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Personal Profile 
I am a punctual and driven individual who is able to produce high standards of work. I am an outstanding team worker who is able to take instructions from all levels and build up good working relations with all colleagues. I have an energetic and self-motivated approach to work and completing tasks successfully. As an individual I have an interest in learning and developing new skills.
Qualifications 
1. GCSE English and Maths (Sandwell College - 2004 - 2005)
2. NVQ in Child Care (Sandwell College - 2006-2008)
3. Certification in Higher Education Skills for the Workplace (University of Wales Trinity Saint David - 2020 - 2021)
Employment 
1. Lunchtime Supervisor (2006 - 2009)
2. Customer Bank Service at Brac Saajan Exchange LTD Bank (2011 - 2017)
3. Health Care Assistant at Bupa Health Care (2017-2018)
4. Customer Bank Service at Brac Saajan Exchange LTD Bank (2018 - present)
Key Skills 
· Excellent time management 
· An active listener and good communication skills 
· Excellent organisation skills and problem-solving skills
· Following rules and regulations
· Understanding the important of confidentiality and safeguarding
· Knowledge of personal care and hygiene skills
· Professionalism in the working environment 
Personal Attributes 
· Big hearted 
· Patient
· Enthusiastic 
· Empathetic
· Approachable 
· Team worker
· Punctual

Reference
Reference available upon request.
Cover Letter

Dear HR/Recruitment Team, 

I am writing this cover letter in response to your Healthcare Assistant job vacancy at your establishment and therefore I would like to express my interest for this role. 

Having worked at the Health and Social Care environment for one year, I had a delightful opportunity to have gained several skills which will be suitable for the job role I am applying for. I have skills such as the ability to provide excellent care to the service users, ensuring that their personal needs are met up to high standards, I am able to communicate effectively and being bilingual allows me to communicate in languages such as Bengali, Hindi and Urdu. Having worked in health and social, children and bank work environments, I have obtained good organisation skills, ensuring that everything is planned out from advance and I complete my work set on time as well as effective time management skills which I believe is key for all job types. As an employee, I am able to work both individually as I can follow instructions that are given to me ensuring that the task is completed successfully as well as working in a team, where I share my ideas and thoughts. Being a student on the health and social course, has enabled me to learn how to use the computer and Microsoft effectively. 

I believe I have the qualities for this job role, as I describe myself as a flexible and adaptable individual as I am able to work in a changed settle and ensure that I fit in the environment smoothly. I am able to work under pressure but making sure that I have set myself individual targets and deadlines when I should reach them accordingly. I am always willingly to improve on my skills and take on the opportunity to develop in all areas. I am a patient, calm and dedicated professional. I believe I am the suitable candidate for your post. 


I look forward to hearing from you soon. 

Yours sincerely, 

Luthfun Naher 
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Person Specification — Healthcare Assistant

Essential Desirable
Academic/Vocational e Good General e Qualified in
Qualifications Education Phlebotomy
e Qualified to NVQ
level 3

Experience e Experience within a e Experience in GP
health care setting Practice
Knowledge/Skills * Ability to provide Basic IT Skills
quality care Knowledge in Vision
e Good interpersonal and Dogman.clinical
and communication systems
skills e Skillsin
e Good organisational Phlebotomy, ECGs,
skills Patient Health
e Good team working Checks, Blood
skills Pressures
o Effective time * Basic first aid
management skills knowledge
e Ability to work e Health and safety
independently awareness

following verbal or
written instructions

e Adaptable to
change
e Computer literate

e Awareness of Blood
Borne Viruses

Qualities/Attributes

e Anunderstanding,
acceptance and
adherence to the
need for strict
confidentiality

e Able to work on own
initiative

e Able to work under
pressure and

remain calm
e Flexible and
adaptable
e Aware of own
limitations

e Keen to develop

Special requirements of
post

* Provide cover for
absence of ather
HCA when required





