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	PROFILE

My name is Victoria Beecham, and I have three kids and have been married for six years. I have four years of experience working as a mental health care assistant at the moment. 
Time management and organising skills are skills I have developed in my line of work and practice at home. These qualities have made it easier for me to set goals and ensure that all my work is completed on time. I am able to effectively manage my time and complete tasks by setting priorities. I'm a really organized person, therefore I like to make sure everything is put away neatly. Problem solving, communication, and adaptability are among my other abilities. In my present employment as a team leader, I constantly meet challenges that occur during my shift. By analysing the scenario, identifying the core of the problem, and communicating with my team, I strive to establish an action plan that can be performed well. I am open to new ideas and concepts introduced at work and can easily adapt to changes. To achieve the objectives, I modify my strategy. Having the capacity to listen to, process, and use feedback is a critical talent that not only improves my work performance but also makes me a better team member.





	SKILLS



Organational Skills
Time management
Problem Solving
Communcation 
Adaptability
Written communcation
	Experinces


September 2019- Present 
 Fieldbay 
Cwm Gwendreath Nuring Home
Mental Health Care Assisatnt
· Personal care Assisting with personal hygiene
· Supporting with eating and drinking
· Assisting with shopping
· Assit with Mobility
· Domestic Duties
· Record Keeping
· Promote Independence


February 2019- September 2019
 Care watch uk
Domiciliary Care Assistant
· Personal care Assisting with personal hygiene
· Supporting with eating and drinking
· Assisting with shopping
· Assit with Mobility
· Domestic Duties
· Record Keeping


September 2018- March 2019
Elim Church
Volunteer Parent and Toddler Group
· Organising Group activities
· Preparing snacks
· Supporting Parents
· Cleaner


April 2015 – Febuary 2019 
Time out of work looking after dependance
· Preparing and cooking meals
· Doing housework
· Paying bills
· Buying Food
· Teaching


May 2009- April 2015 
Co-op Food Store Pontarddulais Swansea
Retail Assistant
· Stocking shelves
· Product displays to attract customers
· Greeting and directing customers
· Answer customers questions
· Operating a cash register
· Checking dates on all food



August 2006- May 2009 
Drivers, vehicles and licence Agency (DVLA)
Admin Assistant call centre
· Greeting People via telephone
· Supporting customers with different enquires
· Solving problems for customers


2009-2010 
Farmers Arms Pontarddulais Swansea
Waitress/ Bar tender
· Prepare and serve drinks
· Restock Kitchen/Bar
· Clean Kitchen/ Bar/ tables
· Greet Customers
· Follow Government Procedues ID customers

 
July 2004- Feburay 2007 
King Hotel, Pontarddulais Swansea 
Waitress/ Bar tender
· Prepare and serve drinks
· Restock Kitchen/Bar
· Clean Kitchen/ Bar/ tables
· Greet Customers
· Follow Government Procedues ID customers


November 2004-Febuary 2005
H &M Samuals Quardrent swansea 
Sales Assistant (christmas staff)
· Stocking shelves
· Product displays to attract customers
· Greeting and directing customers
· Answer customers questions
· Operating a cash register


March 2003- November 2004 
Woothworths Orchard Street Swansea
Retail Assistant
· Greeting and directing customers
· Operating a cash register
· Answer customers questions



Referee

Diane Hunt 
Deputy Manager
Cwm Gwendreath Nursing home
Diane @example.com
01234 567890

Helen Jones
Manager
Care watch uk
Helen@example.com
98765 43210








	EDUCATION


Bishop Vaughan Catholic Comprehensive

1998-2003

Passed in, 
English, Maths, Science, Information Technology, Food Studies, Physical Education

2003-2004
Sixth Form 
Passed in, GNVQ Health and Social Care


Goresinon College

2004-2005

Passed in, 
Public Service


University of wales Trinity Saint David

2021-Present

BA Business and Management

Training Course
NVQ/ QCF 
Health and social care Level 2

In House Training Course

Moving and handling
PBM support
First Aid
Documentation and record keeping
Fire Awareness
Data Protection 
Cyber Security
Equality and Diversity
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	Administration Assistant
Lymphoedema Services
Powys Teaching Health Board
Ystradgynlais
Sa9

	Dear Sir/Madam

Re:  Application for the position of Administration Assistant – Lymphoedema Service.
I wish to apply for the above-mentioned Fixed Term position which I have seen advertised on Indeed.

I am currently working as a Health Care Assistant, and I am also studying for a BA in Business and Management Study which has enabled me to expand my knowledge and skill set, and I feel that the position advertised would be the next step in my career enabling me to further expand my knowledge and expertise. 

I have a kind, empathetic, and trustworthy personality and I am adaptable to different work shift patterns.  I consider myself to be a friendly person who is willing to help anyone who may be in need, and I continually go above and beyond to assist individuals. 
To perform my job efficiently in the care sector, I had to complete a QCF, and one of my modules required me to learn a little bit of Welsh.  Even though I don't speak it well, I understand some basic phrases, and I hope to continue to learn once I have completed my current studies.   

In order to continue to make a difference by enhancing the workplace, and establishing a solid, unrivalled reputation, I support the ideals promoted by yourselves through the wide range of community-based service. 

