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Profile
A hardworking, reliable, and adaptable individual who maintains a professional manner in the workplace. Able to work under pressure in an orderly and responsible way. Works well as part of a team or alone unsupervised using own initiative. Very driven, highly motivated, enthusiastic, organised, and able to communicate effectively both verbally and written. 
Key Skills and Achievements

· Keyboard skills and using Information Technology (Word, Excel, and PowerPoint)
· Relating to people from a wide range of backgrounds
· Following written and verbal instructions
· Good level of physical fitness
· Good at motivating and organising to get the job completed 
· Good time management skills

 Employment History

2020 - 2021 YOUNG FOUNDATIONS
Residential Support Worker
Duties: assisting and supporting young people with autism and mental health disorders to live and manage their day to day lives.

2015-2020 - KINGSWAY SUPERB SHINE
Cleaning Supervisor 

2013 – 2020 THE CARE BUREAU
-Care Assistant
Duties:	
· Assisting elderly people to manage their lives day to day
· Maintaining good levels of hygiene
· Ensuring that the residents maintained a healthy diet 
· Reporting any injuries, bruises, or skin tears to nursing staff 
· Taking care of general well- being and planning activities
· Moving and handling residents
· Following Health and Safety procedures

2008-2012 – House of Empowerment (Voluntary) –General Assistant
Duties:
· Typing and record keeping
· Organising paperwork
· Organising and coordinating activities for children
· Writing minutes and agendas for meetings

Education and Training
Jan 2021 Level 4 in Health and Social Care
Jan 2021 - Level 2 in IT (IT user skills)
Nov 2020 - Level 2 in Customer Service
May 2020 - Level 2 of Functional Skills Mathematics, achieving higher distinction 
April 2020- Level 2 of Functional skills English, achieving higher distinction 
August 2019 Level 3 in Admin and Secretarial skills achieving higher distinction. 
November 2016 Level 3 in Health and Social Care (health and safety, safeguarding children, mental health awareness, safeguarding adults, fluids and nutrition, dementia and cognitive issues, infection prevention and control, learning disabilities awareness, duty of care, information handling, privacy and dignity, communication, basic life support, equality, and diversity, working in person centred way etc. 
YWCA Secretarial School (Accra-Ghana)- Typewriting, audio typing, computer literacy and Information Technology – 1996-1998

Certificates available for confirmation 

Interests & Hobbies

I enjoy socialising with family and friends, reading, listening to music, watching tv
 

References available upon request
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APPLICATION LETTER



October 20, 2021
Coventry and Warwickshire Partnership Trust
Wayside House, Wilsons Lane
CV66NY
Coventry 
UK

Job reference: J11-CSWH03-2021

Dear Sir/ Madam,

I am writing to apply for the Health Care Assistant position advertised in your website. A long-time Health Care Assistant with over ten years’ experience, I would love to help Coventry and Warwickshire Partner Trust to achieve its mission of rendering the best service to its service users. 

A brief review of my CV will highlight the strong match between my qualifications as well as experience and your position. I believe strongly that my qualifications and past job experiences has prepared me for the challenges this position offers.

I am available for interview at your earliest convenience.

Thank you for your consideration.

Yours sincerely,

…………………………….

Yaa Adutwumwaa















COVER LETTER

Yaa Adutwumwaa
01222220000
yaagoo@gmail.com

20 October 2021

Dear Vect Frant,

I am excited to be applying for the position of Health Care Assistant in Coventry and Warwickshire Partnership Trust.

I have been a health care assistant since 2012 and have experience in assisting both the elderly with dementia and young people with autism and learning difficulties.
· Assisting them to manage their daily living
· Maintaining good levels of hygiene
· Ensuring that the residents maintained a healthy diet 
· Reporting any injuries, bruises, or skin tears to nursing staff 
· Taking care of general well- being and planning activities
· Moving and handling residents
· Supporting and encouraging them to follow Health and Safety procedures
· Organising keywork sessions to help service users to address their concerns.

With my experience and qualification in Health and Social Care Level 4 in digital and employability skills, professional development and psychology, level 3 in administration and secretarial, I am confidence I will be valuable to your great team.

Thank you for your time. I look forward to hearing from you soon.

Yaa Adutwumwaa



REFERENCES

S. Cameron (2013)
The Business student handbook: skills for study and employment 
Financial Times
Harlow, England


S. Cottrell (2015)
Skill for success: personal development and employment 3rd edit
Basingstoke, England
 Palgrave Macmillan

A. Duckworth (2016)
Grit: The Power of Passion and Perseverance
New York, USA
Simon and Schuster

Q Kelly (2019) Business and Professional Communication: keys for workplace excellence
Total pages
4th Edition, Vol 1
SAGE Publication
Los Angeles

D. Wethey, (2013) Decided: better way of making decisions
London: Kogan page.
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Health Care Assistant

Job Reference: J11-CSWH03-2021

Employer:
Location: St Michael's Hospital, Warwick

Salary: Band 3

Coventry and Warwickshire Partnership Trustare looking
for Health Care Assistants.

There is a also a chance to be booked into block
bookings for a minimum of 6 months.

Band 3

Days £10.81

Nights/ Saturdays £14.06
Sunday /BO £18.27
Resopnsibilities/Role

The post holder will provide assistance and support to
the professionally qualified staff in;

« Delivering treatment and required interventions of
mental health needs under supervision of a senior
member of the team.

« Delivering aspects of the care cluster pathway i.e.
providing a range of activities.

« Following evidenced based interventions under
supervision.

« Monitoring concordance to care and treatment plans
reporting back to senior staff.

« Supporting Care packages as delegated to meet the
needs e.g. Organic patients.

« Contributing to the review of care by providing
feedback.

« Recording in patient clinical notes with over sight by
senior staff.

The post holder will adhere to all organisational systems
and processes. The post holder will organise their own
work load under the supervision of a senior team
member. The post holder will contribute to service
development.

Please note that you will be contacted via e-mail
throughout the recruitment process, so please check
your e-mails regularly.

We regret we cannot contact everyone who is not
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Add to favourites

Job Type: Bank
Working pattern:
- Flexible working

Pay Scheme: Agenda for change

Pay Band: 3
Staff Group: Healthcare Scienti

ists

'H Read this before applying

Job Description & Person
‘Specification (61 KB)

Apply for this job

Closing Date: 01/11/2021

Additional documentation

None Available

Further links

None Available

1f you have any concers about thi

s job then

please teporl t 10 our Customer Service team,
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