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Luna Begum
21/03/2026
2437661@student.uwtsd.ac.uk
Re: Teaching Assistant Position
Dear Manager,
I am writing to express my interest in the Teaching Assistant position at your school, I have seen the job advert on Indeed. I am currently working as a SEN Teaching Assistant at Dilkes Academy Primary School, where I support pupils with additional needs and contribute to creating a positive and inclusive learning environment.
In my current role, I provide one-to-one and small group support to children with Special Educational Needs, helping them engage with learning and build confidence both academically and socially. I work closely with class teachers to support lesson delivery, manage classroom behaviour, and ensure that all pupils feel supported and included. I take pride in building strong relationships with pupils, staff, and parents, contributing to a collaborative and supportive school environment.
My previous experience in administrative and customer-facing roles has strengthened my communication, organisation, and multitasking skills. I am confident in managing responsibilities in busy environments while maintaining a calm, patient, and professional approach—qualities that are essential when supporting children with diverse needs.
I am currently studying towards a Certificate of Higher Education, which reflects my commitment to continuous learning and professional development. I am passionate about supporting children’s development and helping them reach their full potential, both academically and personally.
I would welcome the opportunity to contribute to your school and support your pupils in achieving success. Thank you for considering my application. I look forward to the opportunity to discuss my suitability further.
Yours faithfully,
Luna Begum

LUNA BEGUM CV
Dagenham, London, UK
2437661@student.uwtsd.ac.uk
PROFESSIONAL PROFILE
Organized and reliable administrative professional with extensive experience in reception, coordination, and customer service roles, including within healthcare environments. Skilled in managing appointments, supporting teams, handling confidential information, and delivering excellent front-of-house service.
Known for strong communication skills, attention to detail, and the ability to manage multiple priorities in fast-paced environments. Currently working within a primary school as a SEN Teaching Assistant while studying towards a Certificate of Higher Education at university. Eager to continue developing professionally while contributing positively to organizations that focus on service, care, and community support.
KEY SKILLS
Patient and Clinic Coordination
Administrative and Reception Support
NHS Systems and Procedures
Can speak 3 languages. 
Microsoft Office (Word, Excel, Outlook)
Data Entry and Record Management
Customer Service and Front Desk Operations
Strong Communication and Interpersonal Skills
PROFESSIONAL EXPERIENCE
SEN Teaching Assistant – Dilkes Academy Primary School, London | 2025 – Present
Provide 1:1 and small group support to pupils with Special Educational Needs (SEN)
Assist the class teacher with lesson delivery and classroom management.
Support pupils with additional needs to engage in learning activities.
Build positive relationships with parents, teachers, and support staff.
Administrator – Maliks Removal Company, London | 2021 – 2023
Coordinated customer bookings and managed daily work schedules.
Prepared and processed invoices and maintained financial records.
Responded to customer queries via phone and email in a professional manner.
Maintained organized digital and physical documentation systems.
Supported smooth communication between clients and operational staff.
Receptionist – Glyn Hopkin Nissan, London | 2017 – 2020
Delivered professional front-of-house service to customers and staff.
Managed high volumes of incoming calls and directed enquiries appropriately.
Handled email correspondence and maintained customer enquiry logs.
Ensured a welcoming and professional reception environment.
Clinic Coordinator – University College Hospital Macmillan Cancer Centre, London | 2009 – 2013
Coordinated patient bookings for treatments and specialist procedures.
Managed practitioner diaries and arranged appointment changes when necessary.
Acted as a key point of contact for patients throughout their treatment journey.
Processed financial transactions in line with hospital policies.
Receptionist – Dr Rahman GP Surgery, London | 2006 – 2008
Managed patient appointments using NHS booking systems.
Updated and maintained patient medical records.
Supported clinical staff with administrative and clerical duties.
EDUCATION
Certificate of Higher Education (CertHE) – In Progress
University of Wales Trinity Saint David– United Kingdom | 2025 – Present
BTEC National Diploma in ICT & Business
City and Islington Sixth Form – London | 2005
Grade: Merit
GCSEs
Arts and Media School Islington – London | 2004
9 GCSEs A–C including English Language and Mathematics
ADDITIONAL INFORMATION
Excellent interpersonal and communication skills
Highly organized with strong attention to detail
Adaptable, dependable, and able to work effectively under pressure.
Fast learner with a proactive and positive attitude
Passionate about supporting others and improving service delivery.

References available upon request.
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Full job description

SEN Teaching Assistant — Primary School -
Barnet

Are you an experienced SEN Teaching Assistant
with a passion for helping young learners reach
their full potential? A thriving Barnet primary
school is looking for a dedicated professional to
startimmediately, providing essential support to
children with additional needs.

What You'll Be Doing
As a SEN Teaching Assistant, you will:

© Work 1-to-1and in small groups with pupils
in EYFS, KSTor KS2 who have Autism,
ADHD, emotional/behavioural needs, or
Speech & Language difficulties

Deliver tailored interventions in literacy,
numeracy, communication, and social skills
Adapt teaching resources and activities to

suit each child’s learning style and needs

Support pupils’ independence, confidence,
and engagement in all areas of school life
Collaborate closely with the SENCo, class

teachers, and outside professionals to

Apply now
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¢ Collaporate closely with the SENLO, class
teachers, and outside professionals to

monitor progress and set realistic targets

Pay: £95-£110 per day, term-time only, paid
weekly or monthly

Who We're Looking For

We want someone who combines care, patience,
and academic strength:

e Strong academic background (degree or
excellent qualifications) with confidence in
literacy and numeracy

* Proven experience supporting children

with SEN in a primary school setting

Skilled in behaviour management and

tailoring strategies to individual learners

* Patient, proactive, and resilient, with
excellent communication and teamwork
skills

¢ Agenuine commitment to inclusive
education and helping every child thrive

This role is ideal for aspiring teachers,

educational psychologists. or child development

Apply now
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Who We're Looking For

We want someone who combines care, patience,
and academic strength:

e Strong academic background (degree or
excellent qualifications) with confidence in
literacy and numeracy

e Proven experience supporting children
with SEN in a primary school setting

o Skilled in behaviour management and
tailoring strategies to individual learners

* Patient, proactive, and resilient, with
excellent communication and teamwork
skills

* Agenuine commitment to inclusive
education and helping every child thrive

Thisrole isideal for aspiring teachers,
educational psychologists, or child development
specialists who want hands-on experience.

Why This School?

e Supportive SENCo and leadership team,
committed to staff development

* Collaborative and welcoming culture

¢ Modern facilities and resources

* Focus oninclusion, wellbeing, and

Apply now
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Primary SEN Teaching
Assistant

Clarus Education
Barnet

Job details

& Jobtype

Full-time

Location

© Barnet

Benefits
Pulled from the full job description
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