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JAVARIA REHMAN
123 Edmund Street
Birmingham. B01 2AB
07712345678
  2128580@student.uwtsd.ac.uk
                                               
                                                                                                                          PERSONAL PROFILE
A resourceful and articulate person with an outgoing and confident personality, who enjoys meeting new people and considers herself to be polite, helpful, and considerate. Continually strives to achieve a high standard of work to ensure customer/company satisfaction.
KEY SKILLS
· Excellent customer service and interpersonal skills – caring and approachable.
· Well organised, able to prioritise own workload effectively. 
· Fluent in English, Urdu and Pushto.
· Full clean driving licence.
            
EMPLOYMENT HISTORY

Lunchtime Supervisor					Oct 2008 - Present
Greet Primary School, Birmingham
Duties:
· Supervising the activities of children during mealtimes.
· Assisting the children in the dining area, supervising the kitchen work.
· Staying vigilant and keeping an eye on the children to make sure that they are safe and enjoy eating their lunch.
· Liaising with teachers and parents to find solutions to potential problems.
· General cleaning and housekeeping duties.
Teaching Assistant (Voluntary) 	                  			Mar 2013 - July 2014
Greet Primary School, Birmingham
Duties:
· Assisting class teacher with day to day running of the classroom.   
· Encouraging pupils with reading and writing.    
· Working under strict data protection and safeguarding regulations.                                                                   
· General admin duties such as photocopying and data inputting.  
    
Retail (Voluntary)                                                                              Jul 2014 – Nov 2014
The British Heart Foundation
Duties:                                                                                                                                                                                                    
· Responsible for answering all incoming phone calls and taking accurate messages.
· Dealing with customer queries & requests daily.
· Handling cash & operating the tills.
· Dealing with all aspects of merchandising & pricing of goods.
Retail
Sainsbury’s                                                                                         Dec 2014 – Present
Duties:
· Greeting and serving customers as they enter the store.
· Maintain high level of professionalism and satisfaction with customers.
· Point of sale assistant - handling cash and operating tills.
· Replenish stock and code checking - bakery and salad bar trained.
· Follow all company policies and procedures.
· Work as part of a team - maintain a good rapport with others.
EDUCATION AND TRAINING
UWTSD
Health and Social Care Level 4                                                                       Mar 2023
Harriot and Millwards
Hair and Beauty                                                                                               Jun 2014                                      Matthew Boulton College					
Children and Young People’s Workforce Level 3				   Jan 2014
Childcare Learning and Development Level 2				   Jun 2010
Sparkhill Adult Education Centre					               Jun 2012
English Level 2
Mathematics Level 2 
British Sign Language Level 2.1                                                                   
Yardleys Secondary School, Birmingham				
9 GCSE’s 
HOBBIES AND INTERESTS
I would class walking as my main hobby as this allows me to digest my surroundings and enjoy what nature has to offer. This also doubles as a fitness exercise routine to help keep me in shape.
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Jason Brown
Store Manager
Martineau Place
Birmingham B1 2AB
0121 123 4567
J.Brown@email.com
Relationship; Line Manager
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Dan Smith
Deputy Head
Greet Primary School
Percy Road
Birmingham B1 2DE
0121 345 6789
D.Brown@email.com
Relationship; Line Manager




Dear Sir/Madam,       
I would like to express my interest in the healthcare assistant position advertised on your website.
I am self-motivated and resourceful, with a wealth of experience providing good quality customer service, experience working with children in a school setting, and in my current pursuit of a Level 4 qualification in Health and Social Care, I am confident that I possess the skills and passion necessary to excel in this role. 
I am pleased to enclose my CV in response to the job role advertised.
Throughout the course of my career in customer service, I have perfected my communication skills, and I have the ability for solving issues. I have also mastered the ability to connect with clients effectively and comprehend their demands, frequently going that extra mile to guarantee their satisfaction. My experience dealing with children within the school environment has taught me the value of tolerance, creativity, and flexibility.
My pursuit of a Level 4 qualification in Health and Social Care has given me a better understanding of the requirements of vulnerable people. I have a strong desire to go above and beyond in order to improve the lives of people using the abilities and knowledge I have acquired. 
In summary, I am a highly motivated an adaptable individual, with a diverse range of skills and experiences, I am open-minded and focused on new developments within the healthcare sector. I am confident that I can significantly contribute to the objectives of your centre with my experiences.
There is a gap in my CV, which was due to family commitments, however now it is possible for me to further my career.
I would appreciate the opportunity to discuss this vacancy further of the Healthcare Assistant with you, and I am available for a call or interview at your convenience. I look forward to hearing from you soon.
Thank you for considering me.
Yours faithfully
Javaria Rehman.

	Strengths 
	Weaknesses 

	· Good communication skills (Bergman, Dellve,  Skagert, 2016).
· Fully committed to new opportunities.
· Caring and compassionate manner.
· Can work well under pressure.
· Great team working skills.
· Can adapt to new situations/environments.


 
 
 
	· Shyness.
· Lack confidence in public speaking.
· Time management.
· Hesitation to share ideas.
· Procrastinate if I don’t use a timetable.

