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UMBEREEN NAEEM
Birmingham, B28 8PR
umbi2378@gmail.com
07583971572

 
Exams Invigilator, AEC Examination and Tuition Centre (May 2022- to present)
· Implementing the exam rules 
· Remaining vigilant throughout the duration.
· Taking the attendance of students 


Springfield Project, Pre-Esol and functional skills Teacher (04/2022-12/2022)

· Carrying out pre-assessments assessing their level
· Planning lessons 
· Teaching how to read, write and speak English, as well as teaching them functional skills.
· Planning trips and having celebration parties 
· Awarding certificates of achievement.


The Springfield Project Playscheme worker  (April 2021-April 2021)


· Promote a self-directed play environment
· Supporting children to explore and develop their own interests and passions.
· Ensure good communication with parents and carers 
· Regular reviews of the service 
· Safeguarding children and following the Project’s Safeguarding Policy

The Springfield Project, Creative English Adult Tutor (Nov 2017 – 2021)


· Carrying out assessments on new learners to ensure they are at an appropriate level to attain the certificate of achievement
· Teaching at different levels based on learner ability, ranging from Term 1 – 3
·  Using a unique drama-based method to teach English to those with few or no language skills


[bookmark: _GoBack]Family Support Worker – Pre-birth Visits (Voluntary) (July 2017 – Dec 2017)

• Attending appointments with Family Support Workers, completing relevant paperwork for         risk assessments for expectant mothers
• Promoting breastfeeding support services. 

2000 – 2017 – Career Break
• During this time, I got married and started raising a young family – now that I can focus on my own goals, I am looking for an opportunity to build on my career again

Education

(1991-1996) GCSE - Swanshurst Girls School 

English - B  Maths - C  Physics - D Chemistry - C Biology - B Geography - B  French - B  Child Development - A

(1995-1996) GNVQ Health and Social Care Intermediate -  College of Food, leisure and Tourism – Merit

(1996-1998) GNVQ Health and Social Care Intermediate -  College of Food, leisure and Tourism – Merit

(2022-2023) Level 4 Health and social care – University Of Wales Trinity St Davids - Pending

Training and courses 

Paediatric First Aid course (May 2021)
Safeguarding Level 1 (May 2021) 
First Aid course Level 3 (March 2023) 
What are Domestic and Sexual Violence and Sexual Harassment (March 2023)
 
Key skills – strong work ethic and leadership. Resilient, positive attitude even under pressure. Reliable diligent worker, punctual with 100% attendance. 

Hobbies and interests 

Charity fundraising - Team Leader at MVG 
Exploring nature, 
Travelling, reading and cooking
An active course rep at my current university (2022-2023)
A member of the parent's forum at my son’s current school. 

Additional information 
Enhanced DBS
Full clean driver’s licence
Spoken languages: Fluent in English, Urdu and Punjabi can also speak Gujarati
Reference and contact numbers are available on request. 
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COVER LETTER
Hall Green Junior School
Stratford Road
Hall Green
Birmingham
B28 9AJ
21/03/2023

Dear Sir/Madam,

I am delighted to apply for the Pastoral and Learning Support Worker. My career history to date encompasses voluntary and paid work relevant to this position, working with young people requiring additional support to their standard curriculum. I would like to continue developing my career with diverse and challenging work, hence my interest in the Pastoral and Learning Support worker role. 
My fresh perspective as a newly qualified person has enabled me to implement current policies and procedures whilst maintaining a sensitive and understanding approach to the individuals I support. I arrived at this career choice due to my natural demeanour, whereby others have often approached me for support throughout my life, and this was a characteristic I felt could be best utilised by those that are vulnerable or in need. I also have the ability to identify and enhance positives in a scenario and create actions to achieve solutions. I believe my positive attitude is one of the qualities required to make a positive impact on young people. I believe these characteristics will be a great asset when it comes to supporting young children and their families in this role. I am currently completing my Level 4 in Health and Social Care, I aim to commence work from the date of qualification. 
I would appreciate the opportunity for an interview at your earliest convenience. I’m eager to discuss how and what I have to offer to Hall Green Junior School. 

