OPHELIA KWARTENG
Email:0pheliaakom2000@gmail.com

PERSONAL STATEMENT
A motivated, resilient and hardworking individual with strong customer-service, administrative and care-support experience across healthcare, logistics, hospitality and education environments. I demonstrate reliability, a positive work ethnic and the ability to work independently or within fast-paced teams. I am committed to continuous learning, delivering high quality service, and maintaining professionalism in every role.

EDUCATION
St. David Trinity University 2023-2025
Certificate in HE in Care
Yaa Asantewaa Secondary School

EMPLOYMENT HISTORY
Ward Hostess, Queen Elizabeth Hospital
Supported food service delivery to patients across wards.
. Ensured adherence to hygiene, safety and dietary guidelines.
. Provided compassionate, patient-centred assistance.

Medical Records Assistant, Singleton Hospital 2017-2019
. Organised and updated confidential medical files.
. Maintained accuracy and compliance with data protection procedures.
. Assisted staff with record retrieval and administrative support

Packing & Sorting Operative, UK Mail
. Sorting parcels and ensured is timely dispatched.
. Worked efficiently in a high-volume logistics environment.

. Followed operational and safety procedures.
. 
Kitchen Assistant
. Supported meal preparation and kitchen hygiene.
Complied with food-safety standards.
Assisted with cleaning, washing-up and service.

Self-Employed
Provided childcare support for families.
. Ensured safety, supervision and age-appropriate activities.

KEY SKILLS
. Customer service & client support
. Administrative and clerical duties
. Records keeping and data handling
. Teamwork and communication
. Time management
. Health and safety awareness
. Childcare and family support
. Ability to work independently and under pressure

ACHIEVEMENTS
. Experience across multiple sectors including healthcare, logistics , hospitality, and childcare.
. Known for reliability, professionalism and strong interpersonal skills.
. Positive feedback from managers, colleagues and clients.
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