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Personal Profile statement / Career Objective

· I am approachable, very motivated, and confident within my role I have an open communication style which is acceptable to all, with an ability to negotiate successfully in difficult circumstances. Making a real difference towards the team within Administration, I have been working within service now for over 23 years. Which I have done several roles within the NHS Mental Health Services across the trust wards, and for last 2 years have been working has Administration at home different departments.
	
	Education


 Manor High School Wednesbury.
· C.S.E Level 2 English – (1985)
· C.S.E Level 4 Math’s – (1985)
· C.S.E Level 3 History-(1985)
· C.S.E Level 2 Cooking – (1985)
· Y.T.S Catering Course: (1985 till 1987) 706-1/706-2.
· Module Training Programme, in Mental Health Services: (05.01.1998), until (20.01.1999). From this my role changed to full time H.C.S.W, I remain in the same trust to date. Within this role I completed.
· Certificate of unit credit towards national vocational Qualification City & Guild
· 
· Level 3 NVQ in Care. (January 2008).
· University of Wales trinity saint David January (2021) until January (2022), Level 4 in Higher Education Skills for Workplace Health and Social Care.
	
	Experience


 Black Country Health and Social Care Trust
05.01.1998. to Present date. 
Senior Healthcare support worker, working from home has Administration for last 2 half years now. I am being redeployed from my role as Senior Healthcare Support worker due to injury that I sustained within my last role. To Administration role which I have achieved experience in over last 2 and half years also as a support worker.

	
	Skills


	Motivated tries to exceed targets, also a proactive team player within a team.
E.S.R training up to date at 87%
Rio Trained.
Health and safety Trained.

Basic life support trained
Mappa Trained.
Food Hygiene Trained
Produce reports in accordance with trust policy.
Processing incoming/outgoing post, taking appropriate action as necessary recording in accordance with operational procedures.
Maintain an efficient filling and records system, collate statistical information give support to audits.
Take understanding of your own responsibility Governance, confidentiality, security, data protection and Caldicot Principles.
Communicating with Clients on phone.
Using excel, Faxing, Filing Medical Records. Doctor ward Diary Basic IT Computer skills.
Within the last 25 years I have gain lots of experience in lots of different roles.
	Enjoy working within organized team
Sticking to targets that I am given.



	
	Activities


I enjoy having family and friends around me, I also have a passion for animals not all but do have my favorites’ I do enjoy stopping in a lot reading learning different things. Used to enjoy going Gym but due to injury not at moment. I like learning new things and take on challenges that I must use my knowledge for. Enjoy going on holidays when I can, I am also a good listener don’t have problem working with others, self-disciplined caring very focused with task that I am given. Passionate about my family and friends. Very serious about my job giving the best values the way I know how to conduct myself were ever I am.

References
Available on request.
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Quayside house, Rounds Green Road, Oldbury
Mental Health Division
Crisis Home Treatment Team.

Dear Clinical Lead Manager
I am currently looking for job within your team, I was informed of that vacancy within house. Working as Administration Officer for Crisis Home Treatment Team, At Present I am already doing back log off work. For Complex Medical Sectaries, within this role that I have been doing I have learnt word processing/typing at RSA/OCR Level 2, organizational skills, knowledge of computer packages including office and keyboard skills. I also have good communication skills, the ability to priorities my own workload and work towards meeting deadlines. Experience off working within the Healthcare environment and as part of a team. I am very confident that the skills I have adopted over the years the experience that I have learnt in my studies could make a great contribution in your team.
I would appreciate the opportunity to discuss my application further for this post, by doing the 4-week trial for this position. It would be great if we could discuss my Qualification and format of the role in person at your earliest convenience. My Resume is attached for your review.

Sincerely

Congeita Clarke-Young
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