	
Training in clinical  supervision

	Completed one year as an accredited specialist 
	Teaches me Supervision
Skills 
	Necessary training to be able to apply for a ion in psychology 
	2 years


	
Physiological formulation
	Apply for jobs privately owned
	
	Successful in my job role
	4 years













Personal statement

I am currently studying health and social care level 4 and then to move on to level 5 in order to improve my skills which I have found challenging but both enjoyable and rewarding because I have had the opportunity to gain important knowledge in integrated care and broaden my knowledge of how the healthcare system works. I intend to work with other experts because I believe that people deserve the best treatment i want to help people of different backgrounds and various illnesses and metal disorders and survivors of abuse i aim create safe place for all. I have previously worked in retail which I did not enjoy because it is not what I want to be doing I feel that supporting people will give me the job satisfaction that I am looking for and I look forward to the opportunity. My first practical experience came from being a full-time carer for my diabetic neighbour living with cancer taking care or medication and preparing meals. This is what has given me the motivation to pursue a career working with adults. I able offer emotional and physical support and offer advice on budgeting, everyday living skills like foods or shopping. I am familiar with patients care plans and I have gained experience handling medication, such as reviewing dose and documenting medical records. Handling care equipment and formulating plans for infection control. My role required me to respect the demands of the patient and liaise with social services. My motivation grew to when I decided to take up volunteering to work with vulnerable adults a lot who where alcohol dependant which gave me the insight on factors causing alcoholism. The experience gave me the opportunity to work independently as well as establishing professional relationship with team members. I consider myself approachable and organised dependable and trust worthy. I have experience in active listening and communication skills which enables me to engage in verbal and non verbal conversation. Whilst working in the community I was able to demonstrate maintaining patient confidentiality also provided with the opportunity to work with a diverse ethnic and linguistic background people which help me to gain knowledge on the diverse needs of individual people. I am currently applying for NHS jobs with the intention to gain a position as an assistant Safeguarding adult to further my skills. I find my self naturally inclined to help people which I feel I am very good at. My goal it to make a difference in the lives of others. I believe that with determination and motivation I believe that I will succeed in reaching my goal.



Reflection

The model of reflection that I will be using is the Gibbs reflective cycle developed by Graham Gibbs. (Gibbs , 1988)

Looking back at my experience, studying from home was not as bad as I thought it would be. I Felt that I wouldn’t get the support I needed and suddenly felt overwhelmed with work. Feeling like I didn’t have enough time handy to complete assignments and attend workshops. I didn’t feel comfortable submitting assignments because I didn’t feel confident that I knew what was required to do but with help from lecturer with team meeting I was able to feel more confident. I researched and analysed a number of published literatures using Google scholar and UWTSD library relating to critical thinking and problem solving, I used the CRAPP test on each source to determine whether it was relevant. Using my note taking skills I made useful notes gathering all that I needed to start my plan on how I would structure, present my presentation and the length of time it would take to complete. Using Microsoft PowerPoint to layout presentations. I presented slides 6 slides. Once I completed building my presentation, I submitted it straight away feeling satisfaction because it was completed but then felt nervous because I new I then had to present it not realizing I submitted in drafts, I then had to resubmit. I felt nervous knowing I was going to be presenting alone but as time went on, I enjoyed it and when it was over hoping that I done well I felt so happy. Time management is a struggle for me It went better than expected but If I had more time practicing it would have resulted in a better presentation. I met different barriers but i have learnt to overcome them I am now able research information and use my critical thinking skills. I work hard and tried my best it was a good presentation with great feedback from lecturer.
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