Zeba Arif
07306090318
zeba_33@hotmail.co.uk
Personal Statement:
I am a confident, hardworking and organised individual, who has an array of skills which can be fully utilised within any fast paced and challenging environment. I have excellent communication and strong interpersonal skills, coupled with the ability to work within a team or on my own initiative. I am looking to secure a future in the care sector as I am a caring natured person who enjoys looking after and helping people.
Key Skills:

· Full Clean Driving Licence 
· Multi Language Fluent in three languages English, Urdu and Punjabi

· Very understanding of individuals needs

· Excellent at motivating others

· Very well Organised

· Excellent at following instructions

Employment History & Work Experience:
Shaw hill Primary School (work experience) 
March 2007 – (4 Week)
My Main Responsibilities included:
· Assisting Teachers in Class

· Assisting Children at Break times And Lunch times

· Helping Children with Schoolwork
· Keeping Classrooms Clean at All Times

Personal tutor 





 Feb 2012 - Dec 2013

· Teaching maths to 11+ students
· Teaching maths for grammar school exams  
Smoking Aces 





 July 2012 - Oct 2012

Job Title: General Assistant

· Serving customers in the café
· Taking orders
· Taking cash payments
· Cleaning
St Joseph’s Care Home 




 Oct 2012 – Dec 2012
Job Title: Care Home Assistant

· Dressing and bathing residents

· Making beds and preparing lunch/breakfast tables

· Preparing resident for bedtime
· Covering all aspects of domiciliary care

Your Care Services 



 Dec 2012 – Jan 2013

Job Title: Home Care Assistant

· Assisting with Dressing and bathing clients
· Making beds and preparing lunch/breakfast 
· Preparing resident for bedtime
· Covering all aspects of domiciliary care  

· Feeding clients 

· Dealing with challenging behaviour 

Waitress   





 Feb 2013 - 2016

· Serving trays of food 
· Cleaning 
· Setting tables 
· Making serviette
Naseby Medical centre




May 2014 – June 2021
My Main Responsibilities included:
· Dealing with patients
· Filing 
· Doing repeat prescriptions
· Stock takes 
Education and Qualifications:
Saltley Secondary school and Specialist Science College – Sept 2003 to Sept 2008
Mathew Bolton collage – Sep 2008 to 2011

Birmingham Metropolitan collage – 2011 to 2012  

	Subjects
	Achieved Grades

	GCSE Maths                                                                     

GCSE English                                                                   

GCSE Single Science                                                     

GCSE Double Science                                                       

GCSE Information & Technology                                         

GCSE RE                                                           

GCSE History Full Course                                                 

BTEC Child Development

BTEC Applied Science level 2 

BTEC Applied science level 3 

Adult literacy 

Adult Numeracy
	D

D

C

B

C

B

D

C

B

MMM

Level 2 

Level 2


Hobbies and interests:

I am interested in shopping and spending time with my friends, as well as meeting and socializing with new people. I like learning new skills and helping around the house, I also like interacting with little children as I have a little niece who I often baby-sit. I also like to read books and surf the internet. I would describe myself as a people person due to my self being very friendly and approachable. I also have excellent communication skills and can interact with different people successfully. I enjoy working in challenging environments.  
References are available upon request
Cover letter 

9 October 2021

Dear employer,

 I have always had an interest in working for the NHS since childhood, I have always wanted to be a receptionist as this is the first point of contact and this is where people express their concerns. I have always wanted to return the health and care I received from the NHS growing up. I enjoy caring for people, helping and comforting people. I have always had a career in the NHS and want to continue to do so as I find this a rewarding act

I feel I am a good match for this role as I have first-hand experience as I have previously been a receptionist in a GP practice for 7 years and due to all my hard work, I was promoted to a line manager. I am a very caring and patient individual and I believe these skills help when patients come, and they are annoyed and just need reassurance. 

As first point of contact I feel it is very important to have a very understanding nature as you neva really know anyone’s struggle you need to be calm and collective and not forget why you are there which is to help people. having all these skills is key and I have all these skills.

 I would love to be considered for this role and would love to hear from you in the coming weeks to arrange an interview, please do not hesitate to contact me at your earliest convenience. thank you

Job description 

Medical Receptionist

Reservoir Road Surgery

Birmingham B23

£9 an hour - Part-time, Contract

We are a well-established 3 GP Partner practice, delivering a wide range of services to our 12500+ patients.

We require a Receptionist / Administrator to join our team to provide and maintain high standards of patients care as well as reception and administrative tasks. The successful candidate will enjoy working as part of a dedicated team, with the added satisfaction of working for an organisation committed to the care and wellbeing of others.

We use clinical systems emisweb and Docman 10.

The successful candidate must have excellent computer knowledge, sound communication skills and the ability to work within a team. We are looking for someone who is keen to help our practice maintain clinical excellence by helping us achieve our key performance measures and development.

The candidate will need to have a flexible working approach and have the ability to work with a wide range of professionals, patients, colleagues and outside agencies.

Part-time hours: TBC

Job Types: Part-time, Contract

Part-time hours: 18 per week

Application deadline: 29/10/2021

Job Types: Part-time, Contract

Salary: From £9.00 per hour

Schedule:

· Day shift

Experience:

· Medical Receptionist: 1 year (required)

Work remotely:

· No 

https://uk.indeed.com/viewjob?jk=8050863bec7aeb27&q=medical+receptionist&l=Birmingham+B15&tk=1fhdaf321ude4802&from=ja&alid=5ba7784790087d0ad888347a&utm_campaign=job_alerts&utm_medium=email&utm_source=jobseeker_emails&rgtk=1fhdaf321ude4802
