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	Profile

	I am a strong minded and hard working individual who loves a challenge and working under pressure. Seven years as a nursery practitioner and one year as a nursery manager has taught to me have a good working mindset and the desire to prosper in every career field I enter.
I believe that I am a hardworking, reliable and punctual individual who is able to respect everyone and in return gain respect from others. 

I am a mother of 3 wonderful children who have completed my life and with whom I love spending my spare time with. I also enjoy reading and as any woman would say i love shopping!!!
I am a happy go lucky type of person and have been told that I have the gift of the gab and I wouldn’t deny it as I love talking and meeting new people..




	 Experience

		Koolkidz, Ward End	January 2014 
Nursery Board of Directors	.	
Making initial decisions for the nursery.
Recruiting new staff.
Organising outings.
Managing finances.


	

	Koolkidz Nursery, Ward End	May 2013 – January 2014
Deputy Manager.		
Organising the staff and doing the weekly rota.
Planning weekly activities for the nursery.
Answering the telephone and handling queries.
Filling initial paperwork.
Using various computer skills for everyday tasks.
Basic administration duties.


My main achievement in this job was the opportunity to expand my learning curve and the 
Challenge of becoming a deputy manager from a normal nursery practitioner.  I also loved embedding the basic learning foundation in the children’s lives and watching them develop.


	

	Koolkidz, Ward End	August 2007 – August 2009.
Nursery Practitioner	.	
I worked with children aged between 0 -12. My main duties included: setting activities daily for children, recording initial progress for their learning journals, working as part of a team and also on my own when needed, feeding the children lunch and snack, nappy changing.

This was my first job after gaining my qualifications, I enjoyed how I developed from a shy new employer to a senior and then to a deputy manager. The learning aspect in this job was amazing and interesting.

Connect Distribution, Small Heath.                                              September 2013/ January 2014
Sales/customer service.
Answering calls to customers purchasing appliance parts.
Finding the items and taking payments online.
Handling all customer sales queries.
Dealing with irate customers and managing difficult situations.
Doing refunds and returns on online database.
Working alongside Royal mail and other delivery companies to track orders.
Recording all customer information on the company database.
Working alongside team manager to resolve matters.

I enjoyed learning different aspects of the company and meeting new people on the same team. I learnt new skills and discovered that I am very good at calming a difficult situation and able to resolve matters easily. 

Hilal Tours and Travel agency, Ward End                                           February 2018/ till present
 Making online money transfers 
Working alongside the main company in Pakistan in resolving any queries and setting customer accounts.
Preparing customer details for visas and travelling.
Managing finances.   
Recording customer information on the company database.    
Letter writing.
Making customer invoices.
Organising and par hosting seminars. 

                                        

	






	 Education

		UCB  HND level 4	September 2008 – June 2009
HND degree beauty and salon management   
Distinction

	

	East Birmingham College  	September 2006 – July 2007
Early Years and Classroom Assistant  NVQ 2
Distention


	

	East Brimingham College  	September 2005 – July 2006
Early Years and Classroom Assistant  NVQ 3
Distinction
 
Computing QRC Award Body 

	

	Hodge Hill Girls School	September 1993 – July 1998
GCSE B
English   



	

	Hogde Hill Girls School  	September 1993 – July 1998
GCSE C
Maths   


	

	Hodge Hill Girls School  	September 1993 – July 1998
GCSE C
Science   


	

	Hodge Hill Girls School 	September 1993 – July 1998
GCSE B
English Literature   


	






	 Interests

	I love reading and my all time favourite authors are Sophie Kinsella and Joan Collins. I enjoy spending time with my family and we have developed a passion for bowling!!
I used to do some free writing in my spare time but since having my baby I haven’t had the time to continue on doing so but it is something that I am looking to continue again soon.
I love meeting new people and sharing life experiences. 
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Location: Birmingham.
Hours: 40 per week
Holiday: 30 days per annum inclusive of 8 statutory holidays
Salary: £18,000-£20,000 per annum (dependent on location)
Benefits: Non-contributory pension
Private medical insurance
Job description.
The role of the Deputy Manager is to assist the Nursery Manager to provide professional leadership and management of the nursery and to help ensure that all children receive the highest standards of care and education.
In the absence of the Nursery Manager, the Deputy will undertake the overall day-to-day management of the nursery.
You will hold a full and relevant qualification in Early Years at Level 3 or above, understand and ensure the requirements of the EYFS and Ofsted are met and have experience working in a busy nursery setting in a leadership position.
What do you have to achieve?
· High standards of care and education.
· Compliance with all regulatory requirements.
· Staff who feel supported in their roles.
· Targets for revenue and costs.
· Highly competitive salary.
· Generous holiday scheme.
· Discounted childcare for parents.
· Ongoing professional development and training.
· Pension scheme.
· Uniform provided.
· Employee loyalty scheme.
· Maternity & adoption bonus (service related).
· Recommend a friend scheme
· Employee of the month scheme
Key responsibilities.
Promote high standards of quality within the nursery in respect of the environment, resources and experiences offered to children.
Ensure that all children attending the nursery receive rich and stimulating experiences appropriate to their age and stage of development.
Ensure that practice and provision in the nursery meets the requirements of the Early Years Foundation Stage.
Ensure that children are kept safe and that staff understand and, when necessary, follow Safeguarding Procedures.
Promote and facilitate partnerships with parents/carers and other family members.
Support the development of good practice with regards to special needs and inclusion.
Establish, develop and maintain highly professional working relationships with relevant Local Authority Departments, regulatory bodies and other agencies.
Create and maintain a culture of self evaluation and reflective practise throughout the nursery.











Covering letter. 
Dear Sir/ Madam
I am very interested in your Deputy Nursery Manager vacancy advertised on Reed.com. Please find enclosed my CV for your consideration. 
As you can see from my CV, I hold many years of experience that are relevant for the role, which makes me the perfect candidate for this position. 
I worked my way up the ladder from being just a cleaner for the company and then becoming a practitioner to then learning the skills and working with the current supervisor to become a supervisor and then finally becoming a acting deputy manager.
I have complete faith in myself that I will bring fresh, new prospective to your company. I hold the ability and personality to get along with people, and that is a main factor in a nursery, as having a good rapport with parents/carers is as important as the well-being of the children, because they are entrusting their children's well fair in our hands. 
I am confident that I can bring this level of success with me to your nursery and help build upon their reputation as one of the . With my previous experience and expertise, I believe I can start actively contributing to the business as soon as possible.
Thank you for your time and consideration. I look forward to meeting with you to discuss my application further.


