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Practical Portfolio 

Introduction: 

A portfolio is a collection of work, projects, or investments that presents an individual's or organisation's skills, achievements, and experiences. It can include various materials, such as documents, images, or financial assets, and serves as a tool for demonstrating capabilities, assessing performance, and making informed decisions. A portfolio is a collection of work, projects, or investments that showcases an individual's or organisation's skills, achievements, and experiences. It can include various materials, such as documents, images, or financial assets, and serves as a tool for demonstrating capabilities, assessing performance, and making informed decisions. 
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Personal Statement for Therapist Role 

I am writing to express my interest in the therapist role at Hestia. I am aware that Hestia is a charity that supports adults and children in crisis, including those experiencing domestic abuse, modern slavery, homelessness, and mental health challenges. I value the organisation’s commitment to providing safe, person‑centred services that empower individuals to rebuild their lives and achieve independence. My aspiration to become a therapist comes from a deep commitment to supporting individuals facing social, emotional, and cultural challenges. Through my work in outreach, advocacy, and customer service, along with my experience as an Albanian interpreter in mental health settings, I have gained a strong understanding of the difficulties encountered by marginalised communities. These experiences have motivated me to provide compassionate, client-centred support to help people improve their well-being. Throughout my career, I have worked significantly with women, children, and families who require sensitive, trauma-informed care. My role as an interpreter with Clear Voice, which is partnering with you, has allowed me to communicate effectively with clients from diverse backgrounds, ensuring they have access to essential therapeutic services. Observing the therapeutic process firsthand has deepened my understanding of emotional distress and its impact on individuals’ lives, reinforcing the need for accessible support and motivating me to engage directly in clients’ emotional healing and personal growth. I possess a solid educational foundation, including training in communication, safeguarding, and professional practice, which complements my hands-on experience in various client-facing roles. My background in administration and customer service has enhanced my organisational skills, attention to detail, and ability to manage complex caseloads efficiently. I have developed skills in writing case notes, maintaining accurate records, and producing clear documentation—crucial components in therapeutic practice. Additionally, my experience in managing schedules and supporting multidisciplinary teams demonstrates my reliability and professionalism. Working as an interpreter has sharpened my listening skills, cultural awareness, and emotional sensitivity. Supporting clients in counselling and advocacy has taught me the importance of creating a safe, non-judgmental environment where individuals feel comfortable sharing their experiences. This role has reinforced my understanding of effective therapeutic interactions and the essential role of empathy in fostering healing relationships. These insights have inspired me to cultivate my own therapeutic approach, centred on respect, compassion, and empowerment. Being bilingual in English and Albanian allows me to effectively serve diverse communities, breaking down language barriers that can inhibit access to necessary support. My strong written English skills enable me to communicate clearly with clients, colleagues, and external agencies. I am also well-versed in safeguarding principles, ensuring that I approach all situations with professionalism and care for vulnerable adults and children. I believe my personal qualities such as empathy, patience, resilience, and the ability to build trust are essential for an effective therapist. I am committed to ongoing professional development and recognise that therapeutic work requires continuous learning and self-reflection. I am driven by the opportunity to help individuals navigate their challenges and develop coping strategies that contribute to their emotional well-being. In conclusion, I believe my unique combination of experience, dedication to empathetic and inclusive care, and commitment to high-quality support makes me a strong candidate for the therapist role. I look forward to the opportunity to discuss how I can contribute to your organisation and its mission of providing compassionate support to the community. Thank you for considering my application.

Task 3 

a) SWOT Analysis for Therapist Role 

Strengths: 

1. Relevant Experience: 
My background as an Albanian interpreter in mental health settings has provided me with invaluable insights into the therapeutic process and challenges faced by clients from diverse backgrounds. This experience has fostered my empathetic understanding of emotional and cultural challenges.
 2. Bilingual Communication Skills: 
Being fluent in both English and Albanian allows me to communicate effectively with a wider range of clients, helping bridge language barriers and ensuring that all individuals have access to the therapeutic support they need. 
3. Strong Interpersonal Skills: 
My ability to build trust and rapport with clients promotes a safe and supportive environment for therapy. Empathy, patience, and resilience are innate qualities that I bring to the therapeutic setting. 
4. Organisational Abilities:
My experience in administration and managing schedules equips me with strong organisational skills vital for tracking case notes, maintaining records, and coordinating care. 


Weaknesses:

1. Limited Direct Therapeutic Experience:  While I have significant experience in supportive roles, I lack extensive direct therapeutic experience, which may limit my initial effectiveness in a therapist role. 
2. Development of Therapeutic Approach: I have not yet formalised my own therapeutic approach, which could leave me feeling unprepared when managing various client needs. 
3. Need for Ongoing Professional Development: My understanding of therapeutic modalities could benefit from deeper exploration and training, as my current training is more general and not specialised.

