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Hafeez Ur Rehman
Birmingham, United Kingdom
07737 496652
Hafeez126@hotmail.com
[Date]
Dear Hiring Manager,
I would like to apply for a role within Cardiff and Vale University Health Board as a Chemotherapy Treatment Coordinator (non clinical). I'm interested in this role because it is a combination of patient support, administration and communication in a healthcare environment, all of which I have extensive experience of in my career.
I have been a Freelance Interpreter for a number of years in NHS healthcare appointments, GP consultations, social services, home visits and police interviews. This has deeply impressed me with the importance of accuracy, confidentiality and professionalism in handling sensitive information. It has also given me the opportunity to be able to communicate well with others, be steady in times of pressure and serve them in a respectful, patient manner.
Additionally, I have experience in management and operations as an Assistant Manager at Starbucks, where I assisted in daily operations, trained and supervised employees, monitored stock levels and ensured that the service provided to customers was of high quality. This experience helped me to develop my organisation, attention to detail and efficient working in a busy environment. My time management, reliability and prioritising skills have also been enhanced by my role as a Delivery Rider, more recently.
I think that these skills will be applicable to the Chemotherapy Treatment Coordinator job, as it involves ensuring a smooth path for the patient, communication with clinicians and colleagues and keeping accurate records. I am confident in my ability to work in a fast pace environment and to use computers and understand the importance of being reliable, friendly and adaptable when service requirements change.
I would be happy to join your team with my experience, work ethic and quality care. I appreciate your consideration in my job application. I am looking forward to discussing my suitability further.
Yours sincerely,
Hafeez Ur Rehman
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HAFEEZ UR REHMAN
ASSISTANT MANAGER
Birmingham, United Kingdom | +44 7737 496652 | Hafeez126@hotmail.com
PROFILE SUMMARY
Professional and reliable Freelance Interpreter with extensive experience supporting patients and professionals within the National Health Service. Experienced in medical, social services, and police settings, ensuring accurate, confidential, and culturally sensitive communication. Multilingual and highly adaptable, with a strong understanding of safeguarding, confidentiality, and equality principles.
EXPERIENCE
Delivery Rider    2022 – Present
Responsible for collecting the correct order from the merchant, maintaining its temperature/condition during transit, and delivering it to the correct customer promptly.
Strategically positioning myself in busy restaurant zones during peak hours (breakfast, lunch, dinner) to maximise order frequency and minimise wait times.
Freelance Interpreter    2009 - Present
Provide interpretation services for:
NHS healthcare appointments
Social Services
Police interviews
GP consultations
Home visits
Ensure accurate, confidential, and culturally sensitive communication Support clients in high-pressure and sensitive environments.
Assistant Manager    Starbucks | 2004 – 2009
Lead and supervise daily store operations and shift management
Manage, train, and support team members to deliver high performance
Oversee stock control, ordering, and inventory management
Ensure excellent customer service and compliance with company standards
Handle cash management, reporting, and operational procedures
Manager    New Linkers International | 1997 – 2003
Managed office operations and supervised a team of 5 staff
Coordinated export processes and international logistics
Maintained client relationships and ensured timely shipment handling
Oversaw administrative systems and workflow efficiency.
EDUCATION
· GCSEs (1997)
· Delia Memorial School, Hong Kong
SKILLS
· Excellent verbal communication skills 
· Professional ethics and impartiality 
· Time management and reliability
· Team collaboration with healthcare professionals
Certificates
· Health and Safety Certificate 
· First Aid Certificate
LANGUAGES
· English (C1 -Advanced) 
· Cantonese
· Urdu 
· Pushto
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Detailed job description and main responsibilities
You will be able to find a full Job description and Person Specification
attached within the supporting documents or please click "Apply now” to
viewinTrac.

Person specification
‘Qualifications

Eesential criteria

« Vocational Level 4/Diploma qualification OR Vocational Level 3
qualification plus knowledge of specialist functional/medical/legal
terms and operational policies.

Desirable criteria

« Appropriate T related qualification, e.g. ECDL.

Experience

Eesential criteria

« Experience of communicating and working with staff at alllevels.
Experience of various computer systems including databases and
spreadsheets.

