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Cover letter







To Whom, it may concern,
 
Application for the vacancy of Healthcare assistant

I am presenting my CV for the position advertised, I am greatly interested in this position, I believe that my skills, personal care experience make me the best candidate for the job. I am physically fit and have dealt with some challenging circumstances.
I communicate well with others and spend a lot of time interacting, I am also well organised and work well doing a number of different tasks at once. I am confident communicator at all level, I am able to put people at ease and gain their trust even in difficult circumstances, I am friendly and supportive, being sensitive to peoples needs and am able to explain information clearly and patiently. 
I am patient and polite and work well with a wide range of people from all walks of life. I always pride myself in my ability to deliver the very best service possible at all times and feel I would make a valuable addition to your team.
I look forward to hearing from you.
Yours sincerely 
Faima Siddiquie





















FAIMA SIDDIQUIE

PROFESSIONAL SUMMARY	    CONTACT


Committed Health Care Assistant focused on enhancing 		           ADDRESS  29 Kingscliff Road
daily life of challenging through compassionate care.	Birmingham, B109JU
Providing physical assistance 	PHONE 07715403381
To encourage customer care. Diligent in monitoring	EMAIL Faima121@yahoo.com
health changes for optional safety and wellbeing. I 	
am a professional Healthcare Assistant proving
compassionate patient care, Eager	                                                           SKILLS
healthcare professional with 4 years of experience 
providing support and care. Committed to increasing                                   -Exceptional communicator
knowledge of treatments through hands-on learning and                            -Compassionate care giver
detail Oriented record-keeping. Proven ability to solve                                 -Team player
complex problems and remain calm in emergency                                        -strong verbal
situations. Skilled at maintaining relationships with patients 	 communication
to provide top-of-the-line care. 	-Team leadership
                                                                                                                                 -Self motivated
	-Motivational team player
WORK HISTORY		-Extremely organised
		-Excellent customer service
Health Care Assistant, 03/2016 to current	-Communication skills
Lloyds Pharmacy- Birmingham West Midlands	
· [bookmark: _Hlk53673922]Assisted chemist with filling prescriptions for all                              
               customers daily.
· Communicated instructions to patients or care givers.                   
· Merchandised pharmacy goods according to company                  
              standards and with an eye for grabbing customer attention.
· Organised deliveries, enabling sufficient supplies.
· Verified order information against computer database.
· Maintained through patient medication records, ensuring 
              confidentiality and safety of information in line with data 
              protection laws.
· Provided safe and correct transfer of dispensed items to 
              appropriate patients.
· Selected, labelled and dispensed prescriptions accurately, 
               in line with operating procedures.
· Assisted in medicine product recommendations and 
               selections according to patient-specific needs.
· Greeted customers and provided friendly, knowledgeable 
               service.
· Processed incoming drug orders.
· Counted and labelled prescriptions with correct item and quantity.
kept pharmacy counter and related areas clean, neat and organised.
· Assisted pharmacy staff in preparing medications and filling orders.


Receptionist Administrator 01/2013 to 2016	
Nationwide Power Service- Birmingham, West Midlands

· Completed bi-weekly payroll for all employees.
· Received, screened and routed incoming calls.
· Maintained computer and physical filling systems.
· Handled all incoming business and client requests 
              for information.
· Increased team productively by reorganising office 
              supplies and protocols.
· Solved problems timely and effectively, ensuring 
              customer satisfaction.
· Oversaw appointment scheduling and itinerary
               coordination for both clients and personnel.
· Kept physical files and digitised records organised for 
              easy updating and retrieval by any team member with access.
	
                	
                            EDUCATION 

	     GCSE 04/2006
	Saltley School – Birmingham
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PERSONAL ATTRIBUTES

+ The Care Assistant must maintain strict confidentiality in performing the duties of Home
Care Assistant Worker. Must also demonstrate the following personal attributes:

+ Possess cultural awareness and sensitivity

+ Demonstrate sound work ethics

e Be consistent and fair

+ Be compassionate and understanding

+ Be flexible, adaptable and able to work effectively in a variety of settings

+ Respect cultural differences

+ Work independently with little supervisor

o Work effectively as a member of a team

MAIN ACTIVITIES

+ Encourage clients and families to be involved in care, if appropriate

+ Encourage clients and families to take responsibility for care, if appropriate

+ Liaise with all family, medical and other resources, as required

+ Advocate on behalf of service users for additional service and resources, as required
+ Establish and maintain current, accurate, confidential fles for each client

o Perform other related duties as required
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Care Assistant/Support Worker

Posted 4 September by Support Asia 4 Easy Apply

® £6.45- £8.72 per hour @ West Bromwich, West Midlands
(@ Permanent, full-time

The Care Assistants provide and coordinate individualised care and resources to service
users so that they may continue to live in their homes and in the community. Home Care
may include transportation, house cleaning, personal hygiene, providing meals, and other
health and wellness related activities. The Care Assistant s also responsible for
implementing the service user plan. They will maintain confidential client files and will
prepare and present reports and information as required. The Care Assistant will ensure
that all Home Care is provided in a caring and respectful way in keeping with all relevant
policies and procedures of Support Asia. They will liaise with other community services and
resources to ensure that other resources are involved, if required.

JOB DESCRIPTION

To have individual responsibility in accordance with the practices, procedures and policies of
Support Asia, for the personal needs of service users. To enable service users tolive as
independently, comfortably and securely as possible. To promote the opportunity for
service users to live in the community for as long as possible, by providing care and support
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to individuals and families.

DUTIES

« To perform basic personal care tasks as outlined in the service user plan.

« To alert project managers of any changes in the service user’s condition or circumstances.

« To create and maintain good communication with service users including those who may
have some degree of communication difficulties.

« To make and maintain effective working relationships with service users

« To develop good communication links with the usual carer or family member in the
service user's home.

« To prepare and cook meals if outlined in the service user plan

« To undertake housekeeping, household cleaning and laundry duties as requested if
outlined in the service user plan.

« To help with purchasing of provisions to provide an adequate, balanced and stimulating
diet where necessary.

« To adhere to all of Support Asia policies.

In general itis the duty of the post holder to undertake all care work with the sensitivity
required to provide services in a way, which will preserve the dignity, privacy, choice,
independence, fulfilment and rights of the service user and hisher usual carer/members of
family..
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KNOWLEDGE
The Home Care Assistant requires knowledge of:

« Proper home care techniques including house cleaning, feeding and personal hygiene.
« Appropriate Home Care Interventions.

« Services and resources in the community.

« The culture and traditions of people receiving support

« All relevant legislation, policies and practices.

SKILLS

« Must demonstrate the following skills:
« Team building skills

« Analytical and problem solving skills

« Decision making skills

« Effective verbal and listening communications skills

« Stress management skills

« Time management skills

o Financial management skills

« Administrative skills

« Strong interpersonal skills

« Conflict resolution skills

« Demonstrate good decision making in dealing with safety and other medical issues




