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Nazima Parveen
	
(Address)
Birmingham
+447878566734
Chandnishak@outlook.com

	[bookmark: _hlzevih8gjvw][bookmark: _Toc130657108]EXPERIENCE
[bookmark: _8hcz495776ce][bookmark: _Toc130657109](Name of the Company)
[bookmark: _jp4551qrvjpl][bookmark: _Toc130657110]October 2022- Present
- Customer service
- Cleaning and replenishment etc.
[bookmark: _fbk4wbx1lo1s][bookmark: _Toc130657111](Name of the company)
[bookmark: _n64fgzu3lwuy][bookmark: _Toc130657112]March 2022- June 2022
- Front office management, arrangement of meetings with buyers
- Billing and Invoicing
- Mail management
- Attendance keeping
- Staff meal arrangement

[bookmark: _586x3rnvni7l][bookmark: _Toc130657113]EDUCATION

(University name) 
[bookmark: _7vtcyzeczjot][bookmark: _czfiadnsgnzp]Uwtsd trinity campus, 
College, Matthew Bolton 
[bookmark: _miiyt1y6sl7g][bookmark: _Toc130657116]January 2016 - September 2021
CGPA: 
[bookmark: _2ysijsnkdz51][bookmark: _Toc130657117](Name of School) Park View school
[bookmark: _cstoicby6zdo][bookmark: _Toc130657118]May 2013- July 2015
[bookmark: _gn739cln2fwl][bookmark: _Toc130657119]GPA: 5.00 out of 5.00 
[bookmark: _1dqizx7kg3kt][bookmark: _resrhw20sn6o][bookmark: _Toc130657120]REFERENCES

Will be provided upon request
	[bookmark: _ca0awj8022e2][bookmark: _Toc130657121]SKILLS

Interpersonal Skills
- Self-Motivated & hardworking
- Sincerity and adaptability
- Ability to work individually
- Ability to work in a team
- Analytical Skill
- Communication skills
- Leadership skills
- Time management skills
- Problem-solving ability


Computer Literacy
- Mac OS, Windows 7 & 10
- MS Word, MS Excel
- MS PowerPoint
- MS Outlook
- CRM
[bookmark: _cxxkes25b26][bookmark: _Toc130657122]LANGUAGE PROFICIENCY
Fluent in English & mirpuri
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Dear Hiring Manager,

I am writing to express my strong interest in the Healthcare Assistant role that has recently become available at your organization. With my extensive experience in healthcare, passion for helping others, and dedication to providing exceptional patient care, I am confident that I am the ideal candidate for this position.

As you will see from my attached CV, I have gained significant experience in the healthcare sector, including assisting with personal care, monitoring vital signs, administering medications, and ensuring patients are comfortable and supported. My previous roles as a healthcare assistant have given me a solid understanding of the importance of patient-centered care, and I have developed the ability to work effectively as part of a team.

In addition to my experience, I have a strong commitment to continuous learning and professional development. I am highly adaptable, always willing to learn new skills, and capable of responding quickly to changes in patient needs. I am also able to work calmly under pressure and prioritize tasks effectively, which is essential in a fast-paced healthcare environment.

One of the things that attracted me to this position is your organization's commitment to providing the highest quality of care to patients. I share this commitment and am dedicated to ensuring that every patient I work with receives the same level of care and compassion as I would expect for my own family members.

I would welcome the opportunity to further discuss my application and how my skills and experience could benefit your organization. Thank you for considering my application, and I look forward to hearing from you soon.

Sincerely,
Nazima Parveen 
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SWOT analysis for Professional Development

Strengths:

· Strong analytical skills: I have a strong ability to analyse complex data and information to identify trends and insights.
· Excellent communication skills: I am confident in my ability to convey information and ideas effectively both in written and verbal formats.
· Positive attitude: I approach tasks with a positive mindset and I am always willing to learn and take on new challenges.
· Strong work ethic: I am dedicated and committed to producing high-quality work and meeting deadlines.
· Flexibility: I am adaptable and can easily adjust to changing situations and environments.

Weaknesses:

· Procrastination: Sometimes, I tend to delay tasks until the last minute, which can lead to unnecessary stress and pressure.
· Difficulty saying no: I have a tendency to take on too many tasks and responsibilities, which can lead to overcommitment and burnout.
· Lack of experience in certain areas: There are some areas where I lack experience and expertise, which can limit my ability to contribute fully.

