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MY CV:
	HOORIYA SHAIKH 

	Birmingham, UK 
shaikh6957@gmail.com
+44 7344112302


A motivated, friendly, and reliable individual with experience in administration, customer service, and supporting members of the public. Skilled in communicating professionally both face-to-face and over the telephone, managing appointments, handling administrative tasks, and maintaining accurate records. Through work experience in an office environment, customer-facing roles, and voluntary work, I have developed strong organisational skills, attention to detail, and the ability to work effectively as part of a team. I am confident using computer systems, eager to learn new skills, and committed to providing a welcoming and professional service. I am able to work well under pressure, maintain confidentiality, and build positive relationships with people from diverse backgrounds. I am seeking the opportunity to contribute these skills within a receptionist/administrator role at Cranes Park Road Surgery while continuing to develop professionally within a healthcare setting. 
EXPERIENCE 
Teacher – Stechford Tuition, May 2025 – Dec 2025 (volunteer)
· Delivered structured lessons in religious studies to groups of students of varying ages
· Prepared lesson plans and engaging educational materials to support learning
· Monitored student progress and provided individual support where needed
· Assisted with classroom management and maintained a positive learning environment
Tuition | Birmingham, UK (volunteer)
April 2024–April 2025
· Supported teachers with administrative tasks including file management and printing
· Assisted in preparing resources and organising learning materials
· Provided one-to-one support to students to improve understanding and confidence
· Encouraged students’ confidence, particularly in public speaking and participation
Admin Assistant (Work Experience)
Ash Immigration Service, Birmingham | Mar 2022
Completed work experience supporting front-desk administration, including organising client files, scanning and printing documents, and assisting an Urdu-speaking client with communication support.
 Market (Family Business)
Dewsbury Market | Apr 2019 – Nov 2019
 Supported daily market operations by assisting with food preparation, serving customers, handling cash transactions, maintaining cleanliness, and ensuring smooth day-to-day running of the stall.



EDUCATION 
University of Wales Trinity Saint David
Certificate in Higher Education – Business Skills for the Workplace (Level 4)  
September 2025 - Present

Bordesley Green Girls' School & sixth form  
DEC 2020 – JUNE 2023 
GCSEs: 7 	
SKILLS: Strong communication and interpersonal skills (both written and verbal). Good organisation and time management in busy environments. Ability to work effectively in a team and independently. Attention to detail and problem-solving skills. Intermediate IT skills including Microsoft Office and basic data handling.
LANGUAGES: English (Native) | Urdu (Native) | Hindi (Fluent)
INTERESTS: Reading, research and continuous learning, community volunteering, creative event design, journaling, and self-development. Full driving licence. 
REFERENCES Available Upon Request. 

Cover Letter:
Dear Hiring Manager,
I am writing to express my interest in the Receptionist/Administrator position at Cranes Park Road Surgery. Having gained experience in administration, customer service, and working with members of the public, I believe I would be a valuable addition to your team. I am enthusiastic, reliable, and eager to continue developing my skills within a healthcare environment where providing excellent patient care is a priority.
During my work experience at Ash Immigration Service, I assisted the receptionist with a variety of administrative tasks, including managing files, booking appointments, answering telephone calls, printing, scanning, and supporting visitors. This experience helped me develop strong organisational and communication skills while working in a professional office environment. I also assisted a client who spoke only Urdu, helping to ensure effective communication and a positive experience. This demonstrated my ability to remain patient, professional, and supportive when dealing with people from different backgrounds.
In addition, I worked at a food market during school holidays where I gained valuable customer service experience. My responsibilities included serving customers, handling payments, and working efficiently in a busy environment. This role strengthened my ability to remain calm under pressure, communicate effectively, and always provide a friendly service.
Alongside these experiences, I have been volunteering at Faizan-e-Madina Girls' Madrasa since April 2024. My role involves assisting with teaching and administrative duties, supporting staff members, maintaining records, and helping to ensure the smooth running of daily activities. Through this role I have developed strong teamwork skills, attention to detail, and the ability to manage responsibilities independently.
I am particularly interested in this role because it combines administration, communication, and helping people—areas in which I have both experience and genuine interest. I understand the importance of confidentiality when handling sensitive information and appreciate the need for professionalism when interacting with patients and healthcare professionals. I am also comfortable using computers, learning new systems, and adapting to different ways of working.
The qualities listed in your person specification closely match my own strengths. I am a good communicator, work well within a team, pay close attention to detail, and am always willing to learn. I am well-mannered, reliable, flexible, and able to manage my workload effectively. I take pride in presenting a positive and welcoming attitude to everyone I meet and always strive to provide the highest standard of service.
I would welcome the opportunity to contribute to Cranes Park Road Surgery and further develop my skills within a healthcare setting. Thank you for considering my application. I look forward to the opportunity to discuss how my skills and experiences make me a suitable candidate for this position.
Yours faithfully,
Hooriya
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Assess own performance and take accountability for own actions,
either directly or under supervision.

