	
	
	



Nilfa Khatun 
Birmingham 
West Midlands
Tel:  0748529874
Email:  nilfakhatun@hotmail.com
Overview
I consider myself to be highly motivated, enthusiastic with good interpersonal skill.  I am   Currently looking to resume my professional career after dedicating the last 8 years to raising a family.  Willing to undertake any relevant training for personal development.
Key skills
· Excellent Admin and Customer Service skills.
· Knowledge of Microsoft Office Programs.
· Able to communicate with good interpersonal skills. 
· Ability to create a strong rapport.
· Able to work in a team.
· Well organised, able to prioritise tasks and meet deadlines.
· Full Driving License.
· Bilingual.
Employment
University of Wales Trinity Saint David
Student
 Jan 2020 – current
· Certificate in Higher Education Skills for the Workplace (Health and Social Care).
Full time parent raising family at home
2013 – 2019
· Being supportive and caring.
· Financial planning.
· Understanding children's needs and requirements.
· Budgeting.
· Time Management.
· Planning and organising activities.
· Preparing food and cooking.
· General household duties.
ASRA
Feb 2013 – Dec 2013
Administrator
· Planning of weekly rota.
· Updating service users care plan and assessments.
· Recording and safe storage of service user's personal information in the form of up-to-date confidential files.
· Answering any queries from service users and their family members.
· Communicate with key people to arrange transport for day care service users.
· Where appropriate liaise with other Health and Social Care Organisations.
· Practical support for service users and their family members.
· Participate in training and development as required.
Hawthorns Medical Centre
Receptionist/Prescription Clerk
Aug 2009 – Dec 2010
· Co- ordinating and preparing of prescriptions.
· Answering patient queries.
· Booking patients with relevant clinician.
· Updating patient files, maintaining hard copy files.
· Referrals to specialist and relevant Health Care departments, using NHS choose and booking system.
· Provide patients with support and guidance as needed.
Complete Dental
Receptionist/ Maternity cover
Nov 2008 – July 2009
· Answering all incoming calls.
· Booking and scheduling patient appointments.
· Maintaining all health and safety within reception and all surgeries.
· Cashing up daily via visa and cash.
· Maintaining Dentist diary.
· Follow up of referrals.
· Patient confidentiality.
Virgin Media
Operations Centre Representative
Sept 2007 – July 2008
· Technical support to engineers activating/installing TV and broadband.
· Ensuring all installations complete and within time slot.
· Disconnecting of customer accounts.
· Moving and transferring customer account.
· Updating database/customer accounts.
· Logging of all faults/incidents on the internal database.
· Management of engineer's diary.
· Managing 200/300 calls per day.
Smethwick Dental Surgery
Mar 2005 – Aug 2007
· Prepare treatments for colleagues.
· Maintain hygiene, health and safety requirements.
· Stock take.
· Updating files.
· Provide patient care and comfort.
· Sterilising equipment in between every patient.
· Producing x-rays.
· General admin.
Education
Sandwell College              
Sept 2009 – July 2007
· Beauty specialist Diploma level 2.
· Good standard of education received.
References available upon request

