[image: ]	  
APPENDIX GA36a 
 
LEVEL 4 ASSESSMENT SPECIFICATION  
 
	Student name: 
	      
	Student ID number: 
	 

	Programme: 
	Certificate of Higher Education Skills for the Workplace (Health and Social Care) 

	Module: 
	Professional Development within Health and Social Care 

	Module code: 
	LCHS4009 
	Contribution to Overall Module Assessment (%): 
	70% 

	Lecturer: 
	Olubukola Adegbite (Module lead) 
	Internal Verifier: 
	Dr Raheela Shaikh 
Dr Besty Jose 

	Assignment Title: 
	Personal 	Development 
Portfolio 
	Word 	count 	(or equivalent): 
	2000 	words 
equivalent 

	Submission deadline: 
	Submitted 	via 	Turnitin, 
Friday, 31st July 2026, 2 pm 
	Return date of provisional marks & written feedback: 
	28th August 2026 





PORTFOLIO STRUCTURE AND ASSESSMENT ALIGNMENT

	Task 1
	A professionally redesigned two-page CV tailored to the selected Care Assistant role.

	Task 2a
	A role-specific personal SWOT analysis based on verified experience and current development needs.

	Task 2b
	A 500-word personal statement linking education, experience, strengths and career aims to the vacancy.

	Task 3
	A two-year Personal Development Plan with four SMART goals, evidence sources and review points.

	Task 4
	A 600-word critical reflection structured through Gibbs’ reflective cycle.

	Academic evidence
	Ten sources are cited individually in UWTSD Harvard style; no citation cluster contains more than one source.


Professional Positioning
The application presents Anum Khan as an experienced and values-led returner to the workforce. The strongest evidence comes from one-to-one support for an adult with learning disabilities, teaching adults with additional needs, safeguarding and risk-assessment duties, communication with families and service users, and a Level 3 qualification in Health and Social Care. The employment gap since 2017 is addressed positively and honestly as a family-related career break followed by a planned return to a long-term care career.


	VACANCY
	SELECTED CURRENT JOB ADVERTISEMENT
Care Assistant | Willowbrook Care Home | Birmingham



Vacancy Summary
	Employer
	Care Concern Group Ltd / Willinbrook Healthcare

	Job title
	Care Assistant

	Location
	Willowbrook Care Home, Birmingham, West Midlands

	Contract
	Full-time, 40.25 hours per week; day and night shifts available

	Salary
	£12.71 per hour

	Benefits
	Paid DBS, pension, uniform, on-site parking and 5.6 weeks annual leave pro rata

	Job reference
	1522334851

	Date advertised
	4 July 2026


Role Purpose and Main Expectations
Willowbrook Care Home supports up to 75 residents living with dementia, mental health conditions and complex needs. The Care Assistant is expected to provide safe, consistent and person-centred care, follow individual care plans, support structured routines, maintain dignity and independence, develop positive relationships, and respond appropriately to changes in behaviour or wellbeing. The employer seeks compassion, respect, communication, teamwork, patience, resilience and willingness to learn; previous care or mental-health experience is beneficial, and applicants should hold or be willing to obtain an NVQ Level 2 in Health and Social Care (Carehome.co.uk, 2026).
Why This Vacancy Fits the Applicant
	Vacancy requirement
	Evidence from supplied CV
	Application position

	Compassion and respect
	One-to-one support for an adult with learning disabilities; ethical and sensitive teaching practice.
	Strong direct match.

	Safeguarding and safe care
	Duty of care, safeguarding and risk assessments at E-brook Day Centre.
	Strong evidence; refresh current procedures.

	Communication and teamwork
	Worked with service users, families, staff, patients and customers in care, teaching, reception and call-centre settings.
	Strong transferable evidence.

	Complex needs and resilience
	Experience supporting learning disabilities and managing busy public-facing roles.
	Relevant foundation; develop dementia and mental-health competence.