I always conduct myself professionally and display excellent interpersonal and active listening skills and whether I'm speaking to someone in person or over the telephone.
I have arranged appointments and schedules, as well as taking and relaying messages and when required I have taken notes in meetings. 
I understand the value of confidentiality when working with individuals’ notes, along with rules, procedures, and data protection. I have completed several online courses on this subject to aid me in my current role.
I have a basic understanding of, and spent some time working in an office environment, however I have limited knowledge of Microsoft Office, but I am a quick learner.
I have excellent organisational skills, and I am effective, efficient and flexible in everything I do, I continually look at ways of improving by sharing best practices with those around me and by continuous improvement.
I take pride in my work and continually meet deadlines in a timely manner and work well under pressure.  
Within my current position, we find ourself frequently having to re-adapt and re-organise our days to deal with any emergency or issues that may arise and I have learnt to master and utilise my problem-solving skills, active listening skills, and teamwork to address difficulties situations in order correctly seek solutions in challenging circumstances, whether it be additional tasks added to my job as a result of unforeseen events or an emergency with one of my patients.

I am not fazed by changes to my normal routine and always allow time during my day for any emergency that may come my way.

I am a very focused and driven person. I set myself goals in order to increase my performance and manage my time effectively and efficiently. I am very successful in ensuring that the job I perform is organised and clean, and that paperwork is accurately filled out and 
I am familiar with medical terms, but if I were to meet the requirements, I think I would benefit from additional training. I have received training in a variety of areas, including data protection, first aid, and documentation and record keeping. In addition, I've received instruction in manual handling, which has given me the correct techniques for handling and moving goods and equipment and on the safe storage of medicines and medical equipment.
I believe that I have the skill set for the position that is currently being offered and feel that I would add value to the position and to Powys Teaching Health Board overall.

Yours faithfully

Victoria Beecham
 





















Zander Letter
Dear Mrs Beecham,

I am writing to congratulate you on the amazing accomplishments that you have made over the past 10 years.
You are currently the Senior Administrator in our Human Resources division and have supervisor responsibility for several staff.   
 Over the past 10 year you have put a lot of time and effort into achieving the numerous objectives, that you set yourself back in 2020 which have included but not limited to developing your communications skills, and you recognising your own remarkable potential. 
As you approach your last year in college, I think now is a good time to look back at why you have achieved it, all through your own hard work and perseverance. You worked hard for three years to earn a 2.1 in your BA in Business and Management program, which you pursued because you desired a better life for your family and yourself. You not only earned a degree in business and management, but you also passed the QCF Health and Social Care Level 2 and 3 qualifications.
You got a job promotion that year and got the title of Health Care Practitioner, which required collaboration with registered nurses and aids the home manager's or nurse-in-charges to provide nursing care that is both safe and efficient. You will assume control of a designated clinical space, such as a unit setting, and see to it that it was managed in a secure and efficient manner. You were required to deliver medication securely and professionally, while keeping detailed and accurate records of the medicine administration on the charts on the medicine Administration Record sheets for those who live with us. Kept thorough and accurate entries about the welfare and well-being of the residents in their daily logs.  You felt that this was not the career for you, although you found it rewarding, you knew that it would be more beneficial for yourself and your workplace if you progressed within the Administration side, which you have and have a great impact.
Speaking with a senior administrator you know; you reviewed the skill sets required to progress to an administrator post, and following her suggestion you started looking at online courses to help you to improve your weak areas and consolidate areas that you were already proficient in. 
The online course you decided on was best suited to broaden your knowledge and skill set were.
1. Microsoft office Skills diploma
1. Office skills: office management and administration- admin, secretarial and PA diploma

Both of which you have achieved.
You were determined to find your perfect employment as soon as you had earned your diplomas. You submitted applications for a number of positions, and after a drawn-out procedure, you got the opportunity to work as an administrator in one of the care facilities you already knew. 
Even though it was challenging to see the process from a different angle, you performed well and settled in the job and began to have an impact almost immediately by introducing sustainable initiatives to make the office more environmentally friendly.
 After several years of adding value to the job which you have thrive in, you were successful in your application to become a Senior Administrator in the Human Resource Department.
Following in-house training you excelled in your new role, and your co-workers have complimented you on your work ethic and the way in which you approach the new position and how helpful and professional you are.
Your new position made you aware of the company's lack of sustainability, which is an initiative that is close to your heart. After some research and consultation with Higher Management, you introduced a few changes in the office and also the care facilities you oversee.   These have included:
Reducing c02 emission by arranging for training facilities to be established nearer each facility or if this is not possible making arrangements for staff to travel together instead of individually.
You have used your influencing skills to alter people's perceptions of waste, and the organisation is now adopting environmentally friendly ways of working.
Congratulations on accomplishing your goals and obtaining the job of your aspirations. 
Keep up the good work on yours and your workplace’s continual improvement for both efficient and effectiveness and, of course the environment. 
Good luck for the next 10 years, I look forward to seeing how much you have continued to learn and advance your career. 

The entire world is your oyster!!

Your sincerely

Victoria 
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