MARIYUM MUNSHA 
9 COLLEGE ROAD MOESELEY 
BIRMINGHAM B13 9LS
 CONTACT NUM: 07545347220
 EMAIL: maz_khan786@hotmail.co.uk

CURRICULUM VITAE
[bookmark: _Int_e22jT1hF] I am an enthusiastic and hard-working person who has a positive attitude and is self-motivate. I am a friendly, reliable, bubbly person and get on well with people at all levels and have the ability to learn new skills. I also have a level 2 diploma in retail.

TRAINING EDUCATION & QUALIFICATION
MOSELEY SCHOOL SEPT 1996 –JULY 2001
English D
English G
Maths F
Geography F
Urdu D
Graphic F
Personal and social education PASS Religious studies PASS
During my time at school i achieved many certificates for participating in various activities which ranged from displaying outstanding behaviour and attitude and achieving 100% attendance.

ACHIEVEMENTS

· Certificate First Aider
· Identified problems and solved it 
· Completed 300 hours of work experience 
· Received awards 
· Appointed as a team leader 



WORK EXPERIENCE
Classroom assistant
· Helping teachers conduct classroom activities.
· Coaching pupils individually with set work.
· Reading to pupil to encourage their reading skills.
· Supervising play time activities ensuring that health & safety regulations were strictly followed

WORK HISTORY 
ABC TRAINING Receptionist    July 2001-NOV 2001
·  Front of house person.
· Arranging interviews for clients with colleagues.
· Answering phone calls, faxing, emailing, photo copying, filling paperwork
· Inputting information on to the pc.

 MORRISONS Department Supervisor AUG 2003-DEC 2007
· Till trained
· Ordering stock for departments Emailing for allocation stock Attending meetings Merchandising plans
· Compile rota schedule
· Action daily/weekly bulletins Maintaining the department Staff checks, Bedding down Holding staff meetings
· Stock take

SOMMERFIELDS Trading Manager JAN 2008-APR 2008 OCT 2011
· Opening & closing the business
· Completing rotas, Attending meetings
· Cashing up the money at the end business
· Stock ordering
· Dealing with customer queries
· Communicating to senior management on store visit Maintaining the store to its standards Merchandising plans
· Handling back door/accepting deliveries
· Working delivery
· Action daily bulletins



CREATIVE SUPPORT Care Worker AUG2010- JAN 2010
· Home to home caring for people with difficulties Personal care, changing catheter bags
· Cooking meals, and feeding patients
· Medication
· Cleaning calls
· Shopping calls/Handling with money
· Bath calls/showers
· Experienced in using all equipment's
· Up to date with all training and certificates

SAVECARE UK   Care Worker   SEPT 2010-OCT 2011
· Home to home caring for people
· Personal care 
· Medication administration 
· Taking customers to the shops
·  cleaning call
·  One to one call
· Making meals for service users 
· Sitting calls 
· Sleeping nights 

MORRISONS Retail Assistant OCT 2010-JULY 2016
· Retail diploma level 2 
· Food and safety level 2
· Forklift truck licences
· Stocking shelfs 
· Promotional change over 
· Merchandising store 
· Back door training excepting deliveries 
· Trained on all sore key holder 
· Order pads 
· Code and rotate stock 


REFERENCE’S 
AVAILABLE ON REQUEST
JOANNE DAVIS 



COVER LETTER

QUEEN ELIZABETH HOSPITAL
 BIRMINGHAM 
Mindelsohn Way,
Birmingham B15 2GW 

John Smith 
Recruitment Department  

Dear Manager 
[bookmark: _Int_AmrYH6cV]I am writing to express my interest in the nurse assistant position that was posted on the website of the National Health Service. In your job posting’ you have mentioned that you wanted to hire someone who is hardworking and passionate, with excellent communication skills. I am convinced I possess all these qualities. I think it would be a tremendous opportunity for me to develop professionally and personally, and I bring a wide range of abilities that I think will be beneficial to your hospital. I have the ability to maintain ambitious standards. I have 5 years plus experience as a health care assistant working in nursing homes and hospitals. I have all up to date manual handling, first aid, personal hygiene training with certificates available. I have worked with a range of different age groups, genders, race, religion, and disability, I have incredibly good attendance and punctuality in my previous job roles. When I saw the job advertisement, I knew it was a perfect opportunity for me to join the NHS (National Health Service). I would be incredibly grateful if you would consider looking at my application. Please find enclosed my up-to-date curriculum vitae. should you have any questions please do not hesitate to contact and I will be more than happy to answer any questions that you have. 
Reference will be available upon request...