	Qualification and learning
	Level 3 Health and Social Care; Level 2 Child Care; current higher-education programme.
	Exceeds the advert’s Level 2 expectation.

	Availability for return to work
	Career break for family responsibilities since 2017; strong motivation to restart a career.
	Address confidently and show readiness for updated training.


Source: Carehome.co.uk (2026), Care Assistant, job reference 1522334851. Accessed 31 July 2026.


	TASK 1
	PROFESSIONAL CV — PAGE 1 OF 2
Tailored to the Care Assistant vacancy at Willowbrook Care Home



	ANUM KHAN
CARE ASSISTANT | HEALTH AND SOCIAL CARE
	South Yardley, Birmingham B26 1DU
07952 642895
Anum.89@hotmail.co.uk

	
PROFESSIONAL PROFILE
Compassionate, reliable and adaptable health and social care professional with experience supporting adults with learning disabilities, delivering learning activities, safeguarding service users, completing risk assessments and communicating with families and multidisciplinary colleagues. Holds Level 3 Health and Social Care and Level 2 Child Care qualifications. Returning to employment after a family-related career break and seeking a Care Assistant role where established interpersonal skills can be combined with updated training in dementia, mental health and complex care.
RELEVANT EMPLOYMENT EXPERIENCE
Tutor for Adults with Learning Disabilities | EDAS / Sparkbrook Day Centre | Sep 2016 – Jul 2017
Delivered a South and City College course to adults with learning disabilities and prepared appropriate lesson materials and resources.
Adapted communication and teaching methods to individual needs while maintaining equality, health and safety, confidentiality and professional boundaries.
Acted as a positive role model and prioritised learners’ progress, dignity and inclusion.
One-to-One Support Worker | E-brook Day Centre | Sep 2014 – Jul 2016
Provided one-to-one support to an adult with learning disabilities and maintained a clear duty of care.
Applied safeguarding awareness, completed risk assessments and communicated with staff, families and service users.
Promoted safe participation, respectful interaction and consistent support.
Customer Service Adviser | Teleperformance | Sep 2012 – Jul 2014
Managed high-volume telephone contact, explained services clearly, processed E.ON customer payments and supported subscription accounts.
Completed regulated training and achieved 90% in the Financial Services Authority assessment.
Developed confidence, resilience, accurate information handling and customer-focused problem solving.
	
CORE SKILLS
Person-centred support
Safeguarding awareness
Risk assessment
Duty of care
Communication at all levels
Teamwork and family liaison
Confidentiality and respect
Organisation and punctuality
Problem solving and initiative
Good literacy and IT skills
Flexible and adaptable approach
Calm, energetic and willing to learn
EDUCATION
Health and Social Care — Level 3
Child Care — Level 2
Golden Hillock Secondary School
GCSE English Language — B
GCSE English Literature — B
GCSE Mathematics — C
GCSE Art — B
GCSE Business Studies — B
GCSE Religious Studies — B
GCSE Textiles — C
CAREER OBJECTIVE
To secure a Care Assistant position, update mandatory training, complete the Care Certificate, develop specialist competence in dementia and mental-health support, and progress to a senior care role within two years.




	TASK 1
	PROFESSIONAL CV — PAGE 2 OF 2
Additional experience, achievements, interests and references



	
ADDITIONAL RELEVANT EXPERIENCE
Receptionist | Eye Centre | Earlier employment; dates not stated in the original CV
Operated a busy switchboard and acted as the first point of contact for current and prospective patients.
Met and greeted patients, booked appointments, filed and faxed documents, and maintained an organised and presentable reception area.
Used initiative to resolve problems while working independently and as part of a team.
Nursery Assistant | Little Swans Nursery | Aug 2010 – Jul 2011
Supported qualified staff in caring for young children and helped maintain safe daily routines.
Prepared breakfast and lunch areas and assisted with photocopying, post and public telephone enquiries.
Early Years Support | Harvey Road Pre-school | Earlier experience; dates not stated in the original CV
Planned activities and supervised groups of children aged three to five.
Encouraged social and communication development and maintained a safe, secure learning environment.
CAREER BREAK AND READINESS TO RETURN
2017–present: family-related career break. During this period, I developed patience, organisation, responsibility and adaptability through family responsibilities. I am now motivated and prepared to return to employment, refresh sector-specific training and build a sustainable career in adult social care.
ROLE-RELEVANT ACHIEVEMENTS
Achieved 90% in an FSA-regulated assessment at Teleperformance.
Successfully delivered structured learning to adults with additional needs.
Worked independently in a one-to-one support role involving safeguarding and risk assessment.
Built experience across care, education, reception and customer-service environments.
	
