                     Professional Career Development    
            
Name: Madiha Yousuf  
Student id: 911360  
Module Code:  BMSW 4005 
Lecturer Name: Crisford Chogugudza 
Assignment Title: Portfolio of work


   CURRICULUM VITATE
 
 
 
NAME:                                               MADIHA YOUSUF  
TELEHPONE:                                    M: 07884 556932, H: 0121 247 8466
EMAIL ADDRESS:                           MADI_HASSAN2000@YAHOO.COM
DATE OF BIRTH:                              12/03/1988
NATIONALITY:                                BRITISH
LANGUAGES:                                   ENGLISH, URDU
 
 
CANDITATE PROFILE:                   
 A hard working parent who is committed, punctual and reliable, can work as part of a force or as individual, very confident to problem solving and completing my tasks accordingly. I am a single parent of three children and in my first year, studying health and social care. I am receiving family support and my youngest child is attending nursery now and which leaves me with more flexible time which can be exploited in employment. I would like to gain more experiences in available employment, and which will benefit my family and being a role model to my children. I enjoy socialising with friends and spending time with family. My goal would be to gain work, to provide and support my children and family future. 
 
 
 
EDUCATION:                                  2019   - University of Wales Trinity Saint David
                                                             HEALTH & SOCIAL CARE LEVEL 4
                                                             (Completing 1st year of three-year course)
 
                                                             2013 – 2014, South & City Birmingham College
                                                                                                         ENGLISH & MATHS
                                                                                                         
 
                                                             2007 – 2009 Sir Syed GOVT College – Karachi-PK 
                                                                                                          BACHOLAR IN ARTS. 
 
                                                             
 
 
CURRENT POSITION:             STUDENT 
 
CURRENT EMPOYER:                    UNEMPLOYED
 
 
 
REFERENCE AVAILABLE ON REQUEST



Job Advertisement  
 
Part-time School Receptionist/ Administrator 
Salary: 15k - 18k   
Our school in West Midlands Birmingham is looking for a temporary Receptionist for extra support. Our school is successful with a long and proven high record for providing high-quality education to the pupil. This school gained a good last Ofsted report and strong leadership. It gives support to the staff who is working permanently or temporarily. The job timing is Monday to Friday 8.15 am - 4.15 pm and is for term time only. 
Job description 
Your job is to cover and organise a busy school reception schedule. You need to meet and greet parents, pupils and visitors and answering and transferring calls and messages, register, transferring student records and complete enrolment information for students. You need to compose routine task, prepare and maintain a variety of reports and documents. Ensuring safeguarding procedures and adhered as well. You have to be proactive and have a flexible approach. You will also need to transfer data on SIMs and perform other duties as assigned. 
Person specification 
· You will need to have a high level of communication skills and be able to work quickly under pressure. 
· You will also work in a multi-task environment and need to have excellent time management skills.
· Experience of working in a school.
· Have a real passion for working within an education environment. 
If you have all the skills required and you are interested, please send your CV along with a covering letter attached.


Covering letter 
Miss Olivia smith 
Nansen primary school 
Nansen road 
B82xa 
15 October 2020 
 
Dear Sir/Madam,
I am applying for part-time school administrator job that is advertised by your organisation. In the role of school receptionist, I see myself very confident and as a leader who can lead the office and its work with time management skills and finish the task before deadlines. I can help the school with various projects and ideas and understand the expectation of school administration. As a part of the school, I can play a positive role in helping parents and visitors. Working in Nansen primary school would be an excellent opportunity for me, as I can enhance my knowledge and gain valuable experience. I sincerely hope I can contribute myself as a team member of this school. 
It would be an honour and privilege to discuss this job with you in more details.   I am glad to come by when it is most accessible for you. Thank you for reconsidering my application. 
I am looking forward to your reply and meeting with you. 
 Sincerely,  
Madiha Yousuf
 
 
 


