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Curriculum Vitae

Name: Sageeta Hussain                         Telephone no: 07415295004
Address: 49 Twycross Grove,            Date of birth: 29/07/1983
                Hodge hill,
                Birmingham,
                B36 8LB		                  Email: sageeta_hussain@hotmail.com

I am a confident person, outgoing and very enthusiastic. I have excellent communication skills and the ability to work under pressure. I am reliable, punctual, and very approachable. Most of all I have great commitment in what I do.

Education May 2022 – to date
Cert HE Skills for the workplace - Health and Social Care level 4 

Work Experience:
Supervisor Chemist, Birmingham, UK
March 2019- January 2022
· Trains new team members in company standards, customer service, and job duties
· Supervises team members in duties and performance
· Connects with customers and develops strong relationships to encourage repeat visitation
· Updating reports and timesheets
· Providing basic first line management to staff whilst on shift
Ref: Ali Ahmed (Director), Chemist.
Email: aliahmed72@chemist.com



Mitie Engineering Maintenance Jan 2007 - Jan 2010
During my time working here my job role was to answer calls e.g., council houses and schools when they needed help with no heating electric etc. Making calls and sending texts to engineers to various jobs. Ordering material/ tools for the engineers from different suppliers and faxing them. Normal admin duties inputting data on pc, filing and photocopying.

Bowen Travel Jan 2002 - Jan 2007
During my time at Bowen Travel, I have become a part of a remarkably busy team. I have gained many skills and built on many skills, my leading role while working here is dealing with holiday requests via telephone and internet. Managing incoming and outgoing post to many holiday resorts around the world. Filing invoices and other paperwork. I have gained the confidence in promoting offers to our services such as travel insurances. Banking which involves on keeping on top of outstanding balances. Communicating with many people from many backgrounds, working towards meeting their needs. Organizing and sending faxes to other companies and hotels that are connected to this firm. Dealing with any complaints that have been raised, this could be a stressful situation being a part of a big team, we work together to investigate the situation and work to deliver the best to all the customers. 

Education: 

City college Birmingham 2000 – 2022
Intermediate Business Studies level 2
Maths level 2 
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Medical Secretary							Sageeta Hussain
Belmont Recruitment							49 Twycross grove
Location: DY1, Woodside, Dudley					Hodge hill
B36 8lb
Contact details: Email. Sageeta_hussain@hotmail.com	Telephone. 07415295004
10th march, 2023

Dear Sir/Madam
I am interested in the vacancy I have seen on the CV library website of the position for a medical secretary in Dudley. The profile you have outlined fits me very well as I will further explain in this letter. 
I am currently studying Health and Social care level 4 at UWTSD Spark hill Campus. During these studies, students are prepared to become a medical secretary. The emphasis lies on committing to your work as the process of education, the subjects of communicating and teamwork are talked about. I would like to use my skills with your organisation to apply my knowledge as effectively as possible.
I consider myself to be a hard worker, committed to my work, has experienced working as a team with effective communication skills. Combined with my experience, I think I can contribute significantly to your team. I am aware of where medical secretary as the perfect next step in my career is. In the position of medical secretary, I anticipate being able to advance my professional development.
I want to elaborate and describe the reasons I want this job of medical secretary over a private conversation.
You can get in touch with me by phone via 07415295004 or by email sageeta_hussain@hotmail.com.
I appreciate your consideration and I'm interested in hearing from you. 
Sincerely,
Sageeta Hussain 




	Personal SWOT analysis





	Strengths
	Weaknesses

	· Communication
· Understanding
· Active listening 
· Honesty
· Friendly 
· Loyal staff
· Large no. Of room facilities


 
 
	· Confidence
· Presentations 
· Public speaking 
· Lack of funds
· Written communication 
· Poor service user satisfaction
· Old buildings

	Opportunities
	Threats

	· Get a promotion if I bring in more to the table 

·  UK Government apprenticeship scheme 
	· Failing to keep up with new challenges

· Excessive cost in food/ fuel 




 
 
 
 


 
	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?

	Speaking in public  
 
 
	 Practising speaking Infront of friends and family, also while practising in doing presentations. 
	 Having more experience and by practising with other people, speaking to them. 
	 I will be more confident in speaking out more Infront of other people and telling them what my opinions are. 
	 End of my course so I can get a decent job.