Contribute to the effectiveness of the team by reflecting on own and
team activities and making suggestions on ways to improve and
enhance the teams performance.

Work effectively with individuals in other agencies to meet patients
needs.

Effectively manage own time, workload and resources.
Communication:

The post-holder should recognise the importance of effective
communication within the team and will strive to:

Communicate effectively with other team members.
Communicate effectively with patients and carers.

Recognise peoples needs for alternative methods of communication
and respond accordingly.

Contribution to the Implementation of Services:

The post-holder will:
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Disclosure and Barring Service Check

This post is subject to the Rehabilitation of Offenders Act (Exceptions
Order) 1975 and as such it will be necessary for a submission for
Disclosure to be made to the Disclosure and Barring Service (formerly
known as CRB) to check for any previous criminal convictions.

Employer details

Employer name

Cranes Park Road Surgery

Address

25 Cranes Park Road
Sheldon
Birmingham

West Midlands

B26 3SE

United Kingdom

Employer's website

https://www.cranesparkroadsurgery.nhs.uk/ (Opens in a new tab)





imagea.png
Desirable
« Experience of working in primary care

« Experience of working with EMIS Web

Skills

Essential

+« Good communication skills, oral and written
« Good team working

« Good interpersonal skills

« Attention to detail

Flexibility

Keyboard skills

« Well-mannered and well presented

Patient, tolerant, tactful and discreet

Enthusiastic, honest and reliable

Desirable

« Self-motivating

« Demonstrate initiative
« Ability to prioritise tasks

« Able to tolerate stress and manage appropriately
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Confidentiality:

While seeking treatment, patients entrust us with, or allow us to
gather, sensitive information in relation to their health and other
matters. They do so in confidence and have the right to expect that
staff will respect their privacy and act appropriately.

In the performance of the duties outlined in this Job Description, the
post-holder may have access to confidential information relating to
patients and their carers, Practice staff and other healthcare workers.
They may also have access to information relating to the Practice as a
business organisation. All such information from any source is to be
regarded as strictly confidential.

Information relating to patients, carers, colleagues, other healthcare
workers or the business of the Practice may only be divulged to
authorised persons in accordance with the Practice policies and
procedures relating to confidentiality and the protection of personal
and sensitive data.

Health & Safety:

The post-holder will assist in promoting and maintaining their own
and others health, safety and security as defined in the Practice Health
& Safety Policy, to include:
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Using personal security systems within the workplace according to
Practice guidelines

Identifying the risks involved in work activities and undertaking such
activities in a way that manages those risks

Making effective use of training to update knowledge and skills

Using appropriate infection control procedures, maintaining work
areas in a tidy and safe way and free from hazards

Reporting potential risks identified
Equality and Diversity:

The post-holder will support the equality, diversity and rights of
patients, carers and colleagues, to include:

Acting in a way that recognizes the importance of peoples rights,
interpreting them in a way that is consistent with Practice procedures
and policies, and current legislation.

Respecting the privacy, dignity, needs and beliefs of patients, carers
and colleagues.

