CURRICULUM VITAE
 
Touheed Ali
2 Trees Road
Walsall
WS1 3JU
Tel: 07849334636
E-mail: touheedali786@googlemail.com 
Education
2020                    University of Wales Trinity St David
                            Certificate of Higher Education Skills For The Workplace

2006/2007           Walsall College
                            Access to Business & IT (Higher Education)
                            BTEC Diploma in computing
2005/2006           Joseph Leckie Community Technology College
                            A-Level in Urdu-B 
2002/2004           Joseph Leckie Community Technology College
                            English-C           Maths-D                      

                               Science-D             History-C
                            I.T-Pass              Urdu-B 
Employment      
A1 Express  

Office Assistant/Receptionist -I was responsible for dealing with customers and their queries, I was the first point of contact for callers, speaking to customers on a daily basis over the telephone and face-to-face, I was answering incoming calls and inputting data onto the system, taking messages, keeping employee details up to date,  invoicing company letters to account holders, photocopying, filing and distributing faxes and emails and word processing.
Morrisons
Sales Assistant-I was responsible for dealing with customers and their queries, stock rotation, storing & stacking, I was handling payments by cash, card and cheque at the counter, working as part of a team, making sure goods are attractively displayed, helping customers to find the goods they want and advise them on the availability of stock and any special promotions and I was arranging orders/delivery of stock, storing goods in the correct order and general housekeeping duties.
Highgate Foods
Sales Assistant-I was handling payments by cash, card and cheque at the counter, working as part of a team, making sure goods are attractively displayed, helping customers to find the goods they want and advise them on the availability of stock and any special promotions, I was responsible for dealing with customers and their queries, stock rotation, storing & stacking, storing goods in the correct order and general housekeeping duties.
Key Skills
Through my job experience and my time in education at school and college I have gained the following experiences;
· I am able to work as part of a team, I am able to participate within a team and motivate others in achieving their potential,
· I work hard and get the job done, I meet standards and deadlines and I display a high energy level,
· I enjoy working with the customers and I have a genuine interest in helping people,
· I am enthusiastic in learning new skills and experience as shown in my employment record,
· I have a polite, helpful manner when dealing with customers and colleagues, 
· I am committed to maintaining and adhering to health and safety standards in order to reduce risks/accidents in the work place,
· I have good knowledge of computers including software such as Microsoft Windows, such programs as Microsoft Word, Microsoft Excel Microsoft PowerPoint, Outlook and also the Internet.
· Adaptable in meeting changing environments,
· I am confident when dealing with difficult situations, I have a polite, tactful and friendly attitude,
· I am confident and a approachable person, I am patient and calm under pressure,
· I have plenty of stamina to work for a long period of time,
· I have a confident and clear telephone manner.
· I am Loyal, courteous and respectful to positions of authority,
· I am comfortable using computerised equipment such as computers.
· I have a High level of self-motivation, 
 
Personal Profile 
I am a well organised, reliable and punctual as well as trustworthy, hardworking and results driven. I posses excellent interpersonal communication skills which allow me to successfully manage, change and also able to organise and plan workloads/projects effectively to meet set deadlines, and work unsupervised using own initiative to problem solve. I am proactive and flexible and have exceptional level of energy and I am resilient. 
Interests and activities
I am an outgoing person and enjoy travelling as it allows me to expand my horizons and meet new people. In my spare time I also do a lot of reading which allows me to broaden my knowledge and use my imagination. I feel sports are important in order to maintain a healthy body and mind and therefore I go swimming and cycling at least once a week which I find is very stimulating. I also play cricket and football currently representing Walsall YMF and Wednesbury Cricket Club.
References available on request.
Job Specification
Administrative Assistant | Walsall Healthcare NHS Trust

Walsall Healthcare NHS Trust

Full–time
We are looking to recruit an enthusiastic and motivated clerical support to work within the Maternity and Sexual Health Care Group. The post holder will work as part of a team responsible for providing an efficient general administration day-to-day support to the department.

Applicants should have excellent communication and interpersonal skills and the ability to work as a team member whilst being flexible in their approach. Previous clerical experience and highly developed computer skills are essential to this post. The ability to prioritise your workload and maintain confidentially in all areas of your work is essential.

The successful candidate should be able to demonstrate a good knowledge of working with computer based packages, including Microsoft Word, Excel, e-mail and the Internet. The ability to input data accurately, arrange deliveries/collections, work to tight deadlines, prioritise own workload, working as part of a team and on own initiative is also essential

This advert closes on Friday 30 Oct 2020
Touheed Ali

2 Trees Road 

Walsall

WS1 3JU

Dear Sir/\Madam

I am writing to you because I believe my training, experience, and proven ability as a office assistant and receptionist will allow me to significantly contribute to your company.

In reviewing the attached resume, you will note that I have acquired valuable experience

If you are seeking an Administration assistant who has excellent people and problem solving skills and can easily provide optimum support to your operations, then please consider what I have to offer.

I believe it would be mutually beneficial for us to meet and discuss the goals of your company and how my technical abilities can help you achieve those goals 

I believe my educational background and my work related duties of customer service and sales advisory role have helped me a great deal, together with these skills and ability to work well as part of team combined with my enthusiasm to learn, were essential to my contributions and success during these roles .

My long term experience has taught me how to meet and exceed each customer's expectations with service. I have assisted all types of customers in all types of settings.If you are seeking a person who has excellent people and problem solving skills and can easily provide optimum support then please consider what I have to offer.

Thank you for your time and consideration. 

Sincerely,
