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[bookmark: _Hlk225855907]Introduction

This portfolio is going to include a job description that is available on indeed that I would like to do with a cv tailed to this job. A personal statement, a SWOT analysis, and a personal development plan (PDP) on how I can achieve to get this job. Then finally a reflection on last Assignment presentation with feedback given by the lecturer.

Job description

The job I picked is a support team leader in a residential healthcare for a company called Autonomy Healthcare Limited. The pay is between £13.74 - £16.66 a hour, it also located in Derby. This role involves supervising a team of support workers to ensure hight standards of care are met and provide day-to-day guidance with combined hands-on support, administrative duties, and management responsibilities. The requirements for this job are 1 year of experience in a support environment, holding or working towards a level 4 qualification and further commitment to continual profession development, good it skills and communication skills.  


CV



	Contact
	
	Katelen Summerfield

	
	
	

	Phone:
	07743130863
	



	Address:           
	20 Rosehealth Close, Sunnyhill, Derby, DE23 1XA 
	

	Email:
	Katelenjessicasummerfield333@gmail.com
	

	
	
	



	
	
	

	Profile
I have a lot of experience in a care setting but also with children as I have done some voluntary work with young children. Now that I am a mother of one who has ASD I feel that I have a very good understand on how to support other children. My main goal is to help support and make a difference for families that need it. 

	
	Work experience

	
	
	M&S Wearhouse
Wearhouse operative and coach
	2021 – 2023

	
	
	

	
	
	
	
	Working in the packing department start off as Aagency staff to then becoming a coach which trained new staff and other staff how the packing process work.

	
	
	


	Skills

★   Work well in a team  
★   Attentive    
★   Great communication 
★   Record keeping & Reporting  
★   Autism awareness  
★   speak fluent Spanish

	
	Annefield house 
Support worker 
	2020 – 2021

	
	
	

	
	
	
	 
	Working with adults who have Mental Health and Dementia and supporting them with day-to-day life like cooking, selfcare and plan activities also writing notes and monthly reports. 

	
	
	


	
	
	Turningpoint 
Support worker
	2020 – 2020

	
	
	

	
	
	
	
	Working with adults with learning disabilities in challenging behaviour. Supporting in selfcare, writing daily reports, filling out finance forms with taking them shopping, cooking, and feeding them. 

	
	
	



	
	
	

	Hobbies
Writing 
Diamond art 
Connecting with people 
Spending time with my family
	
	Education

	
	
	University of Wales Trinity Saint David Birmingham
CERTHE/Level 4 Health and Social Care
· Student Representative
	2025 – Present

	
	
	

	
	
	
	

	
	
	
	



Caroline Wall                                                                                                  Anika Tahsin Ahmed
1:1 specialist support tutor                                                                          Professional Development Lecturer
c.wall@uwtsd.ac.uk                                                                                       anika-tashsin.ahmed@uwtsd.ac.uk 