INTERESTS AND WELLBEING
Regularly attend a fitness centre and use the gym and swimming facilities. Enjoy badminton, television, internet research and learning practical skills. These interests support wellbeing, discipline and continued learning.
AVAILABILITY AND CHECKS
Available for a planned return to employment.
Prepared to work contracted shifts, including days or nights, subject to agreed family arrangements.
Willing to complete an enhanced DBS check and all required pre-employment checks.
Willing to refresh mandatory training and complete the Care Certificate.
REFERENCES
Professional reference
Former line manager, EDAS / Sparkbrook Day Centre. Contact details available on request and subject to the referee’s permission.
Second professional reference
Former line manager, E-brook Day Centre. Contact details available on request and subject to the referee’s permission.
APPLICATION STATEMENT
All information in this CV is based on the supplied source CV. Where historical dates were not recorded in that source, the experience is described without inventing a date.




	TASK 2A
	PERSONAL SWOT ANALYSIS
Care Assistant — Willowbrook Care Home



A SWOT analysis distinguishes internal capabilities from external career conditions and supports realistic action planning. For this role, the analysis is grounded in evidence from the supplied CV rather than general claims.
	STRENGTHS
Direct one-to-one support experience with an adult who had learning disabilities.
Practical safeguarding, duty-of-care and risk-assessment responsibilities.
Level 3 Health and Social Care and Level 2 Child Care qualifications.
Ability to adapt communication, promote inclusion and work with families and colleagues.
Experience in busy public-facing environments requiring organisation, calmness and problem solving.
Mature motivation to return to work and build a long-term care career.
	WEAKNESSES
No recent paid employment since the family-related career break began in 2017.
Limited verified experience specifically with dementia, mental-health conditions and complex physical needs.
Mandatory training, DBS status and sector procedures may need to be renewed or updated.
Historical CV does not provide named referees or dates for two earlier roles.
Confidence may initially need rebuilding when returning to formal shift work.

	OPPORTUNITIES
The vacancy values previous care experience but does not make specialist experience essential.
The employer offers a paid DBS, structured support and opportunities to learn in complex care.
The Care Certificate provides a recognised baseline for current knowledge, skills and behaviours (Skills for Care, 2025a).
Existing Level 3 study and current higher education can support progression to senior care or healthcare support roles.
Adult social care offers varied pathways, and workforce development remains important to service quality and retention (Skills for Care, 2025b).
	THREATS
Competition from applicants with current dementia or care-home experience.
Day and night shifts may create pressure unless family arrangements are planned in advance.
Complex care can be emotionally demanding and requires resilience, supervision and appropriate recovery time.
Outdated knowledge or overconfidence after a career gap could affect safe practice unless training is refreshed.
Failure to explain the career break positively could weaken the application.


Priority Actions from the SWOT
The immediate priority is to convert strong historical care experience into current, verifiable competence. This means updating safeguarding, moving and handling, infection prevention, first aid and dementia-awareness learning; securing current references; and requesting supervised induction before undertaking unfamiliar tasks. Safeguarding remains a continuing responsibility because signs of abuse, neglect or discriminatory treatment can be varied and may occur together (SCIE, n.d.).


