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An uptodate version of my cv, cover letter, job advertisement/ person specification based on the job/ role I am applying for. In preparation for the job interview for an IT Trainer            (O365 /M365, Microsoft Teams).
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Email: shaz1404@hotmail.co.uk
Phone Number: 07853251959

PERSONAL FILE

Hardworking with a genuine desire to succeed therefore approaches any given tasks with enthusiasm and motivation. Effective communication skills with the ability to work well as part of a team and on own initiative. Can easily transfer skills into a variety of working environments and is adaptable to company policies and attitudes making a valuable employee to any organisation. Willing to participate in training to learn new skills. 

KEY SKILLS

· Good attention to detail                    
· Effective Time Management skills
· Good organisational skills
· Able to work under pressure
· Good timekeeper
· Computer literate: Word, Excel, PowerPoint, SharePoint
(Microsoft Office)
· Technical
· Flexible
· Problem Solver
· Team player
· Communicate using online sources: 
Zoom, Skype, WhatsApp and Teams


CAREER HISTORY

HOME MANAGEMENT
Walsall

Jul 1993 – Present                 Childcare and Home Management
 
Key Responsibilities
· Dealing with emergencies smoothly and effectively under pressure
· Listening and contributing to solutions to problems/issues
· Supervising, supporting and guiding children
· Working with teachers/careers 
· Management family budgets, keeping a family home clean, tidy and hygienic
· Organising and delivering educational and leisure activities
· Marinating the garden, planting, mowing and weeding



WHITEHALL INFANT SCHOOLS
Walsall

Feb 1993 – Feb 1993                       Classroom Assistant
Key Responsibilities 
· Get the classroom ready for class
· Listening to children read, read to them, or told them stories
· Helped children who need extra support to complete tasks
· Helped teachers to plan learning activities and complete records
· Supervised group activities and display work 
· Look after children who were upset or have had accidents
· Played educational games with children 
· Encouraged younger children to learn through play
· Helped with outings and sport events


EDUCATION
WALSALL COLLEDGE 
Walsall

2020 – 2021      IT Level 2, Maths GCSE Grade 5
2019 – 2020      IT Level 1, Maths Level 1/ Entry Level


MANOR FARM COMPREHENSIVE SCHOOL
Walsall

1993 – 1995      A Level in Textiles and Urdu
1988 – 1993      GCSEs in English Language B, English Literature C, Art &            
                          Design C, History C, Science CC, Urdu C, Maths D, Business 
                          Studies D, Level 2 French Proficiency Test

INTERESTS

Interests include Art and Design, Pottery, Sewing, Reading, watching factual based Drama/Crime, learning new skills, working with people helping them feel good about achieving, fixing and putting things together, DIY and using my IT skills. Also have a full UK licence, like to go on drive and spend time with family. Passion for helping people within the community.

REFERENCES

References will be available on request
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IT Trainer 0365 (M365, Microsoft Teams)
London, South East
Fenwick Ryan Ltd
Date: 24th October 2021

Dear Fenwick Ryan Ltd
I am writing to apply for the job advertised of an IT Trainer 0365 (M365, Microsoft Teams). I have more than 3 year’s experience in IT with qualifications and have knowledge in the latest version of Windows:
· PowerPoint
·  Word
·  Excel
· SharePoint
I also have experience using zoom, Teams and Skype. It is a passion of mine to train people in areas that they feel they are weak in or think they are unable to do. I have an advantage of Asian background and experience in helping out people within my community with any online applications or getting them the information, they require.
I believe Fenwick Ryan Ltd would benefit from the following: 
· Flexibility for working hours and dedication to the job
· Willingness to go the extra mile 
· Satisfaction in watching people achieve their goals 
· Confident, social and love working as part of a team
· positive attitude under pressure and able to solve problems
It would be a privilege to discuss the IT Trainer position in more detail with you soon. I am available any time and can come by when it’s convenient for you. Thank you for your time, and I’m looking forward to hearing from you.
Sincerely 
Shazia Ayub
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	IT Trainer


Hays Technology are looking for an IT Trainer to join our client, a top ten-ranked auditors and tax advisers. You will help address the IT training needs of the Firm's users, who require general IT training covering in a range of subject areas.

What you will be doing:
· Running IT Induction sessions for new starters, covering the essential IT requirements
· Conducting training on key applications of the Office 365 suite including Excel, Word and PowerPoint.
· Experience with face-to-face training and remote via Zoom/Teams
· Helping users to get the best out of Zoom Phone and Meetings, Microsoft Teams (Meetings, Chats and File Sharing).
· How to be productive with One Note and Microsoft to Do
· Analysing queries to the Helpdesk and identifying areas of training need for users
· Dealing with IT Helpdesk support queries as required
· Conduct one to one session with users as required
· Posting regular IT updates on the Intranet including How To's and Quick Tips
· Creating and maintaining IT documentation as necessary to assist users in their day-to-day job
· Providing digital updates for users on a regular basis
· Producing Training Documentation as appropriate

What we are looking for:
· Prior helpdesk administration experience is essential
· Strong working knowledge on various IT systems e.g. Office 365, collaboration tools (e.g., Zoom or Microsoft Teams)
· Ability to write professional IT documentation with excellent communication skills
· Highly personable individual with experience of dealing with users at all levels and all abilities
· Need to be proactive in the approach to users to ensure all IT training needs are being considered

What you need to do now:
· If you're interested in this role, click 'apply now' to forward an up-to-date copy of your CV, or call us now.
· If this job isn't quite right for you but you are looking for a new position, please contact us for a confidential discussion on your career.
Hays Specialist Recruitment Limited acts as an employment agency for permanent recruitment and employment business for the supply of temporary workers. By applying for this job, you accept the T&C's, Privacy Policy and Disclaimers which can be found at hays.co.uk



		
		Apply 
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