Sumayyah Bi Bi 
sweetness786x@hotmail.co.uk
07415614769

Personal Profile 
I am a hard working individual, reliable, enthusiastic individual. I have the ability to organize and priorities my workload and meet strict deadlines. I am a friendly, outgoing individual who can communicate confidently at all levels. I am currently seeking employment within the administration or retail industry, so it can utilize the transferable skills I have gained in my previous roles. 

Key Skills 
· Computer Literate, Excel, Word, Internet
· Excellent communication skills 
· Languages - Urdu, English, Mirpur and Spanish 
· Team Player 
· Excellent organization and prioritization skills 
· Good time management 

Employment History 

Work Experience 
Classroom Assistant, Welford Primary School, Birmingham (2006.2 weeks)
Classroom assistant, taking instructions from a teacher to establish the daily curriculum. I used to come in sign myself in, organize refreshments for the children, assisting in playground activities, and also help them with their understanding of colors, numbers, and letters to help with their pre - school education. 

Asda (try before you buy) 
I would assist customers in sampling food and drinks. I had to keep my part of the area clean and presentable to entice customers to sample and therefore purchase the brand. Communication with customers was important to establish any allergies they may have. 

Education and Training

George Dixon International School and Sixth Form Centre 
I received good education and achieved 6 GCSE's 

TBG Learning 
Level 1 and 2 Mathematics 
Level 1 and 2 English 

TBG Learning 
Apprenticeship Business Level 2 

Receptionist TBG Learning, (2010 for 6 weeks)
My duties included meeting and greeting customers, ensuring they signed in and out of the building for security reasons. I answered incoming telephone enquires ensuring I provided excellent customer service at all times. I typed letters, done filling, faxing and photocopying. 



Euro Shaf Industrial Estate
My duties included to take interviews with students and help them fill in their application form also help them to do their CV's and their work, meeting and greeting customers, ensuring they signed in and out of the building for security reasons. I answered incoming telephone enquires ensuring i provided excellent customer service at all times. i typed letters, done filling, faxing and photocopying. 

Unicom Telesales 
My job was to phone 200 hundred Business Company in a day and persuade them to join Unicom for their business landlines as it is cheaper and book appointments with them so one of the team leaders can go and sign the contract. 

Voluntary Work Charity Shop Cancer Research 

My duties included merchandising the store. Helping customers with any problem they had. Also working on the till and at the back of the store to price the clothing and sort them out.

Teaching Assistant Level 2
I was studying my teaching assistant level 2 and doing a placement at a primary school. Working with different types of ages of children’s. I used to assist them into class of start of school, also help them doing their work, reading books with them, assisting in playground, looking after them whilst teacher was gone to a meeting and a lot more.  

Care Assistant SevaCare
My duties included to visit clients in their residential home and offer them care. Such as personal care, like dressing them in the morning and giving them a wash, preparing their meals, making them cup of tea, help them onto the commode and hoist them out of bed, change their pads regular, have a chat with them make them feel comfortable and not alone, assist them into bed and taking them out.  

Care Assistant Crestar HealthCare 
My duties included to visit clients in their residential home and offer them care. Such as personal care, like dressing them in the morning and giving them a wash, preparing their meals, making them cup of tea, help them onto the commode and hoist them out of bed, change their pads regular, have a chat with them make them feel comfortable and not alone, assist them into bed and taking them out. I have worked in the office as an admin role I was taking on calls, clients complaints, visiting clients for assessments, type up the working care plan and make clients and carers folders. 


Hobbies and Interests 
I attend the gym on a regular basis, which I enjoy as it keeps me fit and active. I like spending time with family and friends and reading books. 

References
Available On Request 



















Sanctuary Care
London, Greater London, GB, N9 7RQ
To whom it may concern, 
I am writing in response to an ad for the care assistant days position of your Sanctuary Care. After carefully reading your job description, I have found that my skills and qualifications complement your needs. I believe that my excellent interpersonal skills, education, and personal care experience make me the best candidate for the job. My professional background has provided me with exceptional knowledge and the confidence needed to properly assist people with their personal care needs. 
With more than years of experience as a care assistant and other position, I am adept in following care plans, assisting with daily living, and managing client schedules. Moreover, while my on-the-job experience has offered me a well-rounded skill set, including first-rate organization and communication skills, I have a passion for improving individual quality of life and am eager to put my drive and commitment to work for your clients as a contributing member of your team.
My experience includes helping patients with their personal needs such as using the bathroom, bathing, getting dressed, and eating. I also have experience changing beds, cleaning up after patients, and helping to keep the facility clean and sanitized. I have a pleasant and friendly personality with the ability to help patients feel comfortable and confident that they are receiving the very best care possible, regardless of their condition.
I am flexible enough to work in different departments of your facility and to work any shift needed. I plan to continue my education in the medical field to acquire a nursing degree. I love helping others and I believe there is no better way to do this than by working in the health care profession.
I have skillfully balanced organizational objectives and productive relationships, strategies, and recommending ways in which to achieve and maintain a competitive business edge. My leadership and management talents have supported my professional growth. I adeptly uncover clients’ unique needs and requirements, developing and implementing individualized care plans to help them achieve their objectives. 
Please review my attached resume for additional details regarding my expertise and career achievements. I believe I would be a great asset to your team and look forward to hearing from you to discuss how I may contribute to your goals. I will follow up to request an appointment to discuss how my experience and background meet your needs.
Thank you for your time and consideration.
Sincerely, 
Sumayyah Bi Bi


Link for the job - https://www.indeed.co.uk/jobs?q=Care%20Assistant&fromage=3&vjk=b7548eea03f1b4bb
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