	TASK 2B
	PERSONAL STATEMENT
Application for Care Assistant — approximately 500 words


I have applied for the Care Assistant role at Willowbrook Care Home as I wish to re-enter a fulfilling career, where I can ensure the dignity of adults with complex needs, promote their independence and enhance their everyday wellbeing. I hold a Level 3 qualification in Health and Social Care, a Level 2 qualification in Child Care and have some experience working with adults with learning disabilities. My long-term goal is to be a safe and reliable care worker, finish all the required learning current and work towards a senior role in care.
My most relevant experience was at E-brook Day Centre where I worked 1:1 with an adult with learning disabilities. I had a clear duty of care, safeguarding aspects, completed risk assessments and communicated with staff, families and service users. This was a lesson in patience, observation and consistency in good support. It also made me realize that it is important to maintain professional boundaries, and to not assume what matters, but to report concerns. These responsibilities are directly connected to Willowbrook's needs for safe calm and person centred care.
I taught adults with learning disabilities in a college course at EDAS and Sparkbrook Day Centre. I created appropriate materials, adjusted communication as required and ensured equality, health and safety, appropriate behavior and confidentiality. I learned how to identify personal growth and to reinforce but not take away the independence of a person. The practice of person centred care should not be uniform – it should be based on individual needs and preferences (Care Quality Commission, 2024).
In addition, I have very good transferable communication and organisation skills. In the Eye Centre I worked in I had an active switchboard, received visitors and made appointments and kept a tidy reception. I worked at Teleperformance where I took customer calls, received payments and completed 90% in a regulated assessment. These roles cultivated accuracy, resilience, digital confidence, and ability to maintain a professional demeanor in people's stressful, displeased, and need for clear explanation. Shared decision making relies on respectful discussions and information enabling people to be involved when decisions are made about their care (NICE, 2021).
I have had a career break since 2017 to start and care for my family. I consider this to be a break from the regular job structure, but it has certainly helped me to be more patient, responsible, manage my time well and respond to the needs in a relaxed manner. Now I'm back at work, and I know that I need to brush up on my old skills before I take on new ones. I would be happy to be inducted, supervised and given feedback and would never feel competent in a task without training and assessment for safety.
I will have kindness, reliability, energy and a strong desire to learn with me if I'm appointed. I would implement plans of care, keep information confidential, ensure accurate records, report well-being changes in a timely fashion and treat all residents with respect and dignity, irrespective of their diagnosis, background or behaviour. Healthcare Support roles require strong collaboration with more experienced colleagues and provide authentic progress through development opportunities (NHS England, 2023). I think that my previous experience in care level 3, the knowledge I have gained and my mature understanding of rebuilding my career would enable me to make a difference at Willowbrook Care Home.


	TASK 3
	PERSONAL DEVELOPMENT PLAN — PAGE 1 OF 2
Four SMART goals for the next two years



The PDP converts the SWOT findings into timed actions that can be evidenced and reviewed. Progress will be judged through observed competence, supervision, certificates, feedback and reflection rather than confidence alone.
	GOAL 1
	Refresh safe-care knowledge and complete induction
Timeframe: Appointment to month 3

	SMART objective
	Complete the employer’s induction, enhanced DBS process, Care Certificate and all required statutory or mandatory learning within the first three months of employment.

	Development actions
	Attend training in safeguarding, infection prevention, moving and handling, first aid, equality, confidentiality, health and safety, and dementia awareness. Do not undertake unfamiliar tasks independently until trained and assessed.

	Evidence / resources
	Employer induction; Skills for Care Care Certificate materials; e-learning; policies; supervision; signed competency workbook. Current training guidance should be linked to role risks and legal requirements (Skills for Care, 2025c).

	Monitoring and evaluation
	Review progress every two weeks with the line manager. Success will be evidenced by completed modules, signed competencies, safe observed practice and no overdue mandatory learning.



	GOAL 2
	Develop specialist dementia, mental-health and complex-care competence
Timeframe: Months 1–12

	SMART objective
	Demonstrate safe, respectful and consistent support for residents with dementia, mental-health conditions and complex needs by the end of month 12.

