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Personal Statement
I am very communicative, self-orientated and positive individual. I am trustworthy and can be relied on. My confidence to work with people is based on my experience within various industries. As a good problem-solver, I depend on my creative mind and my potential to learn very quickly. In addition, I am able to work as a part of a team, but I am also particularly effective at working independently. I pride myself for being persistent and punctual, and I am sure that I can contribute a lot to any company and organization. I have education and practice as a Health Administrator and this is why I am currently interested in this position within your Hospital, where I believe that I can continue developing my professional skills and career further. I am willing to engage in ongoing professional development. 

Key Skills
· Languages: Bulgarian (Native Language), Greek (Advanced Level), and English (Intermediate Level) 
· Ability to effectively communicate with people at all professional levels, specialties and roles
· Self-disciplined hard worker and organized
· Capable of bearing numerous responsibilities
· High sense of responsibility, commitment to duty and integrity
· Familiar with a variety of concepts, practices, and procedures having to do with patients
· Possess administration and IT skills
· Professional telephone manner and able to act as a first point of call to patients and visitors
· Detail-oriented with the ability to multitask and prioritize
· Ability to solve various cases at workplace
· Decision-making skills and ability to maintain the respect and cooperation of diverse interest groups
· Adept at adjusting to new developments in health care law, technology and policies
· Flexible, creative, analytical and organized in putting policy changes into practice
· Ability to maintain professionalism in demeanour and appearance

Work Experience 
Care assistant, “Cavarly”
Warrington, United Kingdom
May 2021-until present
               Getting patients up in a morning, helping them to get dressed and go to breakfast
              Ensuring patients are taken to their activities or medical/ physio appointments
              Preparing lunsh/tea/dinner, keeping the home clean and tidy
              Helping patients to have wash, bath or shower
              Ensuring patients are taking their medication
              Helping patients to get to bed  
Care assistant, “Rainbow Care Solution”
St. Helens, United Kingdom
January 2020 – until December 2020
[bookmark: _Hlk86007236]              Getting patients up in a morning, helping them to get dressed and go to breakfast
              Ensuring patients are taken to their activities or medical/ physio appointments
              Preparing lunsh/tea/dinner, keeping the home clean and tidy
              Helping patients to have wash, bath or shower
              Ensuring patients are taking their medication
              Helping patients to get to bed  
Clener,  “ Ellie Cleaning”
Hemel Hempstead, United Kingdom
November 2017- Until November 2019
             Cleaning rooms, hallways and restrooms
              Ensuring that cleaning duties are carried out in accordance with a cleaning schedule
              Responding at all times in a friendly, helpful manner to the clients
Cleaner, "Cleanique" Cleaning Company
Watford, United Kingdom
May 2015 - Until October 2017
· Preparing cleaning solutions by mixing water and detergents in containers according to specifications
· Using vacuum cleaners to clean rugs, carpets, upholstered furniture and blinds
· Dusting and polishing furniture and equipment
· Performing kitchen cleaning duties and dishwashing
· Cleaning and sanitizing bathrooms and refilling towel and paper dispensers
· Changing bed linen, doing the laundry, folding clothes and putting them on the designated places
· Cleaning, disinfecting, and mopping floors, corridors, stairs, and restrooms
· Emptying trash bins and ensuring that recyclable materials are properly separated
· Obtaining and maintaining sufficient supplies on hand to carry out duties and responsibilities
· Making sure all lights, fans, and electronics are off, and locking all doors before leaving
· Communicating clearly and effectively with clients and providing quality Customer Service
· Reporting any breakdowns, accidents, or damages to the appropriate supervisor

Receptionist “TSIGAS” Hotel
Nea Peramos, Kavala, Greece
June 2014 - December 2014 & May 2008 - September 2013

Receptionist Duties:
· Meeting and greeting clients and accommodating them
· Screening and answering incoming phone calls, and providing information about Hotel and availability
· Ensuring that a courteous and efficient customer service is provided
· Accepting reservations, registering guests, choosing rooms and handing out key cards
· Dealing with reservations while using specialized Hotel Operating System
· Receiving and sorting daily mail/deliveries/couriers; taking and passing on messages to guests
· Dealing with special requests from guests (like booking theatre tickets or storing valuable items)
· Maintaining security by following procedures and controlling access (monitoring logbook, issuing badges)
· Performing other clerical receptionist duties such as filing, photocopying, collating, and document processing
· Monitoring compliance with the established procedures and standards


Health Administrator, Student Practice, Multi-profile Hospital for Active Treatment "Belogradchik"EOOD (Ltd.)
Belogradchik, Bulgaria
June 2013 - 15 July 2013
· Responsible for the smooth daily operation of the hospital
· Managing the administrative tasks of hospital
· Answering phones, filing patient records, issuing and paying bills, and processing insurance claims
· Helping GP with typing of documents on the computer
· Preparing the documents, communicating with patients and staff
· Keeping abreast of what goes on in the administration, and knowing details of all employees’ responsibilities
· Preparing duty rosters and provision of alternative arrangements of staff in case of leaves of staff or extra ordinary emergency
· Promoting and implementing new types of medical treatments and equipment
· Assuring compliance with government regulations
· Acting as liaisons among governing boards, medical staff and departments heads
· Procurement of drugs, consumables and equipment and stationery
· Preparing various reports

Education
January 2021 – until present – University of Wales Trinity Saint David, Birmingham, United Kingdom
             Foundation year for work place in Health and Social Care

May 2013 - Planet Schools for Languages and Computer Skills, Sofia, Bulgaria
· Certificate of Attendance of European Level A1 Class of Move Elementary

September 1999 - May 2003 - Vocational High School of Clothing and Food, Vidin, Bulgaria
· High School Education, Specialty: "Cook"

September 1991 - May 1999 - "Hristo Botev" Primary School, Belogradchik, Bulgaria
· Primary Education

Driving License
Full, clean UK Driving License - Categories "B" and "AM".

Hobbies 
Love walking around the city and exploring new areas. Love to read and listen music.

 
References
References are available upon request.
                           







   Cover Letter

Elena Trifonova
Health Care Assistant 
Contact: 07482669929
Address: 20 Telford Drive
Phone Number: 07482669929
E-mail: elitrifonova21@gmail.com

Recipient:
Cavalry Healthcare Ltd 
Subject: Senior Health Care Assistant, 
 Date: 15.10.2021

Dear HR Officer,
Upon learning about the Senior Health Care Assistant posting with Cavalry, I want to take the opportunity to contact you with my interest. By looking at the job description, I am confident to say that my knowledge and experience aligns with your company's needs and position requirements. Moreover in me you will find an professional that is ready to take an extra mile and improve on a regular basis. I do also like your website and organisational mission.
As a Care Assistant I have been working with patients for the past 2 years and know very well all stages of serving them with care. Also I have been dealing with number of tasks and responsibilities on daily basis such as ensuring that the environment is clean and sanitized and all documentation is in order and well kept. 
Further, I consider myself as effective communicative collaborator. My previous roles have strengthened my capabilities in teamwork and customer service, including a keen attention to detail and accuracy.
 I am excited at the prospect of bringing my talents to Cavalry. I look forward to hearing from you, at your earliest convenience, to discuss how my experience and qualifications will prove valuable in the Senior Health Care Assistant role.

Thank you for your time and consideration.
Sincerely, 
Elena Trifonova
         https://uk.indeed.com/jobs?q=Senior%20Care%20Assistant&l=St%20Helens&radius=10&advn=8591149085384350&vjk=7247b889b73dae0e                      