Behaving in a manner which is welcoming to and of the individual, is
non-judgmental and respects their circumstances, feelings priorities
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Appointments

Process appointment requests for appointments from patients by
telephone, online and in person.

Deal with visits requests.
Computer
Registrations of new patients.

Process repeat prescription requests in accordance with Practice
guidelines.

Telephone

Answer all calls promptly using the practice script.

Deal with queries as per the practices protocols

Other Tasks

Check surgeries at the end of the day as per practice protocols.
Ensure building security is maintained.

Any other tasks allocated by the Administrator Team and
Management Team.

Supporting documents
Receptionist Administrator JD PS (PDF,_100 KB),

Supporting links (all open in
new tabs)

Cranes Park Road Surgery
Website

Privacy notice

Cranes Park Road Surgery's
privacy notice (opens in a new
tab)
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Job summary

Receive, assist and direct patients in accessing the appropriate service
or healthcare professional in a courteous, efficient and effective way.

Provide general assistance to the Practice team and project a positive

and friendly image to patients and other visitors, either in person or
via the telephone.

Main duties of the job
See link to Job Description for main duties of the role

Receive, assist and direct patients in accessing the appropriate service
or healthcare professional in a courteous, efficient and effective way.

Provide general assistance to the Practice team and project a positive
and friendly image to patients and other visitors, either in person or
via the telephone.

About us

Cranes Park Road Surgery is a small but busy GP Practice in Sheldon,
Birmingham. You will join a team of receptionists and administrators
who support the patients and clinicians.

For questions about the
job, contact:

Practice Business Manager
Richard Johnson
Richard.johnson25@nhs.net
01217432018

Cranes L
Fark

Load k
Surgery

Date posted
11 June 2026

Pay scheme
Other
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The post-holder will:
Apply Practice policies, standards and guidance.

Discuss with other members of the team how the policies, standards
and guidelines will affect own work.

Participate in audit where appropriate.

Person Specification
Work ethic

Essential
« Able to work under pressure.

« Willingness to learn.

Qualifications

Essential
« Good general education with good numeracy and literacy skills
Experience

Desirable

« Experience of working in primary care
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Behaving in a manner which is welcoming to and of the individual, is
non-judgmental and respects their circumstances, feelings priorities
and rights.

Personal/Professional Development:

The post-holder will participate in any training programme
implemented by the Practice as part of this employment, such training
to include:

Attend and actively participate in Target.

Participation in an annual individual performance review, including
taking responsibility for maintaining a record of own personal and/or
professional development.

eLearning which will include, Safeguarding Adults/Children,
Information Governance, Fire Safety Awareness, Equality and Diversity,
Health & Safety Awareness, Conflict Resolution, Manual Handling,
Prevent training.

Quality:

The post-holder will strive to maintain quality within the Practice, and
will:

Alert other team members to issues of quality and risk.
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Job description

Job responsibilities

Administration

To have a thorough knowledge of all Practice procedures.
To work in accordance with written protocols.

Ensure patient referrals are completed in a timely manner.
Scan relevant documents into patient records.

Reception

Receiving patients consulting with members of Practice team, directing
to self arrival where appropriate.

Promote services to patients i.e. online triage, online registration,
patient partner, texting, Accurx.

Appointments

Process appointment requests for appointments from patients by
telephone, online and in person.

Salary
£12.71 an hour

Contract

Permanent

Working pattern

Part-time, Flexible working

Reference number
A4286-26-0000

Job locations

25 Cranes Park Road
Sheldon
Birmingham

West Midlands

B26 3SE

United Kingdom

Supporting documents

Raranticnnict Adminictratar ID PSS (PDE 100 KRY
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Job i
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Receive, assist and direct patients in accessing the appropriate service job, contact:
or healthcare professional in a courteous, efficient and effective way. Practice Business Manager

. . . . . Richard Johnson
Provide general assistance to the Practice team and project a positive

and friendly image to patients and other visitors, either in person or Richard.johnson25@nhs.net