	Development actions
	Complete dementia and mental-health learning; shadow experienced staff; learn each resident’s care plan, communication needs and distress triggers; practise de-escalation and report changes promptly.

	Evidence / resources
	Mentor or senior care worker; care plans; dementia-learning resources; observed practice; monthly reflective entries with no identifiable resident information.

	Monitoring and evaluation
	Quarterly competency reviews. Success will be shown through positive supervisor feedback, accurate escalation, reduced prompting and evidence that support preserves dignity, choice and independence.





	TASK 3
	PERSONAL DEVELOPMENT PLAN — PAGE 2 OF 2
Communication, resilience, progression and evaluation



	GOAL 3
	Strengthen communication, documentation and digital confidence
Timeframe: Months 1–12

	SMART objective
	Produce clear verbal handovers and accurate, factual care records consistently by month 12, while maintaining confidentiality and professional boundaries.

	Development actions
	Learn the home’s recording system; practise concise handovers; ask for feedback on anonymised examples; use active listening; adapt communication to cognitive, sensory and cultural needs.

	Evidence / resources
	Local record-keeping policy; digital-system training; senior colleague observation; supervision notes; service-user and family feedback where appropriate.

	Monitoring and evaluation
	Review at months 1, 3, 6, 9 and 12. Success will be evidenced by records requiring minimal correction, clear escalation of concerns and supervisor confirmation of respectful communication.



	GOAL 4
	Build resilience and prepare for career progression
Timeframe: Months 3–24

	SMART objective
	Maintain safe attendance and wellbeing while agreeing a realistic progression route to Senior Care Assistant, specialist support work or healthcare support work by month 24.

	Development actions
	Use planned breaks and supervision; discuss workload concerns early; maintain physical activity; complete at least one additional accredited course; update the CV; explore senior-care and healthcare-support pathways at appraisal.

	Evidence / resources
	Line manager; staff wellbeing resources; annual appraisal; career pathway information; training certificates; updated CV; reflective log. Work-related stress should be managed through attention to demands, control, support, relationships, role and change (Health and Safety Executive, 2025).

	Monitoring and evaluation
	Review wellbeing monthly and career progress at months 6, 12, 18 and 24. Success will include stable attendance, a completed development course, updated evidence and a documented next-step application plan.



Monitoring and Evaluation Framework
	Review point
	Evidence examined
	Evaluation question
	Decision / action

	Month 1
	Induction record; baseline self-rating
	What is safe now and what still needs supervision?
	Prioritise training and support.

	Month 3
	Certificates; competency sign-off
	Have all essential standards been met?
	Complete gaps or extend supervision.

	Month 6
	Records; feedback; reflective log
	Is practice becoming consistent?
	Set a specialist development target.

	Month 12
	Appraisal; attendance; competencies
	Has specialist and communication competence improved?
	Confirm progression focus.

	Month 18
	Course evidence; wellbeing review
	Is the career route achievable and sustainable?
	Revise actions and timeframes.

	Month 24
	Full evidence portfolio; updated CV
	What has changed in competence, confidence and employability?
	Apply for progression or set a new PDP.




	TASK 4
	CRITICAL REFLECTION USING GIBBS’ MODEL — PAGE 1 OF 2
Component 1 presentation assessment



Gibbs' reflective cycle consists of six interrelated steps: description, feelings, evaluation, analysis, conclusion and action plan (Gibbs, 1988). This reflection looks at my Component 1 presentation on Skills and Knowledge Needed to Work Effectively in Health and Social Care.
	1
	Description


I gave an individual presentation relating to communication, team working, safeguarding, equality and professional development skills needed in health and social care. Did some research, made some slides and put examples from past experience with care & customerservice. The presentation was well organized and within the time limit. The lecturer's oral comments included the following: The content was relevant, the structure was clear and examples demonstrated useful understanding. Areas that needed improvement were to use less text on certain slides, eye contact, and to have a more consistent pace and use more analysis instead of just describing each skill.
	2
	Feelings