Desirable criteria

« NHS experience in 3 hospital environment. Experience of using patient
management systems e.g. PMS. Experience of coordinating patient
treatmentinasimilar organisation.

skills

Eesential criteria

« Excellent communication skills. Ability to demonstrate high standards
of accuracy and attention to detal. Ability to maintain patient
confidentiality at all times. Ability to work under pressure to meet
deadlines. Ability to prioritise workload to ensure effective and
efficient completion of tasks. Ability to act on own nitiative as well as
partof ateam.

Desirable criteria

« Anunderstanding of GDPR. Ability to deal with emotionally

challenging situations. Awareness of various chemotherapy
treatments. Project management skills.

Special Knowledge

Eesential criteria
« Good working knowledge of Microsoft Office applications.

Desirable criteria
« Basicknowledge of medical terminology.

Other

Desirable criteria

« Ability totravel between sites in a timely manner. Welsh speaker.
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Chemotherapy Treatment

Coordinator (non clinical)
Band 4

WHO WE ARE:

Cardiff and Vale University Health Board is one of the largest Integrated Health
Board in the UK, employing over 16,000 staff and providing over 100 specialist
services. Serving a population of around 500,000 people living in Cardiff and the
Vale of Glamorgan, we are focussed on the health and care needs of our local
population whilst also working with our partners to develop regional services.
Together we are committed to improving health outcomes for everyone and to
delivering excellent care and support.

Our mission is “Living Well, Caring Well, Working Together”. We have recently
refreshed our strategy, Shaping Our Future Wellbeing, which sets out the Health
Board's Vision for improving the heath and wellbeing of the populations we serve
by 2035 through the delivery of our strategic objectives; Putting People First,
Providing Outstanding Quality, Delivering in the Right Places, and Acting for the
Future. We have challenging times ahead, but we are confident that by taciing
these challenges together, we can support people to ive healthier lives and
reduce the unfair differences in the prevalence of illness and health outcomes we
seein our communities today. We aspire to deliver outstanding care and
treatment for peaple when they need it, where they need it; care that compares
‘well with the best in the world, but to do so, we need to transform how we
deliver services over the next decade and beyond.

‘We are 2 values-driven organisation and out goals will only be realised if our
values are at the heart of everything we do. Created by colleagues, patients and
their families and carers, our values are:

* Wearekind and caring

* Weare respectul

* Wehave trust and integrity

* Wetake personal responsiblity
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Chemotherapy Treatment Coordinator (non clinical) - Band 4

Full time, 37.5 hours per week , 12 months secondment

An exciting opportunity has arisen for an enthusiastic and highly
ividual to join the Haematology directorate at the

‘The Chemotherapy Treatment Coordinator will be responsible for
providing a high standard of administrative support and a highly
professional, patient-focused service to the directorate by ensuring
patient chemotherapy treatment is scheduled according to approved
protocols and cancer wating time guidelines.

‘The post holder will work closely with various administrative teams and
clinical staff to plan, develop and improve the chemotherapy service,
including meeting and maintaining quality targets for the directorate.
‘They will be responsible for a combination of patient facing duties and
various administrative functions to ensure a seamless and high quality
serviceis delivered for our patients.

“This post s fixed term/secondment for 12 months from the start date,
dueto meet the needs of the service. If you are interested in applying for
the secondment position, you must obtain permission from your current
line manager prior to applying for this post.

Main duties of the job

‘The post holder will work as part of a multidisciplinary team within the
Haematology directorate and will provide support inthe

proactive management of the patient pathway from referral to discharge,
‘ensuring the entire pathway is managed smoothly. The post holder will
‘ensure high levels of patient and clinician satisfaction by being an
accessible, patient-focused and highly knowledgeable point of contact on
all chemotherapy booking related matters.

‘The ability to speak Welsh i desirable for this post; English and/or Welsh
‘speakers are equally welcome to apply.

‘The post holder will need to be highly motivated, have a flexible approach
towork and possess good organisational skills, plus be able.
todemonstrate excellent IT proficiency. Advanced commurnication skills
‘will be required to facilitate effective working relationships between

the clinical haematology team and colleagues across the organisation.
‘This is an excellent opportunity for you to be part of an exciting
directorate so i you think you have the skills required to undertake this
interesting and essential role, please call s to discuss the post in more
detail and/or toarrange an informal visit.