 


Opportunities:

1. Professional Development Training: 
Numerous workshops, seminars, and courses are available, focusing on therapy techniques, trauma-informed care, and cultural competency, all of which would enhance my skills and understanding. 
2. Networking: 
Expanding my professional network within the health and social care sector can open doors to mentorship and learning opportunities and also provide insight into best practices in therapy. 
3. Mindfulness and Resilience Courses: 
Participating in courses focused on mindfulness and resilience can enrich my therapeutic approach and personal stress management strategies. 

Threats:

1. High Competition: The health and social care sector often has many qualified candidates applying for therapist positions, which can make it challenging to secure a role. 
2. Vicarious Trauma: Working with individuals experiencing significant emotional distress can lead to vicarious trauma, affecting my mental and emotional well-being if not managed properly. 
3. Funding Cuts in Health Services: Economic fluctuations and funding cuts can adversely affect job availability and the resources allocated for client services in the health and social care sector. 

b) Personal Development Plan (PDP)  

Goal 1: Gain Therapeutic Qualifications Objective: 
Obtain relevant qualifications, such as a diploma in counselling or therapy, within the next two years. 
Actions: - Research accredited therapy training programs focusing on my interests in trauma-informed care. 
Enrol in a program that fits my schedule and financial capability by the end of this year. 
Timeline:
Quarter 1: Research and shortlist programs.  
Quarter 2: Submit applications and enrol. 
Year 1: Complete foundation courses and begin practising therapeutic skills. 
Year 2: Finish my diploma and start informal practice with supervision. 
Monitoring and Evaluation: Track progress by maintaining a learning journal. 
Regularly review feedback from course instructors and peers. 
Attend networking events and workshops to connect with other students and professionals. 
Goal 2: Develop a Personal Therapeutic Approach 
Objective: Create a personal therapeutic approach based on compassion and cultural sensitivity by the end of the two years. 
Actions: Attend workshops and trainings on various therapeutic techniques. 
Engage in reflective practice by journaling about my experiences and beliefs regarding therapy. 
Timeline: 
Year 1: Explore and study different therapeutic modalities (CBT, PTSD, EMDR, etc.). 
Year 2: Practice these modalities in low-stakes environments (volunteer counselling) to refine my approach. 
Monitoring and Evaluation: Regularly discuss my approach with mentors and 
supervisors for feedback. 
Review case notes and client feedback to assess effectiveness.  
Goal 3: Improve Emotional and Cultural Competence 
Objective: Enhance cultural competence and emotional resilience over the next two years. 
Actions: Enrol in a course focused on emotional intelligence and cultural competence in therapy. - Actively participate in workshops focused on diversity and inclusion within therapeutic settings. 
Timeline: Quarter 3: Learn in a course on emotional intelligence. 
Implement learned techniques in mock therapy sessions or volunteer settings. 
Evaluate cultural competence through client interactions and seek continued 
education. 

Monitoring and Evaluation:
Create a feedback mechanism with supervisors on cultural competence in client interactions. - Self-assess emotional resilience through reflective journaling, noting areas of strength and improvement. 
In summary, this PDP sets clear, achievable goals aligned with my aspiration to excel as a therapist in the health and social care sector. By focusing on obtaining qualifications, developing a comprehensive therapeutic approach, and enhancing emotional and cultural competencies, I will position myself to make meaningful contributions to clients and the broader community. I will continuously monitor my progress, engage in reflective practice, and remain open to feedback, ensuring my professional development is both effective and adaptable.

Critical Reflection on LCHS4009 Component 1 Presentation Using Gibbs’ Reflective Cycle

Description:
For my LCHS4009 Component 1 assessment, I prepared and delivered a five-minute presentation on communication in health and social care. The primary aim was to explore the barriers to effective communication and to suggest strategies to overcome them. I used a PowerPoint presentation to guide my delivery and incorporated real-world examples to illustrate my points.

Feelings:
As the presentation date approached, I felt a mix of excitement and anxiety. I was eager to share my insights but worried about how my peers and lecturer would perceive my delivery and content. On the day of the presentation, my anxiety grew, especially when I realised I had only a brief window to convey my message effectively. However, once I started speaking, I gradually gained confidence as I engaged with the audience.

Evaluation:
The feedback from my lecturer highlighted several strengths in my presentation, including clarity of content and relevance. My lecturer noted that I effectively captured the audience's interest at the beginning and maintained it throughout. The use of visuals in my PowerPoint slides was well-received, as they complemented my verbal message. However, constructive feedback pointed out that my pace was slightly rushed, which may have hindered the audience's comprehension of some key points. Additionally, I felt that my engagement with the audience, while present, could have been more interactive.

Analysis:
This experience provided valuable insights into my communication skills, specifically in a health and social care context. I realised that while I was knowledgeable about the content, the way I communicated it was essential for understanding. The rushed pace indicated areas for improvement in my timing and delivery techniques. My lecturer's feedback about needing more audience interaction resonated with me, as communication in health and social care is inherently about relationship-building. By fostering a dialogue rather than a monologue, I could better engage and empower my audience, reflecting the principles of effective communication in practice.