I was anxious before the presentation as I hadn't done any formal presentation work for a while. I knew I would have to feel comfortable with the subject matter because it was related to my past experiences as a support person and I feared it would make my memory and voice falter. In the first part I relied too much on the slides. When I began to move into E-brook Day Centre and the Eye Centre I started to feel better, since I was talking from experience. Subsequently, I felt good about myself for having done it, but also understood that my performance was not always as confident as I would have liked to be.
	3
	Evaluation


There were aspects which went well. The speech had an introduction, clear sections and a conclusion, which made it easier for the audience to follow the speech. My examples helped to make abstract employability skills more concrete, and the positive feedback from the lecturer demonstrated that the topic was related. The time management was also excellent. I do read the slides, however, rather than explain because there are full sentences on many of the slides. The audience was less connected to the speaker due to low eye contact, and due to the quick speaking, important points were less powerful. There were also problems with the balance between description and analysis: I described the skills needed more than I explained the importance in particular situations of care.


	TASK 4
	CRITICAL REFLECTION USING GIBBS’ MODEL — PAGE 2 OF 2
Analysis, conclusion and action plan



	4
	Analysis


The experience demonstrated that there is a relation between the subject knowledge and the ability to present, but that these are different. I was aware of the content but anxiety and the design of the slides had an impact on how well I communicated. Using text caused a decrease in eye contact and less conversational delivery. This is important in health and social care because when communicating, you have to be clear and observe the other persons reaction. My better moments were when I gave short cues and described a true story to illustrate what I was saying; it would be easier to let the audience concentrate on the words. To reflect critically, one must go beyond retelling an event to considering assumptions, consequences and alternative actions, (Bassot, 2023). I also learned that giving feedback in terms of behaviors is helpful, but not as feedback about an individual's ability.
	5
	Conclusion


I found the presentation to be successful in content, organisation and completion, however, it was not successful in delivery and critical depth. I put more effort into making slides than into rehearsing my delivery. It would have been better to have short keywords, practice using it several times out loud, record one example and make one analytical example for each main point. I should have expected reactions of anxiety and should have used breathe, pauses and conscious eye contact. In doing so, the experience has helped raise my awareness of myself so that I can identify some changes I need to make as a student presenting information or as an employee communicating information. I found the presentation to be successful in content, organisation and completion, however, it was not successful in delivery and critical depth. I put more effort into making slides than into rehearsing my delivery. It would have been better to have short keywords, practice using it several times out loud, record one example and make one analytical example for each main point. I should have expected reactions of anxiety and should have used breathe, pauses and conscious eye contact. In doing so, the experience has helped raise my awareness of myself so that I can identify some changes I need to make as a student presenting information or as an employee communicating information.
	6
	Action Plan


For my next presentation, I will begin at least two weeks before the deadline and create a one-sentence purpose for each slide. I will limit slides to key phrases, use readable visuals and keep detailed explanation in speaker notes. I will complete three timed rehearsals, including one recorded rehearsal and one rehearsal in front of another person. During practice, I will mark planned pauses, check my pace and aim to make eye contact at the end of each main point. I will also use a simple analytical structure: identify the skill, explain why it matters, give a care-based example and consider the consequence if it is absent. After presenting, I will request feedback against these targets and record the outcome in my PDP. This plan is specific and measurable, so improvement can be evaluated rather than assumed.
Reflection word count: 664 words
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Final Compliance Statement
This single Word document includes the selected vacancy advertisement, a two-page tailored CV, a personal SWOT analysis, a 500-word personal statement, a two-year PDP with at least three achievable goals, a 600-word Gibbs reflection, page numbers, professional headings and a UWTSD Harvard reference list. The document uses Arial throughout and maintains 1.5 line spacing for the assessed narrative sections.
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