LCLM4005- Employability and Career Development
Dennis Pepple 
Vlasta Daniela Kovacova 
STUDENT ID: 2421028


Location
Wolverhampton WV6 0DE
Full job description
We currently have a receptionist vacancy; this is a busy and varied role, dealing with patients both face to face and on the telephone. Duties will also include general practice administration. You will need to ensure that you are organized and be patient and focused. Ideally, you will have previously gained experience in Care Navigation within a General Practice environment.

The successful candidate will be required to provide excellent customer service skills and provide administrative support to the Practice. You must be flexible and able to work additional hours as and when required to cover annual leave and other periods of absence to ensure the efficient and smooth running of the Practice. Previous experience in General Practice is desirable. You must have excellent communication skills; the ability to cope with change, be adaptable, accurate and the ability to work alone or as part of a team are essential.

You must also be IT literate and experience of EMIS web is also desirable. This post is subject to a Disclosure Barring Service check

https://uk.indeed.com/jobs?q=admin&l=Wolverhampton%2C+West+Midlands&radius=15&vjk=6e1e1f7c670d52d0#:~:text=Job%20Post%20Details-,Receptionist,Skip,-%26nbsp%3B

                                                                       



                                                                    Vlasta Daniela Kovacova 
WV3 OHJ
11 BURLEIGH ROAD 
WOLVERHAMPTON
07721259014
Clairanna7@gmail.com
A confident, hard working person with good team skills and leadership, Able to keep up with deadlines and full finished work. On time with a positive mindset, and very good at solving tasks given. Determined to finish and start new work. I am good at organizing teammates with tasks given.  
· ICT- knowledgeable with words and PowerPoint, good at making my presentation or any work given to me to look up to standard work.
· CUSTOMER SERVICE- worked part time in a clothing store, helping all the customers with size of clothes or their style of fashion. Good at communicating with customers and giving any help required.
· CREATIVE- skilled at decorating and helping customers and employees to feel welcoming.
· PROBLEM SOLVING- developed through coursework (plan for business and chosen business) that helped to find out ways and methods to solve problems such as giving customers ability to give feedback on websites or social media to improve or to solve problems. Able to solve problems in teamwork.
COLTON HILLS COMMUNITY SCHOOL
Start time; September 2017
End time; June 2022

GCSE- Dance – p2
GCSE- Business - D1
GCSE- Health and social care – D1
GCSE- Art - 3
GCSE- Science – 3
GCSE- Math's - 1 
GCSE- English language – 4
GCSE – English literature – 5
            JUNIPER TRAINING
Start time; 5th September 2022
End time; 16th March 2023

GCSE – Math's functional skills – L1

GCSE – Customer service 

Wolverhampton college- 2023
             GCSE – level 2 business 
Wolverhampton college Paget Road 
start date; September 14th, 2023
end date; may 2024
Business level 2
GCSE- math - 1 
 OCTOBER 22ND 2022- EMPLOYED
Part time in a clothing shop, I developed emotional skills. Able to keep my emotions under control when dealing with a tempered customer. Developing sympathy for customers where I understand their situations if the product isn’t what they expected or if it gets destroyed just by one use, I often put myself into their situations which helped me to develop sympathy and understanding of customers feelings. Developed listening skills, which helped to find out the problems of customers. Listening skills helped to ask questions where important information was noted and found improved communication skills.
WORK EXPERIENCE 
In juniper- business called RM (refugee and migrant center)
Helps people with CV, application for college, help refugees and asylum seekers.
Done business administration experience such as setting appointments to clients through phone. Experienced in creating CV’s and art well-being classes, prepared work to calm and to keep comfortable clients. Organized and printed work (art paintings) to make clients feel welcoming and safe. Done art classes to make clients express themselves. Help people such as refugees and asylum seekers to feel less stressful and forget problems they had in their country, city. Learning how to give employment help such as giving websites to go through and start working also helped to create CV for clients and to understand the commitment they have to keep up with in universal credit. Booked in clients for a time slot to come in to discuss their situation and how the business could help them.
MY HOBBIES 
 I am interested in reading books such as those set in Victorian times, love writing and making my own stories, and enjoy watching movies. Writing helps me to gain new knowledge and helps me expand my imagination. I love swimming and playing with my hamster pet.
Available on Request 
Cover letter 

Clairanna&@gmail.com 
Phone number: 07721259014

Good evening, 
I am interested in the job application for Administrator, which was advertised on indeed. I would like to be part of the work and community that has been built through hard work. I am a positive team-player with confidence and plenty of positive communication witch has helped me through my time off training at juniper training LTD, where I was able to assist many advisors and help provide as much help as possible, For example  I was able to help with organizing appointments for new and recent clients, I was able to help with updating clients documents through my knowledge off IT. I believe I am suitable for the position off administrator in your business as you have stated that you're looking for an organized and motivated employee witch through my experience at Wolverhampton college I can provide as I was able to organize my work by making folders for different sections, this was also helpful for my note. I am interested in this position as find myself as a helping person, in a working section and privet section Aswell as i often help my sisters with their homework if they don't understand it.  
I have a Level 2 customer service certificate where i studied as Juniper training LTD as well as Business Level 2 through the help of Wolverhampton college Paget campus. 

I hope this email find you well   Sincerely, Vlasta Daniela Kovacova 