	Opportunities 
	Threats 

	· More job opportunities.
· Gaining new qualifications.
· Gaining new/up to date knowledge.
· Better paid employment.
	· Competitive job market.
· Social life interfering with professional life.
· Family commitments.
· Any health problems which could arise.
· Unable to progress in education, should I not pass.


Personal SWOT Analysis
SWOT analysis suggests a framework for assisting researchers or planners in identifying and prioritising the company goals, and to further pinpoint the methods for accomplishing them (Ommani, 2011).


[bookmark: _Hlk131028857]Personal Development Plan
You can use a PDP as a well-organized framework to become aware of the skills you possess, determine the skills you need and develop them and decide what you want to accomplish and how to achieve it (The Open University, 2023).

	
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? 

	 Time Management
 
 
	Allocate time for specific jobs to be completed.
Follow a timetable.
Delegate tasks to other members of the family (Rimmer, 2019).
	It will help me to stay calm and not stress myself when I leave things to the last minute.
It will help me to develop organisational skills.
	Better health outcomes, such as a better sleep routine.
Time available to pursue other goals.
More time to spend with family.
	3 months

	 Public Speaking
 
 
 
	Try to contribute more in front of my peers.
Practise in front of the mirror at home.
Try breathing exercises to calm my nerves.
	 It will help me to build confidence and to overcome my shyness.
It will give me personal satisfaction.
It will help me to build leadership skills.
	I will no longer hesitate to speak up in class/public.
Positive feedback from peers.
Positive feedback from lecturer e.g. after a presentation.
	6 months. 



Personal Statement
After discovering that it was possible for me to attend university during the weekends and keep both my jobs after a 12 year or so break from education, I welcomed the challenge with open arms. I am now coming towards the end of a level 4 Health and Social Care qualification. 
Prior to this I completed secondary education, gaining 9 GCSE’s. I then went on to gain a diploma in childcare which I thoroughly enjoyed, however family commitments meant that I did not put to use my qualification, but whenever the opportunity had arisen to do a part-time course to better myself, I took that opportunity. Therefore, I have a level 2.1 in British sign language, a level 2 in English and Maths. I also had the opportunity to do a short course on hair and beauty which was a breath of fresh air as I was a ‘stay at home’ mum at the time. This was something that got me out the house and some interaction with other mums alike.
Fast forward 7 years and due to a change in family dynamics, I started volunteering at a charity shop to gain retail experience as I had never had a paid job before. I was then offered a job in customer service, which I was so thrilled about as there was a lot of pressure on me to provide for my children, as I was a single mum. I am still working in customer service and as a lunchtime supervisor at a primary school. I have gained valuable experience within both these job roles. Throughout my career in customer service, I have honed my communication skills, problem-solving abilities, and attention to detail. I have learnt how to quickly build rapport with customers and understand their needs, often going above and beyond to ensure their satisfaction. My experience working with children in a school setting has taught me the importance of patience, creativity, and adaptability. I have learnt how to engage with children of all ages and backgrounds and support their academic and personal growth. 
Having worked throughout a difficult time during the pandemic in both the school with vulnerable children and at the convenience store, this made me realise that I am a resilient person who can draw upon this strength, stay committed and work hard under pressure. 
I applied to do a health and social care course as I am looking for a change in career and I feel that now is the right time as my family commitments have eased a little. This qualification has given me a deeper understanding of the needs of vulnerable populations. I am passionate about using the skills and knowledge gained to go that extra mile and make a positive impact in the lives of others.
I am very excited at the thought of pursuing a different career, which I believe will be very rewarding. I believe that I have what it takes to rise to the challenge and this time round – to put my new qualification to good use.
Yours faithfully,
Javaria Rehman.

Reflection Report
Having read through the assignment brief within LCHS4005 component 1 a few times to really understand what was expected of me during this module, it was bought to my attention that one of the assignments was a 5-minute-long presentation that we had to deliver individually during week 9.
We had a choice of 5 key skills that we could choose from. I decided to choose communication as the key skill relevant to working within health and social care to base my presentation on.
It took time to find credible sources however once I gathered enough information, I transferred it on to some slides and started to practise for my presentation. 
The information that I gathered for my presentation made me question several times if I could present it all within the 5 minutes allocated. I started to practise at home but I felt somewhat awkward practising in front of the mirror even though there was no one watching. I then decided to practise in front of my son, which helped tremendously.
On the day of the presentation, I felt confident until I got to the university where I started to feel nervous and started to question whether I had done enough research and had enough practise. I guess this was all normal as this was only my second time doing a solo presentation in front of the lecturer, I felt it was going fine apart from my nerves, once it was over, it was a sigh of relief.
The feedback I got from my lecturer was that I needed to make more eye contact, I put this down to my shyness and lack of confidence, which I need to overcome. My lecturer also mentioned that in future to reduce the amount of information presented on the slides as the information can be presented verbally. She had also mentioned to use the Harvard referencing style, which I will be trying to perfect too.
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