Mrs Kholsuma Ahmed
130 Springthorpe Road, Erdington, B24 0SP
Mobile: 07983660471 
E: shima_a@hotmail.co.uk

PERSONAL PROFILE
[bookmark: _GoBack]I an enthusiastic self-motivated, reliable and a hard-working person. I have good interpersonal and listening skills. I’m eager to be helpful and to take initiative when necessary. I am also reliable to work on my own with responsibility. My personal strengths include maturity, determination, honesty and consideration for others. I have excellent communication skills, I am bi-lingual and believe once given the opportunity can prove myself to be an asset to any department or organisation.
PREVIOUS JOB EXPERIENCES
JR Jones Solicitors – Secretary                                                                          1998-1999
· Typed letters preparing collating reports, answering calls.
· Arranged meetings and appointments.
· Managed the daily/weekly/monthly agenda and communicated with staffs.
Baker Street Day Centre– Care Assistant                                                          1996– Aug 1997
· Helped clients eat their dinner and made tea for clients
· Assisted clients in changing their clothes
· Organised and participated in various activities for the clients
· Discussed improvements to be made in the centre with staff
Dr Ahmed Surgery Coventry Road – Receptionist                                             1996– Aug 1997
· Dealt with patient files
· Writing prescriptions
· Answering phone calls
· Booking appointments
· Typing of computer files
Jakeman Nursery School Moseley – Activity Assistant                                     1995  
· Read stories to the children
· Helped prepare lessons for Art, Maths and English
· Cleaned up after the children
Solihull General Hospital – Ward Assistant                                                      1994
· Looked after elderly patients
· Made their beds, tea and helped patients to eat their dinner
· Spoke to patients about their health and encouraged a positive attitude.

SKILLS
· Full UK Driving License
· Positive Attitude
· Keen to Learn
· Good Time Keeper
· Good House Keeper
· Quick Learner
· Trustworthy
· Reliable
· Filing, Faxing and Printing
· IT experience

HOBBIES INTEREST
I like reading books and going swimming in my free time. I look after my kids; I like cooking and gardening as well as spending time with family. I have high interest in traveling to new places and meeting new people, I believe this enables me to understand different cultures and traditions. I have a keen interest in reading novels and poetry in English. To my knowledge I think that my greatest interest is Art, also I love cooking and baking. I also love Leisurely activities (Swimming)

EDUCATION

Waverly School Hob Moor Road Small Heath Birmingham                              (Sept 1988 – Jun 1994)
 5 GCSE’s completed in Art & Design (C), English (C), Textiles (C), Bengali (B) and Information Technology (C)                                                                                                                
Joseph Chamberlain Sixth Form College Birmingham                                      (Sept 1994 – Jun 1996)
GNVQ BTEC Health & Social Care
University of Wales Trinity Saint David                                                             (May 2019 - Current)
Reference available upon request