	 
Written communication 
 
 
	Practise on writing emails and letters to lecturers and friends professionally.
	 It will help in my job if I must email or write to patients and colleagues. 
	 I will be able to communicate with people in a professional manner.
	End of my course before I get into a job. 










Personal statement:

I am currently studying at UWTSD university studying an undergraduate health and social care course to get a better understanding of further knowledge and passion working with people. During this time, I am developing effective communication skills and good working relationships. 
In addition to this I have worked in a chemist as a supervisor this has given me a valuable experience of working alongside people, how to assist their needs in any way possible and multi-tasking. I also have experience in working in an office as an administrator for quite a few years as a team. Here I experienced working well with customers, telephone etiquette and communicating with other organisations via faxing and emailing. This has also helped me to show how committed I am to my responsibilities as well as demonstrating good organisation skills. 
Having to juggle work and a family with 4 children is quite challenging as well as social activities this shows that I am developing my time keeping skills to make myself more committed and more punctual.
I have also studied at a 6th form college studying level 2 business and admin.
During my spare time I like to go swimming and walks in the parks. I find this an effective way to express myself to help keep fit. I also like going away for the weekend either it be on the beach or just a getaway to relax change of scenery. I like to attend different events happening in my area such as it being a cultural event or just a social thing so I can socialise with different people and learn about diverse cultures. 
This helps me increase my confidence and helps me meet new people. I have the necessary skills needed to be a medical secretary as I am always working hard to achieve the best I can. Also, I would like to gain more experience so I can further as I have always wanted to be in the health and social care sector to get a better job in this field. 



Reflection:

Simple examples of reflective practise include thinking about or reflecting on what you do. It is strongly related to the idea of learning from experience in that you reflect on what you did and what occurred and make decisions based on that about what you would do differently in the future (Skills you need 2022).
Learn about and improve yourself in the areas you are learning about or desire to learn about. Take notice of your surroundings about how you feel – be aware of your feelings, what triggers them, and how you handle uncomfortable ones. Speak to others in your organisation and share your thoughts and experiences with them. Consider valuing the time you spend considering your job. To put it another way, it is not just what you think that matters. Also, you must become knowledgeable about both the theory and other people's methods (Skills you need 2022).

The Gibbs reflective cycle is easily understood and helps you identify on yourself reflection.
In 1988, Graham Gibbs developed the Gibbs' Reflective Cycle to organise gaining knowledge from experiences. Due to its cyclical nature, it offers a framework for experiencing analysis, it lends itself particularly positively to repeated interactions, enabling you to take lessons from both good and bad situations and plan accordingly. It goes through six stages: 
1) An account of the event 
2) Thoughts and feelings on the event 
3) A review of the experience, including positive and negative aspects 
4) Analysis to understand the circumstance 
5) Conclusion regarding what you have discovered and what you may have done differently 
6) Create a plan of action for how you would handle such circumstances in the future or consider making any necessary general modifications (Gibbs 1988).





Introduction: 
I will be reflecting on a presentation which I did recently regarding teamwork about what it is about, how it is used and how useful it is at work. I did the presentation via teams online with my lecturer.

My experience whilst doing this presentation was that I was extremely nervous whilst presenting my presentation although I had all the information out Infront of me I still blanked out sometimes. I tried to only say the main points in my presentation rather than descriptively saying everything on there. This is where my timing on the presentation was cut short as I try to overcome the experience quite quick. I also forgot to put in an introduction and conclusion and went straight into the presentation.

Conclusion: 
The feedback I got from my lecturer was ok as I was told there was some good discussion on teamwork and good graphics used for my presentation, but I finished under the time that was allocated to me. I need to practise more on this field and try and go to the study skills workshop provided to help me improve on how to create the presentation properly. Also have appropriate amount of information in the presentation to last me the time given for it.
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Job Type: Contract, Temporary

Belmont Recruitment are currently looking for an experienced Medical
Secretary tojoin a West Midlands NHS Trust on a 6-month temporary
assignment. This s a full-time position, working 37.5 hours per week, Monday
to Friday. Location: Dudley. Duties & Responsibilities. General secretarial
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