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MR NAEEM AHMED
Address
66 Fairholme Road, Hodge Hill, Birmingham, B36 8HP • Naeem.ahmed303@yahoo.co.uk 
                                                           07986277032
Personal statement

I am a conscientious and professional individual with extensive experience in administration and management roles, I am currently seeking a new position as an administrator. As a highly organised and efficient individual I am always thorough and precise in my professional approach. Achievements with my previous employer include the implementation of an innovative new filing and indexing system. 
Key Skills 


Proficiency in all areas of Microsoft Office, including Access, Excel, Word and PowerPoint
Excellent communication skills, both written and verbal  
Fully qualified first aider 

Employment History


Administrative Officer, Office of the Public Guardian, Birmingham 
(September 2017-Present)

Achievements and responsibilities: 

Presenting a professional and friendly first impression of the firm to all visitors and clients 
Managing incoming phone calls and mail 
Managing my caseload efficiently


Delivery Co-ordinator, Iceland Food Warehouse, Birmingham
(September 2014 – August 2017)

Achievements and responsibilities: 

· Manage the delivery team to meet and beat daily performance targets 
· Inspire, motivate and train new team members to perform to the best of their ability 
· Ensure smooth running of the stockroom processes by continuously improving and identifying and solving problems – driving the highest stockroom standards

Fast Food Restaurant Manager, Birmingham 
(September  2011 – August 2014)

Key duties: 
• Leading and managing all aspects of my team 
• Having complete accountability for the results of the restaurant and a focus on growing the business for the future 
• Engaging my team with clear and achievable goals 
• Creating a customer focused environment and managing all customer complaints in line with the company policy. 
• Maximising the profitability of the restaurant by understanding and controlling all restaurant costs eg labour, food. 
• Ensuring that the correct level of supplies are ordered, deliveries checked and that stock levels are monitored on a daily and weekly basis and any discrepancies fully investigated and reported.

Education

 
University of Wales Trinity Saint David 
(January 2020– Currently studying)

Certificate in Higher Education Skills for the Workplace 


Saltley learning Centre, Birmingham
(September 2018 – June 2019)
Business Administration Level 3

Saltley Academy, Birmingham
7 GCSEs, grade A*-C, including Mathematics and English 

Hobbies & Interests

I am currently involved with the local Scouts unit. I volunteer with the unit organising activities and setting up the room. I also enjoy keep fit, bike riding and swimming.
References

References are available upon request.







Cover Letter

Naeem Ahmed
66 Fairholme Road
Hodge Hill
Birmingham
B36 8HP
Mr John Deer
NPS National Security Unit
NPS Centenary House 
Birmingham 
B33 0NL
 
14th October 2020
Dear Mr John Deer,
I’m writing to express my interest in your job opening for an Administrator. I’ve worked within administration for the duration of my career and have a wealth of experience across this area. With a calm head and meticulous eye for detail, I work hard to ensure that all duties are carried out to the highest standards and within the allotted time frames.
In my recent position as an administrator at the Office of the Public Guardian, I provided solid and essential back up to key positions and projects. This proved to be a great opportunity to work as part of a team as well as independently, with a focus on delivering quality administrative support on a continuous basis.
During my time here I have also dealt with reports and presentations to present to department heads, identified and solved problems within the database in addition to being responsible for the maintenance and updating of employee records.
I’m organised, efficient, and an excellent communicator. I feel I would fit in at your company and would work tirelessly to prove myself an asset to your team.
I’ve attached my CV for your review. I’d love the opportunity to meet with you and discuss my candidacy further. Thank you for considering me for the position. I look forward to hearing back from you.
Kind regards 
Mr Naeem Ahmed
Contact number: 07986277032




Job Description

MAPPA Administrator - NPS National Security Unit-Midlands (Ref: 37807)
HM Prison & Probation Service
Apply before 11:55 pm on Wednesday 21st October 2020
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Apply at advertiser's site
Reference number
76041
Salary
£22,261 - £28,200
Grade
Other
NPS Pay Band 3 National
Contract type
Permanent
Business area
Other
Type of role
Administration / Corporate Support
Operational Delivery
Working pattern
Flexible working, Full-time, Job share, Part-time
Number of posts
1
Location
This position is based at NPS 2 Cobden Street Leicester, LE1 2LB and NPS Centenary House Birmingham, B33 0NL
About the job
Summary
Please refer to Job Description
Job description
We welcome and encourage applications from everyone, including groups currently underrepresented in our workforce and pride ourselves as being an employer of choice. To find out more about how we champion diversity and inclusion in the workplace, visit: https://www.gov.uk/government/organisations/ministry-of-justice/about/equality-and-diversity

The National Probation Service is creating a specialist, dedicated and highly skilled National Security Division, which will provide an enhanced level of management and intervention for the most high-risk, complex and high-profile offenders in the community.

