




Malika Ali
Student number: 2026355
Module code: BMSW4005
Lecturer name: Olubukola Adegbite















Malika Ali

Date of Birth: 	30th April 1980
Address:		73 Springfield Road, Moseley, Birmingham, B13 9NN
E-mail:		MalikaAli110@outlook.com
Mobile:		07714937099

CAREER AMBITIONS:

My career ambition is to work in a role that enhances and furthers my skills in the field of Administration and Customer Services.   I am looking for a job in an Establishment that has a good organizational structure.  I am not looking for any position I am looking for the right position that will enhance my skills and develop my knowledge further.  Ideally, I am looking for a position with term time hours or flexible working this is due to me being a career for my mother and Daughter.


EDUCATION:



May 2021 – Present 			University of Wales Trinity Saint David
					CertHE Health and Social Care Level 4

September 2001 - July 2002 	South Birmingham College. Birmingham
							BTEC National Diploma in Childhood Studies
							1 Year completed 

September 2000 – July 2001		South Birmingham College
Beauty Specialist Diploma 
Awarded Grade: Pass 

September 1996 – July 1998 	South Birmingham College. Birmingham
Health and Social Care
							Awarded Grades: Merit 

September 1991 – June 1996	Moseley Secondary School. England	
						
					GCSE Subjects awarded:
English Language		– 	Grade C
					English Literature	   	– 	Grade B
					Mathematics           		– 	Grade C
					German 	     	      	–	Grade C
					Urdu                     	  	– 	Grade C
					Science                  		– 	Grade D
					Technology            		– 	Grade D

GENERAL SKILLS:

· Use and application of Microsoft Office.
· Speak fluent Urdu. Punjabi, Mirpuri and Hindi.
· Advanced use of the Internet and Email.
· Excellent Organisational skills and time keeping.
· Able to work individually and as part of a team.
· Excellent Interpersonal skills
· Excellent Customer Service Skills (Face to face and via telephone)
· Excellent telephone skills 
· Excellent Administration skills 
· Extensive data input skills 

WORK EXPERIENCE:

January 2019 – Present 	Nationwide Online 
Various Private Tutoring Assignments (7-16-year-olds)  

September 2018 – Present 		Birmingham UK 
Various Temporary Work Assignments  

December 2007 – September 2018	Birmingham Women’s and Children’s Hospital 
Mindelsohn Way, Edgbaston, Birmingham, B15 2TG
Ward Clerk 

Working in a busy maternity department dealing with invoices and booking meetings.  Managing my own workload and liaising with four departments and undertaking general administration duties.  Prioritising my own workload and working individually and as part of a team when required.  

May 2002 – June 2005		British Gas 
Blythe Valley Business Park, Shirley, B90 8AF
Admins/Call handler  

Supervising a small team dealing with customer complaints and general administration duties.  Attending meetings and data input and dealing with customer queries.  

April 2003 – August 2004	Birmingham University, Edgbaston, Birmingham, B15 2TT
Post Graduate Officer 

Answering calls from students from the U.K and abroad and reviewing their applications and requesting further information or documents as required.  Sending out course fee information and dealing with all admission-related inquiries.  Data entry of information and administration duties.  

References: Available on request





























 
 
 


Cover Letter

To whom it may concern,
 
I am pleased to submit my resume with your organization as a Business Support Assistant. The position of Business Support Assistant within your company aligns with my future goals and I meet the requirements you have addressed in your job advertisement.  I have cultivated experience in working as a customer representative through my years of education and professional experience. I would love to a part of your company and bring the same level of specialized skill, experience, and education. I have included details of my employment in my enclosed resume. Please take a moment to go through it to get a better idea of my credentials and experiences. 
 
I would like to have the chance to personally talk to you regarding this amazing opportunity at your company. I hope to hear back from you regarding my application.
 
Regards,
Malika Ali
 










Job Specification:
 
Name: Malika Ali
Job Title: Business Support Assistant
Email ID: MalikaAli110@outlook.com
Career Objectives: My career objectives include working in a role that enhances and furthers my skills in the field of Administration and Customer Services. This job opportunity allows me to gain the relevant experience and knowledge needed to further my career.
Qualification:
•       Diploma of Health and Social Care
•       BTEC National Diploma in Childhood Studies
•       CertHE Health and Social Care Level 4
 
Administration and Customer Service Experience:
•       11 years of experience working as a ward clerk at Birmingham Women’s and Children’s Hospital.
•       3 years of experience working as an administrative worker at British Gas.
 
Area of Expertise:
·        Maintaining office records
·        Drafting and managing client and office correspondence  
·        Manage and maintain business operations
·        Facilitation of staff members in processing work documentation
·        Identifying and addressing data discrepancies

Other Qualities:
·        Managerial skills
·        Leadership abilities
·        Effective communication skills
·        Proficient in Microsoft office
·        Knowledge of work routines and require minimal supervision 