Yours faithfully 

Umbereen Naeem
	Strengths
	Weaknesses

	

· Active listener
· Level 4 Health and Social Care
· 6 months, shadowing a family support worker
· Leadership skills 
· Teaching Creative English to adults that are low-level learners
· Eager to learn 
· Organised
· Empathetic
· Strong work ethic 
· Honest and Hardworking

	

· Can lack confidence whilst doing presentations
· Can sometimes struggle with independent work
· Time management sometimes can be weak due to workload and stress
· I can take on more than I can handle 
· Haven’t been in long-term permanent work for 16 years 
· Getting nervous in interviews 




	Opportunities
	Threats

	
· Vacancies are available in the workplace I want to work in
· Opportunities for a pay rise and progression
· Working for a well-known school/ Organisation

	
· Family commitments
· The position may involve independent work
· Time management needs improvement, can increase workload 
· Lack of experience in a particular field
· Fast-paced environment
· Not qualified enough 



PERSONAL SWOT ANALYSIS


Personal SWOT analysis is a tool that helps to identify the above four elements mentioned above. This framework is often used at the start or as part of strategic planning (Bigelow, 2023). 

A personal development plan (PDP) is a way of self-evaluation and self-reflection that helps identify individual goals that are wanted to be achieved (Putter, 2021). 

	PERSONAL DEVELOPMENT PLAN




	
Target
	How will I achieve this?
	Why will this target benefit me?
	What will change when I achieved this?
	When do I want to meet this target by?

	
Emotional intelligence

	I can achieve this by paying attention to my emotions, and by keeping a diary or journal. 
Also by taking training or online courses.
	It will create a positive environment as well as enhance my social and communication skills. It will enable me to build stronger relationships and also help me make informed decisions which will have a positive effect on my mental health. 
	It will give me the ability to manage my own and others’ emotions that are around me in order to reduce stress. It will as enable me to evaluate as well as use emotions to relate to others constructively and effectively. 
	I would like to meet this target as soon as possible, but I aim to within the next two years. 

	
Time management skills


	Avoid unnecessary distractions. Keep a diary and prioritise a healthy balance. 
	Have a healthy work and home life which will reduce anxiety. Enable me to achieve my targets.
	I will be able to be more productive, without wasting time. It can give a better quality of life. reduced stress levels 
	I would like to put this into practice with immediate effect to avoid any further delays 




The two targets that I am going to set myself to develop and achieve in the next two years are shown in the table above. 
 



