

Cover letter

Lori Cornelius-Evans 
Swansea bay health board 
Singleton hospital
04/09/2020 

                                    Re: Application for Administrative Assistant Role
Dear Miss Lori, 
 
I am writing to apply for the Administrative Assistant Role at GP surgery as advertised on NHS jobs website, and to explain why my skills and experience would make me a strong Candidate for this position. 
 
With over 3 years working in administrative roles for various office-based environments, I have developed a strong understanding of the admin skills and have experience working in NHS environments I understand the values of that big company towards employee and patients 
With over 2 years in administrative assistant for medical secretary and Receptionist in GPOOH service in wales worked in 3 different bases, build my knowledge and skills regarding administrator. I have developed a strong understanding of the documents, procurement, filing and making reports, typing letters, handle medical records all administration requirements of the sector. Knowing that National health service NHS is such a big compony, I would be delighted to work to support your company ambitious plans.  
I had been working with in the GP out of hours service where I have undertaken all related training. I had to show my multi-tasking ability to perform my duties along with problem solving in the absence of supervisor. As a
client at work by using all the resources wisely and taking right decision on right time. 
management scholar I am capable of implementing the management process in to the job to achieve the goal of the service. I am always keen to be an administrative assistant, I believe I can play an important role as a part of your team. 
I am dedicated in providing the highest level of service at all times. 
I would be delighted to answer any questions about my skills and experience at interview and look forward to hearing from you soon. 
Kind regards, 
Huda Haroon 
07551991628 
Huda40@hotmail.co.uk.        


           

















                                                    

                               
         
                                                RESUME
 
Personal statement :

 I am a noticeably motivated, dynamic and bold character with a vast range of ride persistently endeavouring to acquire new skills at the same time as encompassing the capacity to work using own initiative or as a section of a team, also understanding the significance of top consumer relations. Enthusiastic, goal oriented and ‘result driven’, conveniently embraces a task and has the verified capacity of correctly prioritising workload to meet business wants and deadlines. A expert hassle solver, maintaining a expert appearance and providing a high quality enterprise photograph to the public, now wishing to follow current abilities and ride to a annoying role, with the possibility of in addition expert development.  
                                                                      Personal Details:
Name: Huda Haroon 
· Gender: Female
· Date of Birth: 03/10/1981
· Country of Residence: United Kingdom
             Huda40@hotmail.co.uk                                                                      

Skills and Achievements
Computer literate, confident using Microsoft Packages
Data Protection
Client Confidentiality
Team working skills
Organisational and planning skills
Problem solving skills
Customer service skills
Mentoring and supervisory skills
Work Permit 
                                                           Career History
                                                          Receptionist
GP Out of Hours Service (ABMU Health Board, NHS, Wales, UK)   (JULY 2019- Present)
· Providing a reception service for patients who attend the GP out of Hours Service on their arrival at the PCC

· Providing a professional response to all Health Professionals who contacts the service in person or by telephone. Calls maybe received from Hospital staff, Paramedics, community Nursing staff, ED Clinicians etc.

· Managing walk-in patients and patients referred from the Emergency Department in accordance with agreed protocols. There may be a need to overcome barriers to understanding the service when speaking to patients or relatives.

· Arranging appointments in the PCC in accordance with timescales appropriate to the clinical priority. This  will involve contacting patients by telephone and may require the use of tact and persuasive skills to encourage attendance at a PCC.

· Receiving direct referrals from Health Professionals in accordance with agreed protocols. This will include Paramedics, community Nursing staff, ED clinicians, staff from HM Prison Swansea and other out of Hours providers with whom there is cross boundary agreement in place.

· Liaising with the GP Undertaking Home Visits to ensure that the visits are undertaken within timescales appropriate to the clinical priority and to make comfort calls to patients /carers when delay occur.

· Developing good working relationships with OOH GPs,staff in the Call Handling Centre and other Health professionals who contact the service.

· Entering patient details on the Adastra system ensuring that the WDS lookup is completed to obtain patients’ NHS numbers.



Voluntary Work
African Community Centre 			Administrative Assistant  			2018 – 2019 
Greeting and meeting visitors to the centre
Helping visitors complete appropriate forms
Using spreadsheets for capturing data

Swansea Council (C&CS) 				Administrative Assistant			2018 
Formulated templates
Produced labels
Filing 
Printing and photocopying documents
Use of internet for procurement purposes
Storing files compliance with Data Protection
Collection and delivery of incoming/outgoing mail
Compiling files ready for client data/information

EYST, Swansea 					Receptionist: 					2017 – 2018
Meeting and greeting clients and visitors
Answering incoming calls and transferring them as appropriate
Keeping a log of incoming calls
Arranging meetings and appointments
Providing PC support for clients
General Admin duties 

Unity in Diversity, Swansea 			Teaching Assistant   				2017 – 2017
Teaching English to Asylum Seekers

Admin and clerical work, Medical secretary (respiratory )NHS 2019-2019
 Faxing, scanning, printout
Good understanding of WPAS system
Handle medical records 
Setup files for doctors
Make discharge summaries of patients
Send back files to relevant department
Typing letters
Book appointment for Patients.

Little Angels Primary School, Rawalpindi 		Early Years Teacher				2008 – 2009
Delivering the curriculum to pupils aged 5 and 6 
Teaching Maths and English 
Engaging pupils in non-curriculum activities such a ‘Rhyme Time’  
Training
ESOL						
F.A.S.T Programme Child Development
Nurturing Programme, Family Links
F.L.A.P.S, Flying Start
Language and Play, Flying Start
Play Scheme, Mend
Microsoft Excel Level 1, Computer Aid
Effective Signposting in Supporting Asylum Seekers and Refugees
Beauty Course, Adult Learning Wales		
Glass Painting Workshop			

Education and Qualification
Open University 				Post Graduate Teaching				2009
Punjab University 			Degree: Psychology (BA)			2001 – 2004
UCAT: Information Technology Diploma					 – 					2002 - 2003

Hobbies & Interests
I enjoy gardening, and spending time with my family and friends. 

References Available On Request