Opportunities:

· Professional development programs: I can take advantage of various training programs to improve my skills and knowledge.
· Networking: I can expand my professional network and build relationships with individuals who can provide new opportunities and insights.
· New projects and initiatives: I can seek out new projects and initiatives that align with my interests and goals to gain new experiences and skills.
Threats:

· Economic downturns: Economic downturns can lead to job loss or a reduction in job opportunities.
· Technological changes: Advances in technology can lead to job automation and the need for new skills.
· Competition: Competition from other qualified candidates can limit job opportunities and career advancement.

Overall, by leveraging my strengths, addressing my weaknesses, taking advantage of opportunities, and mitigating threats, I can continue to develop my professional skills and achieve my career goals.




















Personal Development Plan (PDP) 

Goal 1: Improve my Leadership Skills

· Attend leadership training programs to gain new insights and strategies for effective leadership.
· Seek out mentorship and guidance from experienced leaders within my organization.
· Take on leadership roles in projects to gain practical experience in managing teams and resources.
· Evaluate and reflect on my leadership performance to identify areas for improvement.

Goal 2: Enhance my Digital Marketing Skills

· Attend digital marketing courses to gain new knowledge and skills in areas such as social media marketing, SEO, and email marketing.
· Apply these skills in my current role by taking on digital marketing initiatives and campaigns.
· Seek feedback and guidance from colleagues and experts in the field to continuously improve my performance.
· Keep up-to-date with the latest trends and technologies in digital marketing through ongoing learning and networking.
· By achieving these goals, I hope to enhance my professional skills and knowledge, which will enable me to contribute more effectively in my current role and advance my career in the next two years. I will regularly evaluate my progress and adjust my plan accordingly to ensure I am on track to achieving these goals.
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As an aspiring healthcare assistant, I am motivated to enter the healthcare industry to provide meaningful support to those in need. I have always had a passion for helping others and making a positive impact in their lives, and I believe that working as a healthcare assistant is an excellent opportunity for me to do just that.

My educational background has equipped me with the necessary knowledge and skills to excel in this field. I hold a high school diploma and have completed some college coursework in healthcare administration. I am also certified in some other healthcare sectors, which has given me a solid foundation in emergency medical care. Additionally, I have completed a volunteer program at a local hospital, where I was able to work alongside healthcare professionals and gain first-hand experience in patient care.

One of my personal strengths is my ability to communicate effectively with people from all walks of life. I believe that effective communication is essential in healthcare, especially when dealing with patients who may be feeling anxious or uncertain. I am a good listener, and I am always willing to take the time to understand a patient's concerns and needs. I believe that my empathy and compassion make me well-suited for a role as a healthcare assistant, where I can make a positive difference in the lives of those I serve.

In addition to my personal strengths, I possess several professional skills that would be valuable to an employer. I am highly organized and detail-oriented, which is crucial when working in a healthcare setting where accuracy is essential. I am also able to work well under pressure and can multitask effectively, which is essential in a fast-paced healthcare environment.

My main career aim is to become a healthcare professional who is committed to improving patient outcomes and providing exceptional care. I believe that working as a healthcare assistant would be an excellent starting point for me to achieve this goal. I am eager to learn from experienced healthcare professionals and to gain hands-on experience in patient care. In the long term, I would like to pursue additional education and training to become a registered nurse, where I can have an even greater impact on the lives of my patients.

Overall, I am confident that my educational background, personal strengths, and professional skills make me a strong candidate for a healthcare assistant position. I am excited about the opportunity to work in the healthcare industry and to make a positive impact on the lives of those in need. I am committed to providing exceptional care and to continuously improving my skills and knowledge as I work towards my long-term career goals.
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Reflection on presentation assessment

Based on the feedback from the lecturer, it seems that there were both strengths and areas for improvement in the presentation. While it's always great to hear positive feedback, it's often the areas for improvement that provide the most useful insights for growth and development.

Firstly, it's important to acknowledge any feelings of nervousness or anxiety that may have been present during the presentation. Presenting in front of an audience can be daunting, but it's important to remember that nerves are normal and can even enhance performance.

From the verbal feedback received, it appears that one strength of the presentation was the organization and structure of the content. However, the pace of the presentation could have been improved, with more time allocated for certain sections. This is a useful takeaway for future presentations, as it's important to balance the amount of information presented with the time available.
The feedback also mentioned the use of visual aids, which can be a great way to engage the audience and make complex information easier to understand and more visible. However, it's important to ensure that these aids are used effectively, without overwhelming or distracting the audience. Another area for improvement was the delivery of the presentation and answering the questions asked, including tone, pace, and body language. Practicing delivery and focusing on speaking clearly and confidently can help to engage the audience and make the presentation more impactful.
Overall, there are always areas for improvement in any presentation, and taking on board feedback and using it constructively can help to build skills and improve future performances.
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