SWOT ANALAYSIS AND PERSONAL DEVELOPMENT PLAN

	SWOT Analysis 


	STRENGTHS

· Working in teams 
· Problem solving
· Patience 
· dedication


	WEAKNESSES

· Have trouble saying no
· I focus too much on details
·  Get impatient with missed deadlines 

	OPPERTUNITIES

· Good pay
· Better career
· Flexibility 






	THREATS

· Racism
· Discrimination
· Family 
· age




	PERSONAL DEVELOPMENT PLAN


	Target 
	How will I achieve this?
	Why will this target benefit me?
	What will change when I achieved this? 
	When do I want to meet this target by?

	BSc degree + Hons level 
	Doing my A levels.

Re-sitting English and Maths. 
	I will have a job in that field.

Better career.
	My earning potentials 

Flexable schedule 
	In 4 years 

	Mentor and assessor's course 
	Must have supervisor experience.

Must be a registered nurse.
	Learn more about profession.

Enhance your professional network.
	Opportunity in progression 

Job role change 
	In 4 years 

	Register with the nursing and maternity council
	Training and courses.

Studying extra courses.
	I will be on the registered book.

I will be recognised. 
	I could work independently 

I will be provided with a licences 
	In 4 years 






PERSONAL STATEMENT

I believe that because of my motivation to work in the care sector has grown because of my experiences interacting with a range of people there. I believe that during my time on various work placements with people who have disabilities and communication challenges, as well as the experiences gained throughout my studies. I finished a day-care course to pique my interest in working with and around people. I was able to learn a lot about working with kids that have special needs throughout this course. Although it was quite difficult, I also found it to be a highly rewarding and enjoyable adventure. I completed an advanced course in health and social care and worked with persons with disabilities and communication issues for a week in a day centre to expand my knowledge and love for helping others. I take pride in my dedication to offering top-notch patient care while being calm and sympathetic under pressure. To ensure proper patient follow-up and treatment after discharge, coordinate with outside carers and support services. making certain that all health, safety, and hygiene requirements are met. Giving doctors practical aid as they conduct out operations and treatments. Finishing regular housekeeping chores like changing the linens and restocking the supplies. I do well at multitasking in a hectic work environment. In my previous position, among other responsibilities, I oversaw the schedules of four executives and assisted the senior nurses and doctors, by doing the ward rounds every morning when they had short staff. I can perform both different tasks and the same task every day. I applied for this job in part because I genuinely appreciate your culture and the enthusiasm your team has for its excellent. I am convinced that I can be a valuable resource for you as you prioritise your work and aid the other top in the organisation in operating more effectively with in your business. I am sincere and good cheerful and approachable, keen to interact directly with patients, and willing to do personal care duties (washing, toileting, etc). Competent to adhere to rules and procedures competent to operate in a team while exercising independent judgement listening and organisational abilities in communication talents in observation. The ability to make a living while also having a positive impact on people's lives is one of the main advantages of working as a healthcare assistant. You will find working in the healthcare industry to be highly satisfying, whether you choose to work in the NHS or privately. Every day, you will assist patients and residents, but you will also assist your co-workers in finishing their job and assisting them with group projects. As opposed to working in an office, this can be highly fulfilling and increase your job happiness.



REFLECTION ON PRESENTION

The focus of my talk was cooperation in the medical field. Nonetheless, I could have done a lot better. I believe it turned out okay. I'm afraid of giving a presentation, thus I'm scared. I am aware of what I need to improve on for my upcoming presentations as a result of the praise and criticism my instructor gave me. The criticism I've gotten has led me to the conclusion that I need to explain the purpose of my work in more detail. Also, I would go over my illustrations and diagrams in more detail because they were included to support my presentation and serve as a means of explanation.
Positive 
· Good slides 
· Good references 
· Well dressed (formal)
· Good examples


Negative
· Do not read from the slides 
· More explanation needed on pictures 
· Need to speak out more clearly without looking at the slides
· Going into more details 
