
DILARA BEGUM
STUDENT ID: 2017884
LECTURER: FARAH ISLAM






Ward Administration Assistant
University Hospitals of Leicester NHS Trust

20 reviews

Leicester LE1
£18,005 - £19,337 a year
You must create an Indeed account before continuing to the company website to apply
Apply on company site
An exciting opportunity has arisen for a band 2 administrative/personal assistant role. The role will involve providing administrative support for the ward managers and clinical staff. The support provided will aim to assist in the day to day running of the ward. the post is based between ward 16 and ward 21 at Leicester Royal Infirmary.

The post will be 37.5hours per week Monday-Friday, flexible hours will be considered. The role will involve performing an array of key administrative tasks, including but not limited to; filing, data tracking, audits and other administrative tasks. Applicants should possess good I.T, communication and multi-disciplinary working skills. please be advised that this vacancy will close as soon as sufficient applications are received.
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	ABOUT ME 


I am hard working, motivated and enthusiastic individual who has over 15 years of Administrative and customer service experience. I have proven track record in delivering excellent customer service. I always try to achieve the highest standard possible at any given task or a complex situation. I am accustomed to working in a challenging and fast paced environment particularly when handling high call volumes and unhappy customers. 

I would describe myself as polite and organized individual who has excellent communication skills. I am great team player and enjoy new challenges. I am hard working individual energetic and eager to learn new skills. I am a dependable person who has great time management. 
	
	EMPLOYment history


Insurance Broker | Hastings Direct 
2017-2021
· Help customer set up brand new policy 
· Retaining existing customers 
· Dealing with complaints 
· Problems Solving and decision making
· Taking payments using various platform 
· Following Scripts and adhering company procedure 
	
	Experience


Reconciliation Officer | Royal Bank of Scotland
2013 – 2016
· Solicitor fees and credit invoicing
· Reconciled receipts and payments using Sage
· Reconciled mortgage amounts
· Used Excel to create and maintain large databases
· Solving discrepancies and managing credit notes
· Provided customer service via telephone and e-mail 







Completions Officer | Royal Bank of Scotland 
2008 – 2013
· Assess Certificate of title from solicitors to make sure everything is accurate 
· Maintain constant contact with all parties involved in the mortgage process, including clients, broker, PMA and solicitors, to update the progression of mortgage completion
· Make sure accurate funds have been released to client/solicitors 
· Chase relevant parties for required documentation and updates on the mortgage application
· Dealing with customer complaints 
· Training other staff on the completion role
	
	Education


GCSE’s | Broadway School and Sixth Form 

1998-2003
Broadway school, Perry Barr, Birmingham B20 3DP 
2003- 2004 
Broadway 6th Form, Perry Barr, Birmingham B20 3DP 
GCSE – 9 C grades (including English)

	
	Skills


	Specialist knowledge of financial products and services
Ability to manipulate data using Excel
Demonstrate numerical skills  
Quick learner and team player
Excellent customer service 
	Excellent verbal and written communication skills
Autonomous 
Organization and planning
Ability to multi-task and prioritize workload



	
	Continious professional development Courses



· Money Laundering  
· Terrorist financing
· Know your customer checks (KYC)
· Health and safety in the workplace
· Corruption and bribery
· Compliance and risk 
· Additional training:
· Letter writing course
· Customer complaint handling course
· Excel course
· Team Management Course 

References upon request 

Cover Letter 

Ward Administration assistant – Full time 

I’m writing to express my interest in your ward administration role. Having read through your job description, I am thrilled to be applying for this position as I have over 15 years of experience in customer service and administration. At my previous company my main duties were processing and assessing completion on mortgages, liaising with solicitors and brokers via phone and email, updating customer on their mortgage. I have also done a lot of admin work including filling, scanning, data input and invoicing. I feel I would be an asset to your team. I have loads of experience when it comes to providing first class service and resolving any queries or issues that might arise with your company. I am IT literate and I have great knowledge in excel and outlook. 
I would describe myself as a great team player, friendly and approachable. I enjoy developing great rapport with everyone I interact with. I feel I would fit in with your vision, especially given your client-first approach and your favorable reputation within the industry.
I enjoy working in a challenging environment and I feel strongly that I can cope with pressures of this role. I believe that if I'm given the opportunity work within the NHS you will be pleased with my performance and contributions.
I’ve attached my CV for you to review and would like the opportunity to meet with you to discuss my candidacy further.

Sincerely 

Dilara Begum 
















