SWEEBA ALTAF


Address:	27 Knowle Road, Sparkhill, Birmingham, B113aj
Email: 		Sweeba786@hotmail.com
Mobile:	07741205540


SUMMARY:
I am a mature, positive and hardworking individual, who always strives to achieve the highest standard possible, at any given task. I possess excellent communication skills, and I have the ability and experience to relate to a wide range of people. I enjoy learning new things, I can work very well under pressure.

SUMMARY OF QUALIFICATIONS


        • 2021-2022     CERTITICATE IN HIGHER EDUCATION HEALTH AND SOCIAL CARE AT UNIVERSITY OF TRINITY SAINT DAVID 
· 2003 -2012	Kashmir School and College(abroad)
· 2015-2016       Enter key training center		
Entry level3 in Math and English 

PROFESSIONAL SKILLS

· Computer Literate
· Customer service skills
· Good numeracy skills and communication skills
· Able to work effectively in a team
· Time management skills
· Good problem solving skills
· A good team worker and team leading
PERSONAL SKILLS

· Fluent and confident in written and spoken English
· Fluent and confident in writing spoken Urdu and Punjabi 
· Understanding of basic Arabic
· I respect others for who they are and what they do
· Good attendance and punctuality
· Able to balancing professional and personal life
· Able to look after a large group of people and work with them
· Friendly personality
· Can do attitude

EMPLOYMENT
  

Currently looking for part time employment alongside my study at university of trinity saint david  

2017-2018
Kanes Food Ltd – Food production operative 

· Physical lifting and movement of crates containing vegetables, packing or finished products. 
· Cutting or dicing vegetables by hand or by machine.
· Washing down production lines. Cleaning production areas. 
· Maintaining written production records. 
· Recording control measurements e.g. water or product temperatures. 


2018-2020	
Care Assistant
My duties involved but not limited to:

· Greeting clients well
· Assist them with shopping laundry and cleaning 
· Maintaining high level of hygiene 
· Helping with the basics day to day tasks
· Reporting differences and problems in the office 
· Providing them with emotional support and company 
· Forming good relationships with the clients 
· Outside the home visits
REFERENCES
Available upon request
    
                                                             Cover letter 

I am writing to express my interest for childcare assistant. Caring for children is not just the job for me its my passion. I am mother of two beautiful daughters so i have experience with children. I am extremely patient. I have great communication skills and most importantly my first priority is the safety and well-being of children. I would love an opportunity to come on board as your new childcare assistant. I believe i can make valuable contribution to your daycare center. Thank you for your time! If you have any questions contact me at your earliest convenience.
Sincerely, 

Sweeba Altaf 
