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	As a proficient skilled worker with a highly wide spread experience, developed and proven to the ability to build relationships and seeking to a new platform.


Experience

	OCtober 2020– present
call Handler, nhs
· Taking calls and dealing with patients queries.

· Started off customer service for health care.

· Now handling inbound and outbound calls.

· Able to book in vaccine appointments.
· Confirming details checking different types of cohort.

· Rescheduling any appointments if cancelled or needs to be with customer consent.

· Ensuring patients are provided with the best customer service but also making sure they are provided all the information with the best of knowledge.

June 2019 – december 2019
Case Handler, Lloyds
· Looking into customer complaints regarding about PPI.

· Main duties involved in going into sensitive customer data, investigating and login the complaint by sending a letter with an outcome.

· Keeping up to date in work.

· Exceeding weekly targets for the business role.



	july 2017 – january 2019
Outbound or Inbound Sales, first source sky
· Taking customer calling who wants sky packages.
· Exceeding weekly targets for the business role.
· Had the opportunity to try a new challenge to a different service; inbound to outbound sales.



Education

	September 2004 – July 2005
entry level 2 & 3, redbridge college
English entry level 2 and Mathematics entry level 3


	September 1997 – July 2002
GCSE, St pauls community school
GCSE's in 9 GCSE's between grades A*- C including Mathematics and Statistics



Skills

	· Communication 

By having a solid command in the English language, able to elaborate information clearly and consistently with high standards.
· Teamwork

Able to take part of different situations as a team, able to lead as a team and be able to achieve the goal as a team. Also ensuring the targets have been met up to the standard for the work ethics.
· IT Skills

Great knowledge of different IT requirements, how it is used for example Microsoft Office packages. Also understanding the use of what types of software are needed to represent the work and communicate with the audience which the work would or would have been published to. 

· Passionate to help others

Very ambitious in providing the support to others, making sure others are well driven and working up to standards. Also, always understanding what others are looking for as an outcome for example in a working area, what support are customers or co-workers are looking for or in a study process, what support is needed to complete the assignments.
· Planning and organization

Able to prioritise workload given and able to work more than one situation, in other words able to multi-task throughout.




activities

I enjoy different activities for example playing football with friends as it keeps me fit and gives me chance to socialise and get to know others. I love reading magazines and newspapers as it keeps my literature consistent and keeps me up to date of what is going on in the world. I gained Retail level 2 in SIA certificate in Security Track 2000 in Cardiff during 2007. I enjoy motivating others and also achieving my targets. I look to self-improve myself and now looking for a challenge and a working environment which will push me to do even better and eventually go to a higher level.
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Cordant People
NHS
21 Windsor Place
Cardiff, CF10 3BY
	Dear sir/madam,

I come to you as a friendly, motivated person, who has a passion to serve others and an ability to pleasantly surprise my customers by doing something above and beyond their expectations. This allows me to bring out the skills which I already exceeded in previous works and develop for something better.

With reference to your advertisement for the position of Recruitment Assistant, I would like to be considered for this vacancy, and attach my CV with this letter for your consideration. I see your vacancy as a brilliant opportunity to work for a company that has a genuine drive to be the best in class for its customers.

I consider myself to be an expert and also having experiences in at finding ways to make people feel special. There are many reasons why I feel more considered for this role is because of the amount of work I put myself into work and the willingness to take the challenge in a new working environment. Also, having the ability to work with workers from different cultural backgrounds but also able to communicate with customers who has difficulties in understanding and processing the information. 
With my present employer I am charged with ensuring that all customer queries, issues or complaints are resolved to the satisfaction of all. I always have a smile on my face, possess a positive and flexible approach to things and can play a vital role in creating a great first impression, thereby ensuring that all customers receive a VIP service. Moreover, ensuring the best customer service has been provided to all the customers with high standards of the business. Initially, by having the opportunity to develop the skills and succeed something better. 
If you need more information or need no further information. You will see from my enclosed resume that I meet all of these qualifications and more.

I would very much like to discuss opportunities with Cordant People. To schedule an interview, please call me at 07769254587. The best time to reach me is between 10am and 12am, but you can leave a voice message at any time, and I will return your call.


Thank you for taking the time to review my resume. I look forward to talking with you.
Yours sincerely,

Shah Ali


Reflection
When bringing the CV and covering letter together, both of the documents would be needed to represent how I would be showing to the recruitment process. These are very important as without these documents the business would not be able to understand of how I am or how my working ability is.
CV and covering letter is needed as it will help the business recruitment to understand how you are as a worker and what you would bring into the business. CV is a type of document which is used to outline how you are and what you have achieved, as then the covering letter would come in to help the recruitment to understand in more detail how you are. However, there are things which needs to be well looked into when creating CV or even covering letter; making sure it has been proof read, to ensure it has been well written to avoid any errors, being able to be enthusiastic, illustrating why you are the unique candidate, experienced and have the value to work and to be honest (Advice | Michael Page, 2021).
As I completed the CV it outlines the achievement which I have made that shows I am very well driven worker who has the energy and enthusiasm to work with other from different cultural backgrounds. Also, it elaborates wider that I have been thorough when working in different workplaces, knowing and being aware what I am looking for. Initially, it gives or shows that I have had many opportunities in working different areas and have had praises when working as I have represented the work with high standards as expected, allowing myself to develop and understand where I have gone wrong.
Moreover, the covering letter it brings out in detail of how I am other than the CV which has a lot of information but not in depth as the covering letter would be presented. It explains and demonstrates how sincere I work in different workplaces and how I am determined to achieve something better for the future ahead. This would allow me to explain more by using different things which I used and achieved within the workplace, having the best communication and being passion to work and help others. Also, having the willingness to face a challenge which would or affect in my working ahead. In presence of working with others, having the awareness in detail of why I would be the best candidate for the job role and what I exceeded in the past which allowed me to progress further in the career.
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