Job Description
Social and Community Service Managers plan, direct, or coordinate the activities of a social service program or community outreach organization. Oversee the program or organization’s budget and policies regarding participant involvement, program requirements, and benefits. Work may involve directing social workers, counselors, or probation officers. They also establish and oversee administrative procedures to meet objectives set by boards of directors or senior management.
Other tasks include:
· Direct activities of professional and technical staff members and volunteers.
· Evaluate the work of staff and volunteers to ensure that programs are of appropriate quality and that resources are used effectively.
· Participate in the determination of organizational policies regarding such issues as participant eligibility, program requirements, and program benefits.
· Prepare and maintain records and reports, such as budgets, personnel records, or training manuals.
· Provide direct service and support to individuals or clients, such as handling a referral for child advocacy issues, conducting a needs evaluation, or resolving complaints.
· Establish and maintain relationships with other agencies and organizations in community to meet community needs and to ensure that services are not duplicated.
Typical Day At Work
On a daily basis, Social and Community Service Managers establish and oversee administrative procedures to meet objectives set by boards of directors or senior management. They direct activities of professional and technical staff members and volunteers.
A typical day for a Social and Community Service Manager will also include:
· Evaluate the work of staff and volunteers to ensure that programs are of appropriate quality and that resources are used effectively.
· Prepare and maintain records and reports, such as budgets, personnel records, or training manuals.
· Establish and maintain relationships with other agencies and organizations in community to meet community needs and to ensure that services are not duplicated.
· Participate in the determination of organizational policies regarding such issues as participant eligibility, program requirements, and program benefits.
· Implement and evaluate staff, volunteer, or community training programs.
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17TH OF FEBRUARY 2021
MR: Wasim Albader 
Saba Company
Breet street B18 9kh 
Manchester, United Kingdom 

Dear, Mr  Wasim Albader 
I am writing this letter regarding the position advertised on your website www.Sabacompany.com. I wish to apply for the role of social and community service manager. Please find enclosed my CV for your consideration. 
As you can see from my attached CV I have over two years of experience on a related field which I believe could make me the ideal candidate for this specific job. I have built knowledge and learned new skills during the time I spent to increase my understanding and concept. I am also highly skilled on working with staff and taking the appropriate actions to resolve issues, provide the accurate program requirements and ensure relationships are maintained. 
In my previous role I was responsible for conducting children’s attitude and participating with them of the policy and procedures and the regulations on the place. I was also preparing and maintain records and reports and filling safety sheets everyday. This increased the children’s understanding of avoiding the limits and following the rules. 
I am confident that I can bring this level of success and my personal skills and knowledge to your company to aim for a goal and increasing the possibility of making the most of my ability to achieve. However, I will aim to develop on building a positive reputation on the company. I believe I can get the opportunity to start with you as an experienced candidate.
Thank you for your attention and looking forward to discussing my application further.
Yours sincerely 
Sara Al Hashidi
	Sara Al-hashidi
Birmingham, West Midlands · 07562769815
wallae-55-yemen@outlook.com

	I am a confident and knowledgeable worker who is dedicated. I have volunteering experience which I have done for over 1 year in a Children’s Centre working with families and children from different age ranges. I also have another 1 year experience working in reception of an agency with different people. Furthermore, I have experience in monitoring and assessing performance of myself, other individuals or organisations to make improvement and take the correct actions. Throughout these experiences I have gained transferable skills, such as, listening, communicating, negotiating and supporting others. I am genuinely passionate about providing the most effective and productive environment for my workplace. I can adapt to different working environments and take pride in being able to handle difficult situations sympathetically but with professionalism. In addition I have the ability to prioritise effectively. Additionally, I have multilingual skills and can also speak Arabic fluently. I am committed to my work and I am organized.



Experience
	october – march
stay and play assistant, st paul’s trust children’s centre
Volunteering in Stay and Play
· Assisted in setting up and clearing away equipment
· Assisted with doing risk assessments
· Supporting in the planning of activities
· Leading on singing time and story time
· Supporting with the registration and attendance of families attending the session
· Supported with trips
· Completing evaluations at the end of the session
· Informing parents of other services
· Making referrals to other services
· Informing parents of the importance of communication with children
· Helping to complete learning journeys with the families
· Translating for families attending the centre

	JANUARY-DECEMBER
· Evaluating and establishing safe and secure environment for the workplace
· Organize papers in orders by the most important sheets 
· Follow up the rules and regulations for the workplace 
· Save important documents and records privacy 
· Work effectively with community members and value diversity and equality


Education
	2020-2021

skills for the workplace in business level 4
university of wales trinity saint david

2018-2019
pre access skills for further education in early years level 2, solihull college

2018-2019
level 1, 2 functional skills 
maths, english 
solihull college

NCFE CACHE LEVEL 2 CERTIFICATE IN UNDERSTANDING BEHAVIOUR THAT CHALLENGES
NCFE CACHE LEVEL 2 CERTIFICATE IN THE PRINCIPLES OF THE PREVENTION AND CONTROL OF INFECTION IN HEALTH CARE SETTING
NCFE CACHE LEVEL 2 CERTIFICATE IN UNDERSTANDING COMMON CHILDHOOD ILLNESSES
NCFE CACHE LEVEL 2 CERTIFICATE IN UNDERSTANDING SPECIFIC LEARNING DIFFICULTIES
NCFE CACHE LEVEL 2 CERTIFICATE IN UNDERSTANDING DIGNITY AND SAFEGUARDING IN ADULT HEALTH AND SOCIAL CARE

	2017-2018
btec level 1 diploma in vocational studies, bournville college


	2015-2018
gcse’s, jhoseph chamberlain college, bournville college
 arabic


Skills
	Able to plan activities and work before hand
Ability to create nurturing relationships
Ability to create a safe and secure environment 
Ability to communicate effectively to convey information 
Ability to manage the time 
Ability to look for ways to help people
Ability to listen actively 
	Able to engage with children and adults
Build strong relationships with families, customers
Able to translate in other languages
Able to persuade others to agree with the same perspective 
Able to instruct other how to do something 



Activities
I enjoy volunteering within the community and supporting others. Enjoy preparing and maintain records and reports. I also enjoy evaluating work of staff and volunteers to ensure the program are of appropriate quality and using resources effectively.



REFERENCES AVAILABLE UPON REQUEST.
