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CURRICULUM VITAE

	NAME
	ALIMA BIBI

	ADDRESS
	52 GABALFA AVENUE
GABALFA
LLANDAFF NORTH
CARDIFF
UNITED KINGDOM

	TELEPHONE
	07860655947

	EMAIL
	alimab87@gmail.com



JOB TITLE:
Library Assistant, Cardiff University, University library services, Cardiff, Wales 

PERSONAL PROFILE:
Presenting a passionate, determined worker with ambitions to progress in career. Delivering excellent communication skills and being a reliable and punctual individual. A friendly, approachable person with a sense of understanding of other’s needs and emotions. Motivated team worker with enthusiasm to learn and improve new abilities and skills. Providing great organisation skills and being a keen learner, Grasp idea’s effectively and adapts to different situations smoothly. Managing time and structuring work and home routine efficiently. Producing quality, I.T skills and knowledge of technology and software’s for career and ongoing education. A great addition to your organisation, who adheres to rules and regulations by self-management and resilience.

KEY ACHIEVEMENTS AND SKILLS: 
· Previously worked alongside co-workers in building strong communication skills and managing time effectively. Working independently and being led by a team leader allowing to work strategically. Handling calls professionally and meeting the standard required by ING DIRECT company.
· Hobby home baker achieving creative skills, producing bakes for all occasions, and working productively to meet orders by deadlines. Managing time slots, responding to enquiries promptly, displaying organisational skills and resourcefulness.
· Completing and passing UK driving test, flexible with working hours.


EDUCATION AND QUALIFICATIONS:
	CERT HE LEVEL 4 SKILLS FOR THE WORKPLACE
	2021-2022
	On-going
	UNIVERSITY OF WALES TRINITY SAINT DAVID

	GCSE
	2005
	Completed
	FITZALAN HIGH SCHOOL



CAREER HISTORY:
	Casual Home Baker
	Baker, Decorator
	2021- present
	· Time management in baking and decorating
· Communicating digitally on social networks for orders
· Creating ideas and designs and implementing them through baking

	ING Direct
	Customer Service Administrator
	2007-2008
	· Dealing with Telephone banking inquiry’s online
· Working in teams with co-workers
· Providing great customer service’s
· Communicating with customers daily and maintaining the high standard’s



HOBBIES AND INTEREST:
An exceptionally enthusiastic and passionate home baker who enjoys catering for individuals and would love to cater for businesses and occasions. Observed and obtained these baking skills by self-teaching and practising for family and friends. Love to go on long walks with family and keep fit and active for personal health development. Enjoys reading books and spending quality time with friends and families.
REFERENCES: 
Can be provided upon request



COVER LETTER

Dear interviewer,
RE: Library Assistant, Cardiff University, Library services.
I am writing to apply for this position on the job application as advised by the recruitment agency.
My name is Alima Bibi, I am thrilled to be applying for this position at your university library. I am a keen motivated worker with ambitions to progress further in my career. I would like to take this opportunity to showcase my skills and abilities in your organisation and build up on my career experience. I am eager to join and assist your Library in helping to progress further and deliver your outstanding services. I have excellent communication skills and exceptional behaviour to maintain and engage in the values of the library’s services. I look forward to implementing and supporting the university library with your vast teaching, learning and research programmes to help accommodate teachers and students.
Being a determined worker and student, I can bring to you many of my transferrable employment skill. A naturally reliable individual and a flexible resilient worker, I am confident that I will be a great addition to your team and readily available to provide help to the library and in getting to know my colleagues.
I have achieved digital competency through my ongoing education at University of Wales Trinity Saint David and secured different research and learning methods to bring to your library services. Having to work independently and in groups, I can offer leadership and great team working skills.
During my time at ING Direct, I worked for customer service administration where I honed my skills and presented myself smartly and confidently at workplace. Dealing with telephone banking enquiry’s, I worked with team leaders to discuss progress and communicated daily on a one-to-one basis with customers. This work allowed me to analyse and obtain strategies to advise and assist customers with managing their queries and I believe I can maintain the and provide a better standard at your university’s Library.
Providing all these essential skills, I strongly feel I will be a great asset to your library at Cardiff University. After reviewing this letter, I hope that you will see I fit your requirement and that I am a positive and strong candid for your services.
I have attached my resume and look forward to hearing back from you and answer any questions in relation to my CV. I am available for interviews at your convenience and thank you for your time and consideration.
Yours Sincerely	Alima Bib



REFLECTION

Reflecting on creating and combining my cv and cover letter for a job application. I will be using the GIBBS reflective cycle (1988) which has a 6-stage approach to understanding the experience.
· DESCRIPTION
Writing up a CV stating my qualities and skills and included my career history and previous education for a job application I searched through a recruitment agency. I attached a cover letter to address why I would be best suited for this job and how I would meet the work criteria for the Cardiff University Library services through my past and ongoing experiences.
· FEELINGS
Given the long gap since I was last employed due to family planning. I found writing a CV was a slight challenge. Having lack of work experience to show on my resume meant I was limited with what to add in addition. I felt I had more weaknesses than strengths to point out, but I needed the CV to be all positive. Being overwhelmed with describing myself to my utmost best and being honest at the same time, I realised that I had strengths and skills which I do rely on and accommodate in my day to day life. I felt reassured and carried on merging the CV and cover letter.
· EVALUATION
Looking back at this experience of writing a CV and Cover letter, I can decide what went well and what hindered the experience.
The strengths
· Having the opportunity to write a CV to gain an interview.
· To be able to write about all my skills and abilities.
· Express what I can bring to the work force.
· Showing an understanding of the organisation I will be applying for.
· Strengthening my personal profile and cover letter with all positive and power words.
The weaknesses
· Lack of career history to show in the CV.
· Writing a CV and cover letter after a long duration away from work.
· Finding it hard to acknowledge my strengths amidst lack of experience.
· Searching for a suitable job that met my skills and abilities.


· ANALYSIS
Managing to find a desirable job, I was able to write a CV and merge it with a cover letter. This become a lot easier as I looked at my strengths which I could display to the organisation I was applying for. Looking at my notes from the previous lectures helped me to understand how to write and layout a CV correctly. I looked at the examples from the Panopto’s on Moodle to help with completing my CV and cover letter. Using power words to describe my skills and abilities allowed me to structure my application formally.
· CONCLUSION
Having written a CV and cover letter was an ideal and good practice for future career development and to gain interviews. Believing and implementing my skills in writing proved to be my strength which I can develop further and improve through career and focus. Completing the CV and cover letter allowed me to reflect on my abilities and work experience. I drew on the already honed skills to plot on my cover letter to showcase myself.
· ACTION PLAN
Looking at this reflective cycle I devised an action plan to improve on this experience by looking at my strengths and weaknesses.
· STRENGTHS AND WEAKNESSS TO IMPROVE ON:

· I can carry out voluntary work to gain experience and build up on my CV.
· Training to become more self-aware and draw on my strengths.
· Expanding my job search to broaden my experience.
· Keep my CV same but add additional words to focus on skills and achievements.
· When applying for the jobs, I will present my CV and cover letter appropriately to stand out from the rest by using quality papers and folder.
REFERENCE

· Gibbs reflective cycle (1988) University of Wales Trinity Saint David (online access via Moodle)
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