  


	Professional and Career development
               BMSW 4005
               Farah Islam


               MOCK INTERVEIW

                Razwana Kousar

                 2019003



                                            RAZWANA KOUSAR
Email: 2019003@student.uwtsd.ac.uk

A highly motivated, friendly, and polite individual with excellent administrative skills and the ability to achieve and exceed challenging targets and produce high standards of work with minimal supervision.  Possesses excellent time management and organisational skills where tight deadlines have been met and possesses the ability to balance and prioritise various requirements and tasks efficiently. In addition, has a flexible, reliable, dedicated, and adaptable approach to work.  Now seeking the opportunity to utilise and develop these skills and attributes within a retail or customer facing environment.

KEY SKILLS AND ACHIEVEMENTS:

· Excellent interpersonal and communication skills which have been demonstrated whilst working in busy, pressurised environments.
· The ability to plan and manage own workload and meet strict deadlines with efficient time management skills.
· Enthusiastic, with the proven ability to respond positively to pre-determined targets and personal goals.
· Good experience of working effectively within a successful team
· Multi-lingual (fluent in English, Urdu, Punjabi and Hindi)
· Flexible and adaptable with the ability to work well under pressure, learn new skills quickly and to motivate others.
· Competent in the use of Microsoft Word and Internet and e-mail.

EMPLOYMENT HISTORY:
BURGAR KING                                                                                             2019
Crew member
· Meeting and greeting customers
· Taking food and drink orders.
· Maintaining a clean work environment.
· Preparing food and wrapping sandwiches

CAREER BREAK TO RAISE A CHILD	                                                    2008 – 2017

RIDGACRE HOUSE SURGERY, BIRMINGHAM	2006 - 2008
Administrator
· Developing, updating and maintaining a customer filing system
· Photocopying and filing of documents and maintaining contact lists.
· A front of house service responding to customer phone calls and enquiries.

ALCOCK, MAY AND ILES PHARMACY	2004 - 2006 
Dispenser
· Supporting the pharmacist in dispensing medication to customers.
· Handling medication and checking of prescriptions and orders.
· Working on the front counter helping customers and answering calls.

SPARKHILL ADULT EDUCATION CENTRE, BIRMINGHAM                   2003 - 2004
· Organising and storing of paperwork and computer-based information.
· Handling of incoming mail deliveries and distributing to the appropriate person.
· Dealing with customer enquiries via the telephone and in person.
.
EDUCATION AND QUALIFICATIONS:
HIGHFEILD QUALIFICATIONS                                                                        2018-19
Level1 certificate in business and administration (RQF).                             
Level2 healthy and safety in workplace.
Level2 food safety in catering.
BOURNVILLE COLLEGE, BIRMINGHAM	2006 – 2007
NVQ Level 2 in Business Administration
SOUTH BIRMINGHAM COLLEGE	2002
ECDL – European Computer Driving Licence
CLAIT – Level 1
GCSE English Language and Mathematics 
LEISURE INTERESTS:
Enjoy various sports, keep fit classes, reading literature and poetry and spending time with family and friends.


REFERENCES AVAILABLE UPON REQUEST




Cover letter



Dear Sir/Madam
I am writing to apply for the role of Health Care Assistant currently advertised. please find a copy of my CV attached.
As you’ll see, I have valuable experience working as a Carer.
I am a warm, positive, and caring person with excellent communication skills. I’m extremely organised and hard working.
Yours faithfully 
Razwana k
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