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Rabiakhatun@hotmail.co.uk
07759334231
Sarah Khan (Project Manager)
Human Resources Team

I am writing to apply for the role of a Social worker in response to the advert I saw on Indeed on the 6th October 2020. I have worked with children of ages between 5-16 and I have helped them overcome many difficulties while working on a project for BBC children in need. I am compassionate, professional and approachable. My experience has helped me gain an insight on children's behaviour.
My qualification in psychology will benefit your company immensely as I understand different types of behaviour and how to deal with them professionally. Furthermore, I have had a recent DBS check. and I also have recently attended a first aid course and I have completed my Safeguarding training in August 2020. 
I excel at:
· Working closely with different families
· Working with children with learning difficulties
· Managing workload effectively
· Organising activities for children
· Working with individuals and families who need emotional support
Please review my attached CV for additional information regarding my expertise and experience. Please do not hesitate to contact me if you have any questions. I would like to meet with you and discuss the position in person.

Sincerely, 
Rabia Khatun  
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OBJECTIVE
I consider myself to be a mature and responsible individual who is always looking for new challenges. I enjoy working with people from different backgrounds and I am passionate about making a difference in other people’s lives. I enjoy community work and like to see others succeed. 
SKILLS
· Planning, preparing and delivering lessons
· Preparing teaching material
· Checking and assessing students’ work
· Analysing language abilities
· Having good written and spoken communication abilities
· Maintaining and monitoring project plans, budget and expenditure
· Documenting and following up on important actions and decisions from meetings
· Ability to work to tight deadlines, priority set, and problem solving
· Strong analytical, organisational and customer service skill
· Able to confidently maintain records, filing systems and archiving of projects
 
· Able to manage own work and designate work to others
· Able to work with people of all ages and different backgrounds
· Fluent in English and Bengali 
·  
 
		RABIA KHATUN
ESOL TEACHER, ADVICE WORKER, PROJECT MANAGER | RABKHAT79@HOTMAIL.CO.UK | 07759 332718


EXPERIENCE

ESOL TEACHER • BANGLADESHI ISLAMIC CENTRE • DECEMBER 2017 - CURRENT
I have done over three years teaching experience through informal conversation courses. I have planned, prepared and delivered lessons to foreigners. My main responsibilities include: preparing lesson plans according to students abilities, preparing learning materials, meeting individual needs, arranging trips and outgoings, creating exam papers, marking homework, creating assessments, recording individual progress on Advicepro (computing system) and providing students’ with progress reports. 
ADVICE WORKER • BANGLADESHI ISLAMIC CENTRE • APRIL 2019 – CURRENT
Providing advice and guidance to the Smethwick community especially to individuals who speak no or very little English. Helping them with benefits, utility bills, council tax enquires, school application forms, PIP forms and Universal Credit applications. Helping individuals with their enquires, keeping record of all enquiries, attending benefit trainings, answering and making phone calls, filling in forms and keeping record of client’s details and enquires.  
CO-ORDINATOR • BANGLADESHI ISLAMIC CENTRE • APRIL 2017-19
This project was funded by Children in Need. I organized and provided after school homework clubs for underprivileged children in Smethwick, ensuring they have understood their homework and completed it with confidence. I also organized and delivered playschemes, weekend youth clubs, trips and outings and workshops delivered by professionals. I worked with a budget and processed and filed invoices. I kept record of all expenditure and database of children registered on the project. 
 
ADMINISTRATOR• INLAND REVENUE• OCTOBER 2000 – MARCH 2002
I provided a high level of administrative duties including filing, answering and making phone calls, sorting incoming and outgoing mail, and faxing. 
SUPERVISOR• BURGER KING • JUNE 1998- 2002
I was responsible for the floor and ensuring staff were implementing a good standard of service to customers and making sure everything was followed to a schedule. My responsibilities also included cash handling, banking, sorting out breaks and dealing with customers.
EDUCATION

Safeguarding training- completed 2020

FIRST AID TRAINING AND SAFEGRAUDING TRAINING
COMPLETED 2020
 PSYCHOLOGY- ASTON UNIVERSITY
Completed 2017
 
THE LEVEL 3 AWARD IN EDUCATION AND TRAINING•FEBRUARY 2017• TRAIN AID
Completed and passed course
INTENSIVE TEFL COURSE•SEPTEMBER 2015•20 HOURS FACE TO FACE AND 100 HOURS ONLINE
Completed and passed course.
HEALTH AND SOCIAL CARE FOUNDATION AND INTERMEDIATE • 1997-1998• JOSPEPH CHAMBERLAIN COLLEGE 
The course included placement at different primary schools and nursing home. 
Grades: Course 1 and 2
QUEENSBRIDGE SECONDARY SCHOOL • 1992-1997 • 
A full GCSE was attained
VOLUNTEER EXPERIENCE OR LEADERSHIP
I have a love and passion for voluntary work. I spend my spare time volunteering to help charities with their fundraising events and organizing. In my spare time I help organize, plan and attend events at the centre I work in (Bangladeshi Islamic Centre). I ensure everything is run smoothly by setting the room, keeping a register of everyone who attends and designating roles to volunteers. I maintain my health life with weekly sport sessions and gym sessions.





























Job advertisement
Social Worker- Child Protection Team

· Job Role: Qualified Social worker
· Recruiter: The Childcare Team
· Location: Birmingham
· Salary: £25 per hour
· Contract type: Permanent
· Hours: Full time 
· Closing date: 30th October 2020
The childcare team are currently looking for an experienced Social worker. The childcare Team understand the importance of child’s needs. We believe every child’s life matters and they are entitled to a good upbringing. Unfortunately, may child experience physical and emotional abuse, exploitation and neglect in and outside their homes.
Our intervention has helped many child and families overcome may barriers. We would like you to manage complex and varied caseload and support children and families build better lives and communities.
You will receive training and the opportunity to work up the ladder. Furthermore, you will receive a free DBS check and 30 days annual leave.
To apply please fill in the application for and send it to thechildcareteam.org.uk.















Person Specification 

Main purpose of the job
To provide support, advice and resources to families to help solve their problems.
Key responsibilities
· Build relationships with families
· Work alongside colleagues
· Handle workload
· Refer families to appropriate agencies 
· Act as guilds and advocates
Person specification
· Be compassionate and understanding
· Understand the importance of confidential information
· Someone who can deal with complex situations
· Passionate about making a difference
· Enjoys challenging work
· Can handle complex cases
· Is a great team player 