Conclusion:
In conclusion, while I successfully conveyed the importance of effective communication, there are areas for development that I must address in future presentations. I acknowledge that improving my pacing and fostering greater audience interaction are essential for enhancing my communication skills. This experience has taught me that effective communication is a multifaceted process that requires ongoing self-awareness and adaptability.

Action Plan:
To improve my presentation skills for future assessments, I plan to take the following steps, 
1. Practising timing - I will rehearse my presentations multiple times, using a timer to ensure I stay within the allocated time while also allowing for pauses to enhance comprehension.
2. Engage the Audience:  
In future presentations, I will enhance audience engagement by making purposeful questions, reflective prompts, and short discussion moments. Alongside this, I will make more conscious use of facial expressions, eye contact, and vocal tone to convey confidence, warmth, and clarity. Using expressive non‑verbal communication such as smiling, nodding, and varying my tone to emphasise key points will help create a more inviting and dynamic atmosphere. Encouraging the audience to share their experiences or perspectives will make the session more collaborative and support deeper understanding by linking communication theory to real‑life practice.
3. Seek Feedback: After future presentations, I will actively seek feedback from peers and instructors on both content and delivery, enabling me to refine my skills continuously.
4. Attend Workshops: I will look for workshops focused on presentation skills and effective communication strategies, particularly within the context of health and social care.

By implementing these strategies, I aim to enhance my ability to communicate effectively and supportively in health and social care, ultimately improving my effectiveness as a future professional in the field.
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Translator/ Face to Face Interpreter
Nehemiah Foundation, London

Telephone interpreting

Education

University of English Albania
Graduated as an English teacher, translator
Scott's College London

Diploma in Computer Basics & Microsoft Office

Diploma in web design

BSGS College

Enrolled an ESSOL Entry 2 course
Enrolled an Interpreting course level 2

Skills and Attributes

“ Effective Time Management — working
according to varied timeframes dependent
on the client. Ability to manage client's
diaries effectively, including the scheduling
of meetings and training.

% Adaptability — the ability to work in fine with
the changing requirements of clients and
their schedules.

+ Ability to Work Under Pressure -
Managing various projects at once in a fast
paced environment.

% Problem Solving — From logistical issues
to customer complaints; | created pragmatic
solutions.

% High level of organisational skills —
imperative in both my administrative
customer service roles.

Interests and Hobbies

2000 - 2006

Liaising and supporting clients through clarification of information shared.
Translation of documents/letters from Albanian language to English and vice versa
Organising and conducting of face to face interpreting

Working as a transtator for Law firms, Police stations, local councils, and immigration.
Supporting the translation team with other projects when necessary.

2000 - 2004

2007 - 2008

June 2012

Interpersonal skills - the abilty to
confidently work with a range of individuals
Communicating effectively and establishing
positive relationships.

Research skills — Extensive experience in
the research of sales and marketing
strategies.

Multitasking - working in highly demanding
roles and environments which _involved
several systems and processes.

Team player but the ability to effectively
work on my own initiative

icrosoft Office trained to an expert
professional standard.

Proficient on booking software (Phorest).
Fluent spoken and written English and
Albanian. A good level of spoken Italian.

Keeping my mind and body healthy is really important to me. | have an innate passion for travelling and
adventure. In my downtime, | really enjoy spending time with my friends but also socialising with a range of

individuals through networking events.
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Alketa Lata
Address: 988 London Road, SE23 3PE
44 7946344426 | Email: keta_lataj@yahoo.com |

Personal Summary

A highly motivated, committed and approachable individual with experience in administration
and customer service. Continually strives to develop positive relationships through consistent
implementation of effective interpersonal communication _skills, demonstrated through
experience as a translator. Proven track record of prioritising workload, high levels of
organisational skills and exemplary attention to detail; specifically the creation of reports.
Possessing excellent knowledge of sales with the ability to confidently create strategies and
systems, to drive forward sales revenue. A proactive individual, who can easily absorb new
ideas and is efficient in leaming new systems and programmes. Advanced experience and
proficiency in Microsoft Office appliications and technical booking programmes such as Forex.
Enhanced DBS is current and clear.

Employment History

Secretary/ Admin Assistant 2019 - Present
MindBody Therapy, London

Scheduling of appointments and diary management

Updating accounts, creating invoices and reports.

Creation and management of the company filing system

Customer service enquiries — responding to and directing phone calls and emails
Managing guest relations including the checking in and out of guests

Planning of meetings and meticulous note-taking.

Driving sales and researching relevant sales strategies.

Managing stock and supplies.

Sales Assistant (Employment gap) 2006 - 2013
Primark, London

Driving sales through strategic systems. Generated sales reports/forecasts,

Provided excellent customer service at all times.

Developed effective marketing strategies which were also cost effect

Negotiated and supported colleagues through agreeing on shift patterns.

Managed a key territory of the company leads to increase sales.

Provided support for colleagues when handling customer service issues. Offered valuable

solutions.

Assisted with the development of regional and national growth strategies,

«  Attended exteral meetings as the company representative.

« Delivered internal and extemal presentations. Conducted product demonstrations and
training to customers.

« Gained formulary inclusion of key products across a high revenue generating account,





