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Task 1
COVER LETTER
I am a fully qualified child social worker who has had 2 years' experience, I consider myself to be fully suited for the position of child key worker that you have advertised for and feel that I have the potential to fulfil the demands that are required for the position. Please find my CV attached.
My social worker experience involved managing difficult and complex caseloads. My approach to work involves calmy and practically responding to service users to achieve the best outcome. I also have experience in coordinating care with other agencies, such as primary care practices and psychological services. In addition, I have a particular interest with working with children with special need and disabilities, this simulated me to lead a community project on helping children with complex needs, the project was towards early identification of mental health problems in children with complex needs in social care. I had to liaise with other professionals like mental health specialist, and special needs nurses so this has taught me many different skills and picked up a lot of knowledge that I can take and use in the future. 
I am reliable, mature and can work under pressure. With my years of experience 	I can work effectively with highly sanative cases. I can manage my time and lead others ensuring that projects are delivered effectively. I believe this job opportunity will give me the challenges I am looking for and I want to reach as many vulnerable children as possible. 
My ability to communicate and reach agreement with other agencies is first class, and I have a team approach to establishing what is best for everyone. Therefore, I would like you to consider me for the position.
Yours sincerely, 
Rezia Razzaque













Task 2

Rezia Razzaque CV
Birmingham B42 2NT
 rezia@hotmail.co.uk 
07783326089
Personal Details
Driver's License: Cars 
Eligible to work in the UK: Yes
 Highest Level of Education: Certificate of Higher Education
 Industry: Administrative Assistance
Social worker
Job role included working with children and families, and often specialised in specific field of work, such as support for children and families with physical disability and mental health needs. I helped them make changes and access their rights as people and citizens. I worked with many different social networks, families, and different communities as well as individuals. I also helped them to develop supportive relationships.
Exam Invigilator
 Aston Manor Academy - Birmingham
 November 2020 to Nov2021
My job role is to ensure that exams are conducted in an appropriate manner within the correct period, supervise the students and make sure that exam regulations are being always met. Monitor students to make sure that there is no malpractice during exam. Distribute stationery and exam papers to students, prepare the exam hall and other exam rooms to ensure that it meets requirements. Providing support where necessary should an emergency arise. Ensuring that exam conditions are always adhered to, answering any queries that a student may have about the exam.


PSA/ Administrator
 Modality Partnership Walsall – Birmingham
 May 2021 to Present
I work as Patient Service Advisor (PSA) My job role includes greeting and guiding patients, effective use of the appointment system, booking appointments, processing of information, and assisting patients as required, First point of contact with patients when on reception, distribution of information, messages, and enquiries for the clinical team. ensure that patients and visitors enquiries are handled courteously, efficiently, and confidentially. Answer incoming calls in a friendly, polite, and professional manner, also take telephone messages, appointments and enter details on to computer system as appropriate. Alert doctors to urgent concerns or outstanding telephone calls. check prescription request, deal with procedure for new patients wishing to register with the practice. Filing, record keeping, and distribution of documents and mail are undertaken efficiently and promptly. Also printing of medical reports. I have also worked in covid clinic booked patients in for their booster vaccination and advised them if they are eligible for it.
Presenter IPCI - Birmingham 
October 2018 to March 2021
I worked in an exhibition as a presenter, my job role was to deliver motivational speech to children and adults about religious education. Interaction with children from primary schools to university students. Answering questions that student or teachers had on the topic that was presented. Helped with co-ordinating Time management skills as each presentation had specific times.
Sales Assistant Debhanams -
 Birmingham February 2015 to August 2019
Till staff
 taking customers' orders
 answering customer queries 
operations work
 stocking shelves
Receptionist/Administrator
 Lak Tamana & Associates - 
Birmingham April 2007 to October 2007
Able to confidently maintain records
 filling systems and archiving of projects
 Taking telephone calls Answering queries
 inputting data into computer