PERSONAL STATEMENT



I am a self-motivated and self-sufficient individual, I possess excellent people skills whilst always seeking to learn and develop. High integrity and honesty are applied to all aspects of work to achieve targets and also to inspire those around me to learn. Leads by example by showing strong planning and organising skills as well as excellent expressive and receptive communication skills; qualified as a Public Service Interpreter in Urdu and Punjabi. 
I can engage and commit in different situations whether it be everyday support or intervention at a time of crisis. I have the ability to achieve solutions and bring out the positives in a scenario. I want to be able to make a positive impact on young people, I believe these characteristics will be a great asset when it comes to supporting young children and their families in this role. In the past year 2022-2023, I have been studying L4 HSC at UWTSD which helped me gain a basic understanding of the sector. I plan to progress in this field by studying further and gaining experience either volunteering or paid work. 
My chosen job role is Pastoral and Learning Support Worker. Duties include Safeguarding and welfare of children, family support, behavioural crisis, and Attendance Officer. The role ranges from a wide set of responsibilities, such as finding ways of improving attendance and behavioural issues. I would also be required to make home visits where needed. Encouraging children to make positive choices about their behaviour, attendance and social interactions. Signposting families, and making referrals, whilst working with agencies outside the school.  I would also work alongside other support staff to develop strong links between the school and families, to promote a positive attitude. Also arranging coffee mornings for parents to attend so the school and parents are able to liaise.
My career aim is to become Pastoral Lead in a school for children that requires additional and specialist support. I plan to work towards becoming a Safeguarding lead for children that are experiencing any kind of social, emotional and behavioural issues. I aim to help children in society to overcome any barriers they are facing, that are holding them back from their educational and social progression. In the future, I would like to progress to safeguarding adults too. 
I have experience working with families and helping in various settings including, Family support centres and educational settings. I have also been the course rep at the university throughout this year 2022-2023, this has enhanced my experience in liaising with staff and students to get students the best experience whilst studying. 
I am currently in the process of gaining my qualification in Level 4 Health and Social Care. It is due to be completed in April 2023. I have also completed Health and Social Care Intermediate and Advanced in 1995-1998. I completed my GCSE’s in 1995.
I have done various pieces of training and workshops, including Paediatric First Aid, safeguarding level 1, Level 3 First Aid and also Introduction to Interpreting. I did workshops on managing challenging behaviour and also supporting young people and children with mental health in Birmingham. I am also due to take training on, what is domestic and sexual violence and what is sexual harassment, which is being arranged by my university. 

















REFLECTION 


To reflect on my presentation assessment, I decided to use the Gibbs cycle. The Gibbs cycle has six stages; description, feelings, evaluation, analysis, conclusion, and action. The six stages enable you to reflect on previous experiences and aid in continuous improvement. (Mindtools, 2022). 
The presentation was on the significance of reflection and progression whilst working in the health and social care sector and how this develops our clinical practice as healthcare professionals.

I presented in front of my lecturer, on Microsoft Teams, the presentation was 6 mins, 5 mins for presenting and 1 minute for the lecturer to ask me questions. My feelings about the experience were that I felt well prepared and I had practised a great deal prior to the presentation. But at the time of the presentation, I became nervous and lost track of time. I was not able to clearly deliver my discussion and I panicked because of my lack of experience where I am being watched and listened to directly and being marked. 
But when evaluating my experience, due to not being able to finish my presentation in the time given, I became overwhelmed and was not able to answer the question my lecturer asked me to the best of my ability, I had to be manipulated a few times to allow me to answer in a sophisticated way. 
Although I tried my best not to look at my notes, my lecturer noted that I was looking down a lot, instead of looking up at my audience. This is because I wanted to make sure I was covering any points that were important. In future, I will try to look down at my notes less often and look more at my audience whilst I am delivering, to show that I am able to discuss the topic area with confidence. Despite this, my lecturer commented that my presentation consisted of a good level of knowledge of my topic area and contained good visuals on each slide. 

I have learnt that I need to focus on my confidence, whereby I am able to direct my presentation at my audience rather than looking down at my notes for support. By doing this I can engage with my audience better and be sure that I am making eye contact with them. This will also allow me to ensure I maintain professionalism throughout. Also to make sure that I attend more study skills sessions, in order to improve my confidence and awareness of how and what is expected whilst presenting. Time management can be managed better by having a watch on a clock and how much I how much time I have on each slide. 
To conclude thinking consciously will help me understand what I did well last time and what I can do better, so for me to remain calm and collected will allow presenting in the best possible manner. 
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Hall Green Junior School

Salary
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Closing date
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Job Details

Company

Hours per week: 30.00 per week, term time only
Contract Type: Permanent

Hall Green Junior School

Stratford Road

Hall Green

Pastoral and Learning Support X

Pastoral and Leaming Support Worker
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Similar jobs

Safeguarding and Child Protection
Officer

Ninestiles, an Academy, Hartfield
Crescent, Bimingham, B277QG

Level 2 Teaching Assistant

Minworth Junior and Infant School




