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ADIL AMJAD

131 Millhouse Road, Birmingham B25 8QT
📞 07361 525 877 | ✉️ adilamjad1503@gmail.com

PERSONAL PROFILE
Reliable, accurate, and motivated individual targeting a career in administration and accounting. Completed Level 4 Business Skills (UWTSD, Nov 2026) and starting  in  my Business Management degree in Jan 2027
Strong experience in cash handling, record keeping, and strict compliance — proven reliability, attention to detail, and excellent time management. Fully flexible for shifts including evenings, weekends, and nights. SIA badge holder, First Aid trained, and ready to start immediately.
Eligible to work in the UK with no restrictions.

EDUCATION & QUALIFICATIONS

University of Wales Trinity Saint David (IICL Birmingham)
Level 4 Certificate in Business Skills in the Workplace | Jan 2026 – Nov 2026 ) in progress 
GCSEs
• Mathematics – Grade 4
• English Language – Grade 4
• Science (Double Award) – Grades 5–4
• Religious Education – Grade 4

Certifications
• SIA Badge — Current
• First Aid at Work — Certified
•Safe Working Practices — Trained

KEY SKILLS
·  Admin & IT: Microsoft Word, Excel, Email, Internet research, Data Entry
·  Soft Skills: Teamwork, communication, problem-solving, timekeeping, reliability
·  Other: Driving Licence (Full UK), own transport available


WORK EXPERIENCE

Morrisons — Team Member
Birmingham | May 2026 – Present

• Processed daily cash & card transactions with 100% reconciliation accuracy
• Maintained clear records of stock, deliveries, and inventory movements
• Followed strict security, confidentiality, and cash-handling protocols at all times
• Monitored activity, identified risks, and reported concerns promptly
• Provided excellent customer service alongside accurate data recording
• Worked flexible shifts including evenings and weekends alongside studies

Burger & Sauce — Restaurant Manager
Birmingham | Nov 20231– Mar 2025
•Managed daily cash flows, banking, and reconciliation for a high-volume site
• Controlled stock levels, placed orders, and recorded expenditure accurately
• Created rotas, tracked hours, and maintained staff records
• Ensured full compliance with health, safety, and workplace regulations
• Trained new team members on procedures, standards, and documentation
• Resolved issues calmly and maintained professional communication.




Cover Letter 

Adil Amjad
131 Millhouse Road  Birmingham  B25 8QT
07361 525877
19th  October 2026
Alison Stone
Clinical Lead for Specialist Rehabilitation
Walsall Healthcare NHS Trust
Short Heath Health Centre
Bloxwich Road North
Walsall
WV12 5PR
RE: Application for Clerical Officer
Dear Mr Rafai 
I am writing to express my enthusiastic interest in the Clerical Officer position at Walsall Healthcare NHS Trust, as advertised on NHS Jobs. With a strong foundation in business studies, practical customer service experience, and a keen focus on accuracy and organisation, I am confident I can make a positive contribution to your team from day one.
Currently working at Morrisons, I have developed excellent attention to detail, time management skills, and the ability to work effectively both independently and as part of a team in fast-paced environments. I take pride in handling tasks efficiently, communicating clearly with colleagues and customers, and maintaining high standards in everything I do. I am reliable, adaptable, and comfortable using computer systems and learning new software quickly — skills I know are essential for a busy clerical role in healthcare.
I am now looking to transition into a clerical position where I can apply my growing knowledge and develop a long-term career. I understand the importance of confidentiality, accuracy, and good communication within the NHS, and I am fully committed to delivering high-quality administrative support to your team and patients. I am eager to learn, hardworking, and ready to hit the ground running.
Thank you for considering my application. I would welcome the opportunity to discuss how my skills and enthusiasm can benefit Walsall Healthcare NHS Trust. I look forward to hearing from you.
Yours sincerely,
Adil Amjad 
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Walsall Healthcare NHS Trust
Clerical officer

I The closing date is 19 October 2026

Job summary

We are looking for a motivated and well organised administrator with
excellent communication, interpersonal, IT and organisational skills
with previous clerical experience in a healthcare environment to join
our team.

The successful candidate will be required to provide efficient, effective
and comprehensive administrative support to the Community Neuro
rehabilitation team and Fracture Liaison service working within a small
pool of admin.

You will be professional, motivated, reliable, have a flexible approach
to work and have the ability to work both independently and as a part
of a team.

PLEASE NOTE, WE MAY CLOSE THIS VACANCY EARLY IF WE RECEIVE A
HIGH NUMBERS OF APPLICATIONS.*Previous Applicants need not

apply*
Main duties of the job

To provide efficient, effective and comprehensive administrative
support to the team leader and the Community Neuro rehabilitation

Apply for this job

For questions about the
job, contact:

Clinical Lead for Specialist
Rehabilitation

Alison Stone
alison.stone8@nhs.net
01922604455

Walsall Healthcare l;l;g

Date posted
05 October 2026

Pay scheme

Agenda for change

Band
Band 3
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« Respond promptly and appropriately to external and internal Privacy notice

Walsall Healthcare NHS Tru:

leaders in a timely manner.

telephone queries from clients, carersirelatives, members of the

general public and members of the multi-disciplinary team.

« Receive, process, and register patient referrals onto the electronic
patient record system in a timely and accurate manner

« Provide clerical support as required and/or as assigned.

« Transcribe clinical documentation from the Dragon speech
recognition system, ensuring accuracy, timely completion, and
appropriate upload to electronic patient record systems

« Handle, maintain and track departmental files andor patient
records accurately, confidentially and sensitively according to
‘approved organisational and governance standards.

« Manage patient record filing systems, ensuring documentation is
stored accurately and readily accessible to authorised staff.

« Process detail relating to patients and staff promptly and accurately
and in an organised manner.

« Entering appointment details or other job related data into
computer as required

« Arrange meetings and attend meetings if requested to take and
produce accurate minutes of the meeting, circulation of supporting
papers adhering to set timescales.

« Work on own initiative by planning own workload and/or tasks
arranging own diary to resolve conflicting appointments to ensure
needs of the service are met

« Requesting stationary and other consumables relevant to local base
using e-procurement system and/or non stock in line with financial
standing regulations and maintain adequate stock levels, receiving
deliveries ensuring that they are checked, logged and forwarded to
the appropriate staff member.

« Requesting stationary and other consumables relevant to local base
using e-procurement system and/or non stock in line with financial
standing regulations and maintain adequate stock levels, receiving
deliveries ensuring that they are checked, logged and forwarded to
the appropriate staff member.

« Reporting of faults i.e. general maintenance issues.

Person Specification

Qualifications

Essential

« NVQlevel 3 Business Administration andlor Equivalent level of
knowledge gained through experience

« Training and experience appropriate to the departmental role