Personal statement

Hello, my name is Katelen Summerfield, and I am 25 years old. I am writing to introduce myself and share my professional skills, personal strengths, and career aspirations.
My professional skills are centred around critical thinking, communication, and active listening. I have very good critical thinking abilities, which means I can analyse situations carefully to identify both strengths and weaknesses, then address them constructively. My communication skills are particularly strong—I can express my ideas clearly and effectively. I am currently teaching myself sign language to better communicate with my 2-year-old daughter, who is on the autism spectrum, as I hope she will learn it too. Additionally, I have developed excellent active listening skills. For example, I can understand my daughter's needs and emotions without her speaking to me directly, simply by recognizing certain sounds and non-verbal cues she makes.
On a personal level, I am resilient and determined. I have a strong drive to succeed and complete any tasks given to me, regardless of challenges. Despite having ADHD and Dyslexia, I work hard every day and remain open to learning new things to continuously improve myself. I understand that growth requires effort and persistence, and I embrace that mindset fully.
Currently, I am completing a Certificate in Higher Education, and I am excited to progress further by pursuing Level 5 and 6 qualifications. I am genuinely enthusiastic about advancing my learning and personal development in this field. My learning style involves repeating back what someone has told me in my own interpretation to ensure I have understood correctly, and then asking clarifying questions. I also double-check my understanding of tasks before beginning them. I benefit greatly from positive reinforcement and constructive feedback. Additionally, I speak fluent Spanish, which enables me to communicate with a wider range of people—a skill I believe is valuable in any professional setting.
My professional experience is diverse and relevant. I have worked extensively in supported living settings with adults who have learning disabilities, challenging behaviours, mental health conditions, and dementia. These roles involved providing personal care, accompanying clients shopping, administering medication, maintaining daily records, and writing monthly reports. I have also worked with children in early years settings, where I conducted activities, supervised outdoor play, and provided snacks. Most notably, I managed and trained small groups of people—up to 5 or 6 individuals per session—twice weekly for approximately 7 to 8 months in a warehouse clothing packing environment. In this training role, I demonstrated new staff how to pack efficiently, observed their progress, and provided constructive feedback. I was not afraid to make difficult decisions about whether trainees were capable or ready, and I always raised concerns through proper procedures. I tailored my teaching approach based on how individuals learned best, promoting high standards while giving people genuine opportunities to succeed.
I have significant personal experience and first-hand knowledge of ASD and ADHD through caring for my daughter and managing my own ADHD. Much of what I have learned about these conditions has been self-educated and self-taught.
My career aspiration is to work with children who have ASD and ADHD, supporting both the children and their parents. I am motivated to continue learning about autism so I can better support my daughter and extend that knowledge to help others. I would bring genuine understanding, lived experience, and authentic empathy to this work. I believe I would excel in roles involving people management because I have a deep understanding of individuals, and I am committed to making consistent, fair decisions while maintaining high professional standards.





	Personal SWOT analysis







	Strengths
	Weaknesses

	
Some of my strengths are having very good people’s skills as most of the jobs I have had are working with people and communicating with others, also my commitment to standards in a workplace, with the Knowledge I have on ASD and ADHD as I deal with this on a day-to-day basis.



	
Here are some of my weaknesses, misinterpreting what people have said and rumination with overthinking situation I had in the day. I can need re-assurance and can take too many tasks on and then get overwhelmed which can then stresses me out without releasing I am doing so but with having support from others can be encouraging and helps me to achieve those extra tasks.  

	Opportunities
	Threats

	
The opportunities I have are now I have a diagnosis of ADHD and Dyslexia I could get more directed support therefore could open support that may not have been made available to me for e.g., extra time to complete written reports and care plans.  
	
The threats that I face are not being able to have flexible timetable due to childcare responsibilities, also being able to leave at ant sort notice as my daughter has ASD and if she has a meltdown at nursery or school and is not settling I would have to go get her if her farther can get go and get her but if he can go get her in that case he would at her at take her home and I can go get her. Another threat would be is because I have ADHD, they might not want me to have this much responsibility of managing people and that worries me.




















Personal Development Plan
	Goals
	List the actions to complete to achieve the goal
	Support/resources needed
	Target date
	Review date

	Computer skills
	- Develop my skills.
- Practice them. 
- Already done a digital skills module at university.
	I can go on an online course by using LinkedIn Learning  
	In 6 months’, time 
	6 months 

	Stress management 
	- Talk though the issues with others.
- Break tasked down into chunks.

	I could use the Eisenhower matrix to break down tasked 
	In 12 months’, time
	Every 3 month

	Gain more qualification 
	- Complete leve4 health and social care and pass.
- Going to university to do level 5 and 6 health and social care.
	The University I am going to and have been given a conditional offer which would then change the unconditional offer once I pass all modules is UWTSD in Birmingham.
	End date of level 4 May 2026 
Start date for level 5 and 6 May 2026
	June 24th, 2026

May 2028 





Goal one
I can improve my computer skills as technology is always updating for e.g., I could improve is creating and managing spreadsheets. I have already done a digital skills course at UWTSD that I go to in my first term I have seen there is online courses on LinkedIn learning on compeering. 

