Mrs Kholsuma Ahmed
130 Springthorpe Road, Erdington, B24 0SP
Mobile: 07983660471 
E: shima_a@hotmail.co.uk

PERSONAL PROFILE
I an enthusiastic self-motivated, reliable and a hard-working person. I have good interpersonal and listening skills. I’m eager to be helpful and to take initiative when necessary. I am also reliable to work on my own with responsibility. My personal strengths include maturity, determination, honesty and consideration for others. I have excellent communication skills, I am bi-lingual and believe once given the opportunity can prove myself to be an asset to any department or organisation.
PREVIOUS JOB EXPERIENCES
JR Jones Solicitors – Secretary                                                                          1998-1999
· Typed letters preparing collating reports, answering calls.
· Arranged meetings and appointments.
· Managed the daily/weekly/monthly agenda and communicated with staffs.
Baker Street Day Centre– Care Assistant                                                          1996– Aug 1997
· Helped clients eat their dinner and made tea for clients
· Assisted clients in changing their clothes
· Organised and participated in various activities for the clients
· Discussed improvements to be made in the centre with staff
Dr Ahmed Surgery Coventry Road – Receptionist                                             1996– Aug 1997
· Dealt with patient files
· Writing prescriptions
· Answering phone calls
· Booking appointments
· Typing of computer files
Jakeman Nursery School Moseley – Activity Assistant                                     1995  
· Read stories to the children
· Helped prepare lessons for Art, Maths and English
· Cleaned up after the children
Solihull General Hospital – Ward Assistant                                                      1994
· Looked after elderly patients
· Made their beds, tea and helped patients to eat their dinner
· Spoke to patients about their health and encouraged a positive attitude.





SKILLS
· Full UK Driving License
· Positive Attitude
· Keen to Learn
· Good Time Keeper
· Good House Keeper
· Quick Learner
· Trustworthy
· Reliable
· Filing, Faxing and Printing
· IT experience

HOBBIES INTEREST
I like reading books and going swimming in my free time. I look after my kids; I like cooking and gardening as well as spending time with family. I have high interest in traveling to new places and meeting new people, I believe this enables me to understand different cultures and traditions. I have a keen interest in reading novels and poetry in English. To my knowledge I think that my greatest interest is Art, also I love cooking and baking. I also love Leisurely activities (Swimming)

EDUCATION

Waverly School Hob Moor Road Small Heath Birmingham                              (Sept 1988 – Jun 1994)
 5 GCSE’s completed in Art & Design (C), English (C), Textiles (C), Bengali (B) and Information Technology (C)                                                                                                                
Joseph Chamberlain Sixth Form College Birmingham                                      (Sept 1994 – Jun 1996)
GNVQ BTEC Health & Social Care
University of Wales Trinity Saint David                                                             (May 2019 - Current)
Reference available upon request
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Kholsuma Ahmed 
130 Springthorpe Road
Erdington 
B24 0sp
Mobile: 07470697817 Email: Shima_a@hotmail.co.uk
11/02/2020

Dear Sir/Madam

I am writing to express my interest for the role of ‘Receptionist’ currently advertised on the website. I have previously worked at a surgery. I have valuable experience working as a receptionist. In my previous role, I was responsible for greeting all visitors, answering telephone calls and taking messages, sending and replying to letters and providing general administrative support.
I am a warm positive person with excellent communication skills, and I have an ability for speaking to a diverse range of people from different ethnicities. My background and skills make me an excellent candidate for this position. I’m extremely organised and hardworking, with exceptional people skills. I work well independently in a fast-paced office environment.
With my experience and expertise, I strongly believe that I would be an asset within your team at College Road Surgery.
Thank you very much for considering my application. I look forward to hearing from you.
Yours Faithfully

Mrs K. Ahmed
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RECEPTIONIST

College Road Surgery i seeking to employ
motivated and enthusiastic receptionist to

join our busy medical practice

Working 15/20 hours per week over 4 days
it patterns mainly AM/PM/Evenings
ssible weekends in the future,
Candidates must have excellent telephone
manner, customer service skils and be.
computer terate.

Duties include answering the telephone,
making appointments, dealing with the post
and other admin/clerical work.

Previous NHS GP Practice experience is

essential. The practice uses the SystmOne
(TP) cinical system.

SIMILARJ0BS

RECEPTIONIST

0 Cuess

Plot Conveyancer - Birmingham

Old Oak Youth Worker In Charge

o5

£ Campative

Cllck apply below for further information and
to submit a copy of your CV.

Previous applicants need not apply.
Closing date 215t February

@ snare
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Atready uploaded your CV2Sign it apply
instanty
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Procurement
Officer

Q WSs1, Walsall

£33,622 per annum
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