The National Security Division will be based across 5 geographical units covering North of England, the Midlands, Wales and the South West, East of England and South Central and London and Kent, Surrey and Sussex. Each unit will have operational satellite locations. Main office Locations of the units are London, Cardiff, Manchester, Reading and Birmingham. The units will be responsible for the management of national security cases outside of the NPS regional structures. Each unit will be managed by a Head of Operational Function working to the Deputy Director of NPS Critical Public Protection Operations. Specialist staff will deliver an enhanced set of national standards to the management of terrorist offenders, serious organised criminals and other critical public protection cases.

Routine travel across geographical areas may be required.

These are new posts which will be critical in the new approach the NPS is adopting to the management of terrorist and other high-risk offenders.

Overview of the job

The MAPPA Administrator provides administrative support and is accountable to the MAPPA Co-ordinator and/or Deputy MAPPA Coordinator.

This is an administrative job within a multi-disciplinary team.

Summary

The jobholder will provide administrative support within a multi-agency setting in line with National MAPPA Guidance. The jobholder will also ensure that staff are supported through efficient processes and administration systems are maintained within specified timescales in order to promote the achievement of Strategic
Management Board (SMB) objectives.

To act as a point of contact for MAPPA within the area for the Responsible Authority agencies and the 'Duty to co-operate' Agencies as delegated by the MAPPA Coordinator

In line with NPS policies and procedures, the post holder must at all times demonstrate a commitment to equality and inclusion and an understanding of their relevance to the work they do.

The post holder must adhere to all policies in respect of the sensitive/confidential nature of the information handled whilst working in this position.

This role may involve some out of hours work

Responsibilities, Activities & Duties

The job holder will be required to carry out the following responsibilities, activities and duties:

• Responsible for maintaining accurate offender and victim information on relevant approved databases.
• Ensure the effective administration of referrals into MAPPA from across a range of agencies in line with National MAPPA Guidance.
• Prepare, maintain and collate case and other records, files and management information, in accordance with the standards required.
• To provide statistical and other information/data as required.
• Receive and distribute information and communications in an appropriate manner, e.g. telephone, paper, email.
• Deal and communicate fairly, timely and effectively with Responsible Authorities and the Duty to Cooperate Agencies.
• Organise the availability of appropriate resources, facilities and equipment for activities relating to the effective running of MAPPA.
• Act as a point of contact within the unit including for specialist areas of work as required.
• Maintain appropriate systems to ensure the effective use of general unit resources and make recommendations for improvement as necessary.
• Attend meetings as appropriate. Provide support to meetings as required including organising agenda, comprehensive minute taking, and distribution of notes/minutes and action points.
• To ensure that the principles in respect of information sharing and confidentiality are maintained as outlined in the MAPPA Guidance
• Coordination and collation of meetings for internal and external attendees, booking rooms, arranging refreshments, preparing material, greeting visitors etc
• Dealing with highly sensitive issues, acting with diplomacy and maintaining strict confidentiality at all times
• Keeping up to date with changes in key external partnerships which relate to MAPPA arrangements
• Ensure all activities are conducted in accordance with Health and Safety policies and procedures. Undertake equipment tests as required.
• Carry out safeguarding children and safeguarding adult duties in accordance with the NPS statutory responsibilities and agency policies.
• Work within the aims and values of NPS and HMPPS

The duties/responsibilities listed above describe the post as it is at present and is not intended to be exhaustive. The Job holder is expected to accept reasonable alterations and additional tasks of a similar level that may be necessary. Significant adjustments may require re-examination under the Job Evaluation scheme and shall be discussed in the first instance with the Job Holder.
Responsibilities
Please refer to Job Description
Behaviours
We'll assess you against these behaviours during the selection process:
· Making Effective Decisions
· Changing and Improving
· Working Together
· Delivering at Pace
· Communicating and Influencing
Contact
Mr John Deer
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