Sales Assistant Phones 4U – Birmingham
 January 2000 to June 2003
Answered customers questions and addressed problem and complaints in person and via phone. Helped customers select products that best fits their personal needs. Maintained visually appealing and effective displays for the entire shop. Exceeded personal sales goals educated customers on product and service offerings. Offered exceptional customer service to differentiate and promote the company brand. consulted with customers on the latest styles and brands and trends Collaborated with customer service team members to provide exceptional service throughout the entire shopping and purchasing experience Kept the showroom clean and maintained neat, orderly product displays Maintained knowledge of ongoing market and product trends to effectively answer customer questions Communicated information to customers about product quality, value, and style
Education achieved Certificate of Higher Education in Health and social care
 University of Wales Trinity Saint David -
 Birmingham
 
Skills 
• Customer Service
 • Call Center
 • Customer Support 
• Customer Care
 • Bilingual

Task 3
   I have created a book about domestic violence as many people suffer alone and in silence.
       
Chapter 1
What is domestic violence?
According to th crime survey for England and Whales year ending 2020 an estimated 5.5% of adults aged 16-74 experienced domestic abuse. Domestic violence is a form of domestic abuse, which is threatening, or controlling behaviour between those aged 16 or over who are in a relationship, carers and family members can also be preparators. No one is immune to being a victim of domestic abuse or violence, regardless of age, ethnicity or gender, socio-economic status background or sexuality. Domestic abuse can go on after a relationship has ended. Violent treatment can extend over a period and rarely a one-off incident can take several forms (Domestic violence, 2021)
Domestic abuse covers all different types of abuse, including but not limited to, physical, phycological, sexual, emotional, and financial abuse. Domestic abuse is not always physical it is a range of offences, and the term is used to describe a range of controlling and coercive behaviours, used by one person to maintain control over another with whom they have, or had an intimate or family relationship, also emotional abuse can be just as harmful. Men, women, and children can all be victims of domestic abuse (Brown 2017).
Chapter 2
Recognise the signs
An adult that is risk of harm from domestic abuse is a person aged 18 or over whose expose to harm through abuse, exploitation or neglect may be increased by their personal characteristic such as age, physical or mental disability, special educational needs, or any illness. Recognising circumstances of a person is also an indication of signs that they are a victim are isolation or loneliness, living conditions, finance, and work (nidirect, no date). Chapter 3 
What support is out there? 
You do not have to wait to get help for Domestic abuse, if a person feels like they are a victim of domestic abuse, it is important that they tell someone and remember that they are not alone. If especially important to understand that you do not need to wait for an emergency to get help. There are many support services available such as (nhs,2019)
There is a lot of support such as Women’s Aid they work with survivors of Domestic abuse in England and build a future where domestic abuse is not tolerated (Womens Aid,2021).

                            
Chapter 4
Testimony
“I suffered for nearly 30 years, he lost his temper over trivial things and would punch me in my face, he would raise his voice and shout at me. He would treat me in a dismissive and degrading manner, he would belittle me in front of others to show off”
“He was verbally abusive, constantly calling me horrible names and belittling me, criticizing everything about me, I felt worthless. He would damage items at home, he was a heavy drinker” (Ending domestic violence,2020)
Chapter 5
How to overcome domestic violence
Whatever the circumstances of the violence you need to prepare a plan to end the situation and find help quickly, the goal is to realise that you are a victim and take immediate action for your safety. The quicker the action the faster you will recover from the ordeal. It is important to understand there is light at the end of the tunnel. Once a person has left an abusive partner and start living in a safe environment, they must relearn how to live a fulfilling life after being a victim of domestic violence. (De-Rulle,A no date)
Chapter 6
Can I lead a normal life 
It is necessary to look after yourself, and put yourself first, believe that you are valuable, and stop believing everything that your abuser has said to put you down, connect with positive people that you love to live a better life, Start doing things you enjoy, develop new relationships but do not rush into dating as you will need time to heal. Take small steps each day at a time don’t rush the process time is a healer. you have a right to happiness (Schatz, J 2019)
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