Job application Template – Community Support Work

Section 1: Personal Information
· Title: Miss
· First name(s): Ophelia
· Surname: Kwarteng
· Email: opheliaakom2000@gmail.com

Section 2: Current or most recent employment
Employer: Service master
Job title: Cleaner
Dates employed (from – to):
 02/09/2025 till date
Main duties and responsibilities:  Keeping things very clean and and making sure everywhere is tidy.
Key duties include:
1. Customer service & client support
2. Records keeping and data handling
3. teamwork and communication
4. Time management
5. Health and safety awareness
6. Childcare and family support
7. Ability to work independently and under pressure
8. Work with the correct cleaners and tools carefully.
9. Handling paperwork and office jobs.
10. Handling all types of cleaning effectively.



Section 3: Previous employment history
(please give details of previous jobs, voluntary roles, or placements that are relevant)
	Dates(from-to)
	Employer/Organisation
	Job title
	Main duties/Responsibilities

	May 2017 to
2019
	Medical Records assistant, singleton Hospital.
	Medical assistant
	Organised and updated confidential medical files. Maintained accuracy and compliance with data protection procedures. Assisted staff with record retrieval and administrative support.

	October 2019 to 2021
	Parking and sorting operative, UK mail.
	parker
	Sorting parcels and ensured is timely dispatched. Worked efficiently in a high-volume logistics environment. And followed operational and safety procedures.

	July 2021 to 2023
	Blue arrow London
	Kitchen assistant
	Supported meal preparation and kitchen hygiene. Complied with food-safety standards. And assisted with cleaning, washing-up and service.




Section 4: Education, qualifications and training
(Include school, college, university, or other relevant training. Start with the most recent)
	Date Achieved
	School/University
	Qualification/Training
	Outcome

	29/09/2025
	University of Wales. Trinity saint David.
	Certificate in health and social care.
	Level 4

	23/09/2024
	University of Wales. Trinity saint David.
	Certificate in health and social care.
	Level 4

	02/10/ 2023
	Essential Food Hygiene ltd.
	Food safety and hygiene for catering
	Level 1 and 2



Section 5: Personal statement (max 500 words)
I have worked as a caregiver, customer service, kitchen assistant and as a cleaner. I have a lot of practice helping people who need extra care, including those with learning difficulties and challenging behaviours. This has taught me to be kind and understanding, and to treat everyone fairly. I am a motivated and hard-working person. I learn quickly, I am dependable, and I communicate well. I can work well on my own, even with or without much supervision, and I also enjoy being part of a team. I am skilled and respectful in work and always make sure to present myself well, as I understand how important a first time at work is.

Section 6: What skills and experience do you have that will help you in the role? (max 250 words)
Customer service and client support.
Record keeping and data handling.
Teamwork and communication.
Time management.
Ability to work under pressure.
My experience across multiple sectors including healthcare, logistics and hospitality.
Section 7: Do you have any hobbies and interests? (max 250 words)
cooking, listing to music, travelling, leaning, socializing and reading.



Section 9: Declaration
I confirm that the information I have provided is true and complete.
Signature: Ophelia
Date:15/03/2026
