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I have decided to apply for the role of a Nursery Nurse for my CV and covering letter.
Tahmina Begum
Address: 102 Lansdowne Road, Cardiff, CF5 1PU
Email: begumtahmina27@hotmail.com | Mobile: 07858599310
Personal statement
A hard working and goal-oriented Nursery Nurse with a caring and passionate personality. Builds and maintains good relationships with parents and other members of the team through effective communication and team working. Is an excellent role model for her peers and can help new staff train and become acquainted with nursery life. Is a very skilled organiser and can plan activities last minute.
Key skills and achievements
The Hollies Day Care Nursery:
Completed first aid and child protection training.
Trained new staff on meal times and personal care routines.
Successfully managed to run her own room without the presence of a senior.
Communication skills:
Excellent verbal and non-verbal communication skills.
Can adapt her method of communication in accordance to her audience.
Can sign using basic Makaton.
IT skills:
Has experience using a variety of different applications such as Microsoft Office and Teams.
Can use Microsoft Word and Excel to create clear and understandable spreadsheets to relay information.
Can use online software, such as Survey Monkey, to create surveys.
Team working skills:
Can take on a leadership role to ensure that the entire team is working efficiently.
Is able to communicate effectively with the entire group without any misunderstanding occurring. 
Planning and organisation:
Can multi-task to complete tasks by a set deadline.
Can prioritise tasks to ensure they are all done to a high standard
Employment history
Volunteering – 2015-18
The Hollies Day Care Nursery – 2018-20
Education
Qualifications	Dates 	Institution	Outcome
Cache Level 3 Diploma for Children’s Care, Learning and Development	September 2017 – July 2018	Cardiff and Vale College	Pass 
Cache Level 2 Diploma for Children’s Care, Learning and Development	September 2017 – July 2018	Cardiff and Vale College 	Pass 	
AoFAQ Level 3 in Emergency Paediatric First Aid	December 8th 2017	Ajuda Ltd 	Pass	
Level 2 Food Safety Catering 	January 18th 2018	Food Safety at Work	Pass 
Understanding Child Protection	June 23rd 2018	New Pathways Training	Pass
Reading and writing Welsh for the purpose of serving a customer	June 2017	WJEC	Pass
GCSE’s 	English	Science	Maths	Religious Studies	Child Development	Sociology 	Law	Welsh	July 2016		WJEC		OCR					AQA		B	B	C	B	C	C	C	B


Additional work experience
Volunteer teaching assistant – September 2017 – July 2018 – Lansdowne Primary School
Worked as part of a team to ensure that activities were set up.
Organised resources and equipment ready to be used by students and teachers.
Entrusted with a group of children to complete activities.
Showed ability to be able to work in a fast-paced environment. 
Personal interests.
Reading, swimming, nature walks, travelling, engaging with a range of different people from different cultural backgrounds and art. 
References available upon request 









Covering Letter
102 Lansdowne Road, CF5 1PU
Begumtahmina27@hotmail.com
9 Sanatorium Road, CF11 8DG
Tuesday 1st December 2020

Dear Sir/Madam,
RE: Job Application for Nursery Nurse Vacancy
I am writing about the vacancy that has been posted for the role of Nursery Nurse. I have enclosed my CV which will give you details of my qualifications and my previous work experience. I would like to take this opportunity to explain to you why I think that I am the perfect candidate for this role.
I have a Level 2 and Level 3 Diploma in Child Care, Learning and Development which gives me the knowledge that I need to be a valuable asset to your team.  I have knowledge of all rules and legislations that are needed to be able to work effectively and efficiently within a nursery setting. Whilst completing my diploma I have completed training for food hygiene and how to write up accident, incident and external injury forms along with how to write up risk assessments. Doing this has taught me how to handle food especially with dietary requirements, how to describe in detail what an injury looks like so that others could also understand what it looks like. I was also taught how to look at activities and resources from different angles to be able to identify any potential hazards. 
My work experience is also a vital part when considering me for the role of a Nursery Nurse as I have the experience needed to work with children of many ages. My work experience has also given me the opportunity to be able to plan activities for a variety of different ages and how to ensure that they are suitable for all children regardless of any external factors that would otherwise exclude them from certain activities. 
Thank you for reading my application and I hope that I meet the requirements that you are looking for and please feel free to contact me if you have any questions.
I look forward to hearing from you.
Yours faithfully,
Tahmina Begum








Reflecting on writing a CV and covering letter.
Description.
I had to create a CV and covering letter for a job of my choosing. I had to think about the requirements of the job and what other specifications that are needed to be hired for the job. Then using this information, I had to make up a CV to match the job that I had chosen. I had to write in the relevant qualifications and skills that I possessed to be seen as a valuable member of their team. I also had to talk about my previous work experience so show that I had the skills that they required. In my covering letter I talked about how my education has impacted my life and how it has prepared me for this role. 
Feelings
I was feeling very confident when before I started writing the CV because I had previously created one whilst in high school but after doing some research I realised that there was a lot of information that I did not add in my first CV. At this point I was a little worried because I was not sure what I would need to add and what format I would need to use. I started off a little slow but soon found myself writing more. Half way through I began to get a little worried that I was not going along the right lines but after reading the information I found in a book, I reassured myself that the information that I had provided was valid and useful. 
I was more worried about doing the covering letter because I had never done this before. I found it difficult to find links between the information I learned at college and the job roles and responsibilities because I found the requirements for the role of a Nursery Nurse comes more from hands on experiences than in a textbook. After finding some links it became easier to write this information down and explain them. I was a little worried about how to lay this information out but then found an example of a cover letter in a textbook and used that as guidance to create my own. 
Evaluation and analysis
Overall, I think that I have produced a good CV and cover letter. I believe that it has the relevant information and clearly shows my strengths. However, I feel that it would have better if I had more experience with CV’s and covering letters because then I would have a better understanding of what needed to be included and what information could be excluded. I think that if I had done more research, I would have a better understanding of the layout and the information that needs to be included to make me a more desirable candidate. This is because I think that this would have made it easier to produce a CV and covering letter and it would be of a better quality. 
Conclusion
In conclusion, I believe that there are some aspects of my CV that could be changed such as adding more key skills so that an employer knows that I wide variety of skills to offer them and not just the bare minimum and I also could have expanded my additional work experience section and also my personal interest section as this would show an employer that I have the relevant experience to be able to carry out tasks to a high standard and it will also give the employer a chance to get to know a little more about me before they set up an interview. 
Action plan
In the future, when creating another CV, I will make sure to do more research about the job role that I am applying for. I will also research different layouts for CV’s so that the one I create will clearly state my strengths and will be easy to read and follow. By doing additional research about the job I will be able to produce a better covering letter as it will be easier to link my skills set and education to their job description. 
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