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PERSONAL PROFILE
I am an enthusiastic, hardworking, dedicated and reliable person with excellent written and oral communication skills in English and Bengali.  I am an open-hearted and cheerful person, easily approachable with good listening and team working skills. I am honest and always willing to help other people. As I am a Bollywood dancer, I very much enjoy meeting new people, learning about new cultures.
EDUCATION
University of Wales Trinity St David - September 2018 – Present

BA Early Education and Care 

Gower College – Swansea - 2013 to 2016

Extended Diploma Level 3 Health and Social Care – DMM
GCSE  Double Award Science – C
GCSE English Language – C
BTEC Level 2 in Health and Social Care - Pass


Olchfa Comprehensive – July 2013 

GCSE Maths – C
GCSE in English Literature – C
WORK EXPERIENCE
German Doner Kebab - June 2019 – Present
Team Member  
Responsibilities:
· Taking orders face to face and over the phone
· Dealing with complaints
· Till handling
· Cleaning
· Issuing refunds
· Fill containers with drinks 
· Send out food deliveries
Unicol GEC - June 2018 – December 2018)
Administrative Assistant 
Responsibilities:
· Answering telephone calls
· Arranging interviews/meetings
· Dealing with client inquiries
· Managing schedules
· Developing and maintaining filing system
· Writing and distributing email, correspondence memos, letters, faxes and forms.
· Update and maintain office policies and procedures
· Maintain contact lists
· Ordering office supplies 
Nanny/Babysitter – September 2017 – March 2018
Responsibilites:
· Following a set timetable
· Helping children with their homework
· Cleaning
· Preparing food
· Feeding
· Creating and carrying out activities to help support the child’s learning targets.
· General care
· Laundry
· Putting the children to sleep
Barrista  - Go Air Trampoline Park  - May 2017 to December 2017 
Responsiblities:
· Cleaning under COSHH regulations
· Serving customers
· Dealing with problems which customers may face.
· Till handling
· Party planning
· Serving hot food
· Serving cold/hot drinks
· Completing documents.
· First Aid
Domino's Pizza Swansea - September 2014 to September 2016 
Team Member 
Responsibilities:
· Taking orders face to face and over the phone
· Dealing with complaints
· Food handling
· Cleaning
· Fill containers with drinks 
· Send out food deliveries 
· Till handling
· Issuing refunds
Voluntary Worker 
· Brynmill Primary School - Swansea - March 2014 to June 2014 
· Bishop Gore STF Unit - Swansea - March 2014 to June 2014 
· Rose Garden Day Nursery – 2015 - 2016
Responsibilities:
· Communicating with children/students
· Playing with children/students
· Teaching children/students simple tasks
· Taking basic care of children/students.
· Meeting parents face to face
· Carrying out activities to help support the children’s/student’s learning targets
· Helping the children/students during lunch time










Personal Development Plan

	Target for development
	Why?
	How?
	Who?
	Where?
	When?

	
Keep up to date with assignments

	
In order to complete and graduate from BA Early Education & Care

	
By attending lecture. Asking for help whenever needed and keeping track of deadlines. As well as making sure I complete and submit my assignments before the deadline. Watching panaptos would also help me understand the assignment better.

	
Ask lecturers whenever help is needed. 
	
University
	
Before deadlines

	
Complete BA Early Education & Care

	
To apply for PGCE I will need to have completed BA Early Education & Care. Completing this undergraduate course may help me get a job as a teaching assistant which will help me gain experience in a primary school. 
	
Attend lectures to keep up to date with my assignments and submit assignments before deadlines. As well as making sure I understand modules and ask for help whenever it is needed. 
	
University lecturers
	
University
	
June 2021

	
Placement in primary school

	
Doing placement in a primary school will help me gain experience working in a primary school. 

	
Contact primary schools and ask for volunteering opportunities.
	
Primary school teachers/receptionist/head teachers.
	 
Local primary schools.
	
March 2021

	
Pass driving test and get a driving licence

	
Passing my driving test will allow travelling to university and work more convenient, meaning I can apply for jobs in schools which may be further away.

	
Take driving lessons regularly and book a practical driving test.
	
Driving instructor 
	
Swansea
	
June 2021
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