


Latishia Gregory
No.5 Alma Street North
Newtown 
B19 2NW
Mobile: 07400256978
Email: latishiagregory26@gmail.com

Personal Statement:

I am a highly motivated individual with the ability to work well as part of a team or on my own initiative. I am a friendly and approachable person; I can communicate well with others and take criticism positively. I am very ambitious, and I am willing to work to the best of my abilities to accomplish my goals. I am very organised and have great timekeeping skills. Furthermore, I am open to self-improvement; although I am a confident individual, I am open to accepting further training enabling me to enhance my skills.  I take pride in all I do and always aim to achieve on all tasks appointed to me.

My Skills: 
· Organisation skills
· Great communication skills 
· Problem solving skills. 
· Caseload priority   
· Stock rotation
	

Work History:
ARC recruitment 
Hospitality – bar & waitressing 
September 2019 – ongoing 
I work at different events Doing waitressing or bar work.
These events could be football matches, horse races and so many more. 

Verve people
Hospitality – bar & waitressing 
(August 2018 – October 2018)
I worked at different events Doing waitressing and bar work.
serving meals at different events, setting tables also wishing a time frame and making sure everything was in place.

Picker/Packer/warehouse operative 
(February 2018 – June 2018)
whilst working in a busy environment i had to pack and unpack merchandise. had to also check the merchandise carefully for damaged items to be recorded on paperwork for when deliveries were being sent out. i also had the experience to be in transfer department transferring onto different items. 
also had to make sure the deliveries where on correct pallets with correct labels.



Shop Assistant 
(January 2017- November2017)
Whilst working in this busy environment I was able to gain transferable skills, dealing with a wide range of clientele. I was able to complete stock orders and rotate stock accordingly, I also got experience in working on the tills and serving customers whilst completing transactions as a cashier. I was the first point of call, working on the shop floor meeting and greeting customers and offering my assistance with any help that they may have needed.

 Shop Assistant
(March 2016- 0ctober 2016)
Working as a shop assistant meant that I was able to part take in many different tasks such as changing room duties, meeting and greeting customers, arranging stock, maintaining the cleanliness of the shop. It was also important that I promoted stock enhancing sales for the benefit of the company. During my employment I really enjoyed meeting new people and helping them during their visit to the store.

Education
CERT HE Skills for the workplace
Health and social care level 4
Level 1 - Health and Social Care 
NVQ Level 1 - English 
NVQ Level 1- Maths


Interests 

I am a keen sports person that enjoys various sporting activities such as: swimming, although my favourite sport is bike riding. I also visit my local gyms.

 I am a sociable person; I enjoy spending time with relatives and friends.

 In addition to this I do also enjoy spending time reading and walking.


All references are available on request.




Latishia Gregory
5 Alma Street North
Newtown
Birmingham 
B19 2NW
07400256978
Latishiagregory26@gmail.com

15TH February 2021
Miss Jackie Heath
Sandwell and West Birmingham NHS Trust
SWB NHS TRUST
Birmingham
B18 7QH

Dear Jackie Heath

REF: A3716-21-3157  


I am writing to apply for the above position which I saw advertised on the NHS website. I have enclosed a copy of my CV and would be grateful if you could consider my application. 
I am currently studying my level 4 Health and Social Care at the University of Wales Trinity St David I will be continuing my studies and will be going on to do my level 5 and 6. I am currently looking for part time work that will fit in with my studies. I am really interested in this position as I enjoy working with people and meeting new people along the way. This has always been my dream job to be able to help and support others. I am a hard-working individual and willing to work hard I adapt quickly to new task and willing to try anything. 
I am looking forward to hearing from you and discussing my application. You can contact me on any of the above contact details at your convenience.
Your Sincerely 
Latishia Gregory
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Job Description 

Title: 			Health Care Assistant
Responsible to: 		Red Site GP 


Job summary

The post holder is responsible for assisting the GPs in the service and delivery of care management to the service population by working to undertake tasks and duties delegated by a suitably qualified clinical professional strictly in accordance with service practice guidelines and protocols.

Key responsibilities

1. Check patient identification and confirm details with the patient.
1. Provide Phlebotomy in accordance with training and procedures
1. Take ear, throat and skin swabs as directed by the GP 
1. Take physiological measurements from patients including blood pressure, pulse rate and rhythm, temperature, height and weight (body mass index), visual acuity, urinalysis
1. Prepare and maintain environments and equipment before, during and after patient interventions
1. Clearing and restocking of consulting/treatment rooms, including timely order of stock items under post-holder’s control
1. Give accurate and appropriate information to patients within own competence
1. Ensure that anomalies are reported to a senior member of the clinical team
1. Notify the GP of any significant patient issues
1. Ensure full and accurate recording in the patient’s computerised records
1. Carry out administrative tasks for example, but not limited to, call and recall activities and stock takes as directed by senior members of the service

Special requirements of the post
1. An understanding, acceptance and adherence to the need for strict confidentiality
1. Strict adherence to infection control 

Health & Safety
Assist in promoting and maintaining own and others’ health, safety and security as defined in the practice Health & Safety Policy to include

1. Responsible for the correct and safe management of the specimens process including collection, labelling, handling, use of correct and clean containers, storage and transport arrangements
1. Using personal security systems within the workplace according to practice guidelines
1. Identifying the risks involved in work activities and undertaking such activities in a way that manages those risks
1. Using appropriate infection control procedures, maintaining work areas in a tidy and safe way and free from hazards
1. Reporting potential risks identified
1. Understand and apply the principles of the cold chain
1. Ensure safe storage, rotation and disposal of vaccines and drugs within the area of responsibility
1. Know the general principles of first aid and resuscitation to be able to undertake initial actions as appropriate
1. be aware of statutory child health procedures