Personal Statement
I am currently studying Certificate in Higher Education Health and Social Care. I believe my qualifications have prepared me to commute immediate value to the health and social care Sector.  My academic experience has served me well in developing my communication to interact professionally.   After completing my first year at University I have developed many skills, such as note taking, time management and critical thinking, planning and organising and communicating with my peers in an assertive manner and taking their opinions on board whilst working as a team and was able to deliver a presentation.  I have learnt to establish ways of reading a piece of literature and how to cite and reference a credible source.  I can now differentiate what an essay is and what a report is and how to use the correct format.  During my studies I have learnt many theories that I can apply for my future career and for my personal development.  I personally enjoy studying because I believe knowledge is power.  I've learnt to refresh my memory on theories that are known to me, I was able to manage my time effectively and complete my assignments as required, I've learnt good time keeping skills which allows me to create a healthy balance whether academic or personal.  I am now more confident in developing and presenting and delivering a presentation, it has boosted my confidence in many ways, also my organisation skills have improved dramatically since studying.  I'm determined on my future goals and career. I am self-motivated and self-disciplined and resourceful.  
In my previous employment having worked in different healthcare sectors. I have developed strong communication, interpersonal, and listening skills, alongside the ability to engage with empathy, and to seek practical solutions. I contributed well within a team and was able to work on my own initiative, I am well organised and forward thinking and in sync with new developments in the Health and Social Care field.  I have strong and effective customer orientated skills. Throughout my career, I have perfected my medical records management and patient scheduling abilities and understand the need of confidentiality and maintain all health and safety aspects.   
As an indication of my interest in social work, my clinical background has served me well in improving my contact with healthcare providers in order to collaborate and communicate professionally according to the service user's requirement or needs. I am dedicated and hope to continue in my career choice for long term employment.  My passion for supporting women or men in crisis stems from personal experience which has elevated my personality with an empathetic approach and openness to others.
I consider myself reliable and punctual and willing to undertake any relevant qualifications and training required for progression of my career.  I have patience and resilience and can engage in every conversation with a positive and assertive manner.  I am well organised and forward thinking.  
Pitch
Please accept my expression of interest in my bid to campaign and raise awareness surrounding domestic violence and bring the topic to the centre of debate, change the public's view and inspire individuals to facilitate social change and alert survivors.  I believe media feature needs to be a priority in this area as it has potential influence on public understanding of domestic violence that affects both women, men and children.  Domestic violence can often lead to other societal issues such as crime.  Your organisation are key actors in the media on current events and will give the framework for discussion, as media features are important players in shaping public discourse and have long been known to impact public opinions and play a significant role in how people interpret certain societal issues, including crime. 
Within society when we think of domestic violence, we usually think of a female victim or survivor of male-inflicted violence.  Of course, statistics show that women are more likely to report or speak openly about abuse they have experienced or are experiencing, but domestic violence against men is very real and dangerous on both levels.
Furthermore, on my research on domestic violence, I found that a range of adverse effects on children who are exposed to domestic violence, including internal and external behaviours.  Children who have been exposed to domestic violence may be prone to depressive symptoms, anxiety and worries.  They also seem to be more susceptible to physical violence and have general behaviour problems when instructed by parents or teachers.  Exposure to domestic violence can also lead to trauma in the form of flashbacks or nightmares, exaggerated or short-tempered behaviour and emotional withdrawal.  In addition, my research indicates that children who are exposed to domestic violence have a greater chance of experiencing health problems, psychological and social disorders, depression, anxiety, aggression, low tolerance, anti-social behaviour, fear of being alone, sleep, eating disorders, immaturity and poor concentration level.  Children in an abusive environment can seriously threaten a child's progression in development and personal capacity, which can lead into the adult life and significantly contribute to difficulty and violence.  Domestic violence exposure can have an impact at different stages of life, whilst in their childhood being exposed to prolonged domestic violence can possibly cause displacement in society as children mature into adults. 
Also, further to my research, evidence shows that there is an increased concern that victim support services have risen.  Referrals to either the police or children services have alarmingly increased.  Questions are increasingly being put forward if the existing strategy to tackle domestic violence is having a positive impact within the health and social care sector and whether the introduction of children services is beneficial?  This is because most referrals to the police and social services does not fulfil the intervention required for underlying complex family or social dynamics.
I believe there is a major need of multi-agency networks collaborating both internationally on a global scale, considering we live in a diverse multicultural environment will be beneficial for the future generation to reduce domestic violence, which often leads to crime and even corruption and affects the strategy of health and social care, this has a detrimental effect on society today and the future generation.
My passion to see change in society stems from personal experience, also having a 8-year-old daughter has empowered me to make noise and to make change for her future and well-being considering the society we are living in now.  If we as a nation don’t make change to filter out domestic violence, crime, and corruption, then the future generation will only be exposed to crime, domestic violence and corruption on a larger scale.  
The foundation to eliminate societal issues needs to start now, the only way we as a nation can do that is to use media features like yourselves consistently to educate not just in the UK but globally, and work alongside multi-agency networks both in the UK and globally.  
I will anticipate hearing from you soon, lets beat this together make noise and make change.
Kind Regards
Nilfa Khatun













 


	
	
	