Goal two
I can improve on stress management as sometimes I can get overwhelmed when I am already having an overload of things. Some of the things I can do is talking though my issues with others to lessen the stress and my thoughts, I also could do some journaling and maybe use the Eisenhower matrix which is a prioritization framework that categorizes tasks by what needs to be done now and what is imported but doesn’t need to be done now, here is a table to which shows the layout: 
[image: Unleash Your Productivity Potential in 2024 with the Eisenhower Matrix]
(MSc, I. (Reg) G. (2024)
Goal three
I can further my qualification by completing my level 4 health and social care certificate and on to doing level 5 and 6 which I have done my level 4 just have to wait to pass all my modulus form this year then level 5 and 6 that is a two-year course. This well give mw more academic knowledge also more understanding of this field.

Reflection
Introduction 
In this reflection I will use the Gibb’s reflection model (1988) to reflect on my experience of the communications skills presentation I delivered in week 7. There are six stages of this model.
Describe
[bookmark: _Hlk226650627]I did a presentation on communications skills, there was just me the Lecturer in the room, I had slides prepared for the presentation I didn’t have any notes. I had a time slot for my presentation which was 9am on Thursday in week 7 of the three terms but my Lecturer was running late, there was a lot of waiting as I arrived early as I don’t like being late. Once the Lecturer arrived, I did my presentation which was 5 minutes and had a question at the end which I answered. The lecturer gives me feedback, which was good eye contact, easy PowerPoint to follow but could of use the communication model more in my example. Then said then you and when home.
Feelings
On my way to the presentation, I was feeling nervous and anxious, when I arrived as I had a time slot my lecturer was running late this made me feel more anxious as I was waiting around and just wanted to give my presentation over and done with because I know that once it was over, I would feel relied that it was done and that I did it. So, when the lecturer arrived, she called my name and my heart started to beat out of my chest, I stopped and took a couple of deep breath and reassured myself that everything was going to be ok, and I got this.
Cendejas (2020), did some research on mindfulness for students to see how it could help it came to doing presentation and the stress that comes with doing one. She found a tool that was useful to help them have more mindfulness, this tool is called Gritx, the website provided different activities that students can do.   
Evaluate 
I think what went well was that I give good eye contact and was engaged with lecturer by answering her question and my PowerPoint was easy to follow. What I think didn’t go so well was that as I didn’t incorporate my commutation model that I picked into my example. But overall, I was happy with what I Presented.
Analyse 
I think the reason why I didn’t talk about the model I picked was because I can talk a lot and was afraid I was going to go over the time that was given to me and was worried I wasn’t going to fit all the other parts of the presentation in, but my knowledge on commutation skills that I even answered the question that was ask at the end. I also think because I have worked with lots of people in the past, I have gained good eye contact to see if they understand what I am trying to say or explain. 
Conclude
Some of the thing I could have done differently was practice more so I could fit more information in about the model in the time I was given and used it more in my example. I have also learned that even thought I was nerves I can still give a good presentation 
Plan 
Next time I do a presentation I can improve on making note to make sure all the information but still be in the minutes that are set. I can also practice breathing exercise so I can not be as anxious for next time. Some skills I could develop are note taking so if I get stuck I have it there ready, I also can make my PowerPoints more professional.
Summery 
This assignment has gone over a job role I would like to do, why I would be good for the job in my personal statement also pin-pointed my Characteristics in a SWOT analysis and developed a PDP so I can achieve the job I chosen. Then did a reflection on my last assignment which I learnt that I can still put the right information in and still be in time just have to change somethings around. 
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