Communication
Recognise the importance of effective communication within the team and strive to:

1. Communicate effectively with primary care team members
1. Communicate effectively with patients and carers
1. Ensure good working relationships and communication with all staff
1. Demonstrate sensitive communication styles to ensure patients are fully informed and consent to treatment 
1. Communicate effectively with patients and carers, recognising the need for alternative methods of communication to overcome different levels of understanding, cultural background and preferred ways of communicating and responding accordingly 
1. Anticipate barriers to communication and take action to improve communication 

Delivering a quality service
Strive to maintain quality within the service, including

1. Apply local policies, standards and guidance
1. Discuss with other members of the team how the policies, standards and guidelines will affect own work
1. Participate in audit where appropriate
1. Alert other team members to issues of quality and risk
1. Assess own performance and take accountability for own actions, either directly or under supervision
1. Contribute to the effectiveness of the team by reflecting on own and team activities and making suggestions on ways to improve and enhance the team’s performance
1. Work effectively with individuals in other agencies to meet patient needs
1. Effectively manage own time, workload and resources
1. Participate in the maintenance of quality governance systems and processes across the site
1. Evaluate the patients’ response to health care provision and the effectiveness of care 
1. Support and participate in shared learning across the service 
1. Participate in the management and review of patient complaints, and identify learning from clinical incidents and near-miss events using a structured framework (eg root-cause analysis) 
1. Understand and apply legal policy that supports the identification of vulnerable and abused children and adults, being aware of statutory child/vulnerable adult health procedure and local guidance 


Learning and development
Participate in any training programme implemented by the practice as part of this employment, such training to include:

1. Participate in an annual individual performance review, including taking responsibility for maintaining a record of own personal and/or professional development
1. Taking responsibility for own development, learning and performance and demonstrating skills and activities to others who are undertaking similar work
1. Assess own learning needs and undertake learning as appropriate 
1. Make effective use of learning opportunities within and outside the workplace, evaluating their effectiveness and feeding back relevant information 
1. Ensure continual professional development is undertaken and evidence maintained
 
Equality and diversity
Support the equality, diversity and rights of the patient, carers and colleagues, to include:

1. Acting in a way that recognises the importance of people’s rights, interpreting them in a way that is consistent with practice procedures and policies and current legislation
1. Respecting the privacy, dignity, needs and beliefs of patients, carers and colleagues
1. Behaving in a manner which is welcoming to and of the individual, is non judgmental and respects their circumstances, feelings, priorities and rights
1. Support people who need assistance in exercising their rights 
1. Act as a role model in the observance of equality and diversity good practice 
1. Accept the rights of individuals to choose their care providers, participate in care and refuse care 

The Job Description will be subject to periodic review and amendment in consultation with the post-holder.
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Person Specification 

	Criteria
	Essential
	Desirable
	Method of Identification

	
Knowledge
	
	
	

	1. Understanding of the role of the HCA and patient interactions
	x
	
	Application Form / Interview

	1. Knowledge of patient confidentiality, data protection and it’s application
	x
	
	Interview

	1. Knowledge of EMIS or other clinical systems
	
	x
	Interview

	
Skills
	
	
	

	1. Good interpersonal skills to build and maintain effective relationships with patients and colleagues
	x
	
	Application Form / Interview

	1. Ability to work calmly under pressure in a busy working environment
	x
	
	Application Form

	1. Ability to communicate clearly and precisely (oral and written) and where there may be barriers to understanding
	x
	
	Interview

	1. Organisational skills and ability to work in a methodical manner
	x
	
	Application Form / Interview

	1. Tact, diplomacy and empathy, especially when dealing with anxious patients
	x
	
	Interview

	1. Ability to work in a team or alone as required
	x
	
	Application Form / Interview

	1. Ability to handle simple medical equipment 
	x
	
	Interview

	1. Ability to assist other with delivery of care (eg minor surgery)
	x
	
	Interview

	
Experience
	
	
	

	1. Experience of working within primary care 
1. Experience of providing customer care
	x

x

	
	Application Form

Application Form

	1. Experience of working under indirect supervision
	x

x
	
	Application Form

	1. Previous experience of working as a HCA
	
	
	Application Form

	
Qualifications
	
	
	

	1. Basic Literacy and numeracy skills
	x
	
	Application Form

	1. NVQ Level 2 in Health and Social Care or equivalent qualification or experience
	x
	
	Application Form

	1. Certificate of competence in phlebotomy or equivalent
	x
	
	Application Form

	1. Proficient computer and keyboard skills
	x
	
	Application Form

	1. GCSE or equivalent in Maths and English
	
	x
	Application Form

	1. NVQ Level 3 in Health and Social Care or equivalent qualification or experience
	
	x
	Application Form

	1. ECDL
	
	x
	Application Form

	1. Up to date Basic Life Support training
	
	x
	Application Form

	
Other 
	
	
	

	1. Highly motivated
	x
	
	Interview

	1. Flexibility, reliability and able to respond to change
	x
	
	Interview

	1. Willingness to undergo education/training to meet service needs
	x
	
	Interview

	1. Willingness to work towards professional and performance objectives
	x
	
	Interview

	1. Manual dexterity and manipulation skills
	x
	
	Interview

	1. Hepatitis B immunity or willingness to undergo an immunisation course
	x
	
	Interview

	1. Willingness to undertake a DBS (previously CRB) check
1. Strict adherence to infection control 
	x

x
	
	Interview

Application Form
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