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TINAMARIE PENA-SMITH
96 Homelea Rd, Yardley , BIRMINGHAM , West Midlands B25 8TE
96 Homelea Rd, Yardley , B25 8TE , BIRMINGHAM , West Midlands
07866256572 - tinasmith_408@msn.com
PROFESSIONAL SUMMARY
Experienced family support officer , with strong leadership and relationship-building skills, having started as a part time casual nursery officer, I progressed to becoming a Nursery manager,.
This was achieved by demonstrating hard work, flexibility and undertaking further training and been willing and able to demonstrate working as a member of a team showing commitment and dedication to the children in my care.
As a skilled caterer with experience in the catering industry. Familiar with meeting the needs of my customers. Been flexible in my approach and giving my current and future customers what they require. Looking at trends in the market offering new taste experiences, whilst delivering value for money.
By demonstrating motivation and determination to make my business a success.
Occupational Therapy Assistant and Family Support with 10 plus years years experience. Areas of expertise include accurate detail to recording working as part of multi disciplinary teams. Working with people of all ages with communication needs to ensure understanding of needs and requirements. I possess excellent time management skills and the ability to manage my caseloads as directed by supervisor and also been self aware. I strive to ensure the individual needs of clients are met to ensure they feel safe and respected, and to work in a non discriminatory or oppressive manner. Recognizing the skills I possess and transferring to different roles to enhance my ability to enhance the experiences for individuals and their families.In all positions recognizing my strengths and weaknesses, and accepting help and support to enable me to offer the best services to all.
WORK HISTORY
	04/2015 to Current
	Catering Business Owner Miss Tea's Cafe 
self employed – BIRMINGHAM, West Midlands 
· Met with clients to outline desired goals and to prepared quotes for overall catering costs.
· Placed orders with vendors on regular basis.
· Hired and trained both permanent and temporary staff members.
· Designed catering packages to increase sales and customer experience.
· Met, greeted and encouraged feedback from customers and used feedback to implement positive changes within restaurant.
· Maintained safe working and guest environment to reduce risk of injury and accidents.
· Developed, implemented and managed business plans to promote profitable food and beverage sales.
· Quickly identified problem situations and skillfully resolved incidents to satisfaction of involved parties.
· Promoted positive atmosphere and went above and beyond to guarantee each customer received exceptional food and service.
· Capitalized on social media platforms such as Facebook.twitter and Instagram to increase market awareness and recruit sales agents.



	07/2009 to 03/2015
	Family Support Worker 
Solihull Metropolitan Borough Councol – BIRMINGHAM, West Midlands 
· Helped social workers build, coordinate and lead programmes supporting individuals with family crisis and risk of family breakdown and child protection concerns.
· Identified service gaps and located needed resources for individuals, including housing, work placement and other support.
· Obtained documents, clearances, certificates and approvals from local, state and federal agencies.
· Delivered an exceptional level of service to each customer by listening to concerns and answering questions.
· Supported Chief Operating Officer with daily operational functions.
· Implemented new team on boarding programme, reducing training time from 4 weeks to 2.
· Developed new process for employee evaluation which resulted in marked performance improvements. ensured accurate and relevant information was recorded. Prepare factual information, chronologies and case reports for both court and case conferences



	07/2006 to 07/2009
	Occupational Therapy Rehabilitation Assistant 
Solihull Metropolitan Borough Council – BIRMINGHAM, West Midlands 
· Monitored multiple databases to keep track of all company inventory. ensuring accurate records are kept, and available to share with other agencies where necessary.
· Delivered an exceptional level of service to each customer by listening to concerns and answering questions.
· Obtained documents, clearances, certificates and approvals from local, authority and other statuary agencies. Carried out client assessments to identify services, therapies and adaptations and equipment to meet individual needs.
· Worked directly with multi agencies to ensure all care needs are met to achieve guaranteed care packages are in place for clients . Identify and undertake relevant training to remain up to date on current legislation and equipment.



	08/2003 to 07/2006
	Leaving Care Personal Care Advisor 
Birmingham City Council – BIRMINGHAM, West Midlands 
· Delivered an exceptional level of service to each customer by listening to concerns and answering questions. working with young people leaving the car4e system. Listening to their fears and wishes, Developing a personalized package to assist in a smooth transition to independent living. Working with other professions to include other local authority representatives, children's home staff and foster carers
· Obtained documents, clearances, certificates and approvals from local, state and federal agencies. assisting young people to obtain identification before leaving care, passport, bank accounts and driving licences.



	01/2001 to 07/2003
	Nursery Manager 
Birmingham City Council – BIRMINGHAM, West Midlands 



	02/1997 to 09/2001
	Senior Residential Officer 
Birmingham City Council – BIRMINGHAM, West Midlands 


SKILLS
	· Risk management processes and analysis undertaking this with each new client and also at each session subsequently to ensure any changes is needs are identified.
· Strong verbal communication it is important to possess these skills to ensure clarity and good understanding at all levels.
· Scheduling and time management is an integral part of delivering a service that allows all aspects of a position to be undertaken.
· Team player it is important to work within a team showing accuracy and support. Accommodating the needs of the team in times of emergency or change.
· Extremely organised both time nd space need to be organised to enable me to work efficiently. Having time management skills are important therefore using a diary to display this is crucial.
· Problem solving
· Experience with foster care youth, having worked within the leaving care team working with foster carers has been an important skill which i possess.
	· Career counselling specialist having worked with young people offering careers advice and support is an important skill which i am both qualified in and able to competently offer to young people.
· Culturally competent care ensuring I am culturally aware ensures the clients carers and other professionals are treated with dignity compassion and understanding. I have ensured that i ask questions and take advice to ensure i continue to work in this manner.
· Care plan assessment and planning has been an integral part of my job. Ensuring accurate records and updating when necessary, gaining consent and information from clients or others involved.
· Follow-up care'i ensure any recommendations made by either ,myself or others involved in the service offered follows up to ensure all recommendations are met.
· Patient care services coordination involve making referrals or sign posting to other agencies
· Health care consultation with other care or provision providers
· Diabetes, Hospice and Stroke Patient Care i have extensive experience of caring for someone and using the hospice care services on both personal and professional level.


EDUCATION
	1988
	GCSE: 
Cardinal Newman School - Birmingham 
English Literature 1
English Language 1
maths c
geography c
art c
Art c



	1991
	Btech National Certificate in Nursery Nursing: Child Care 
Handsworth Technical College - Birmingham 



	2000
	NVQ Level 3: 
NVQ - Birmimgham 
NVQ level 3 in care
· Coursework in Professional Prospecting Skills



	2005
	Higher National Diploma: Careers Development 
Nottingham Trent University - M 
BTECH NATIONAL HIGHER DIPLOMA in careers advice. Working with young people supporting them to find employment apprenticeships or education.



	on going
	Certificate of Higher Education: Skills in The Work Pl;ace 
University Of Wales Trinity St David - Birmingham Campus 































TINAMARIE PENA-SMITH
96 Homelea Rd, Yardley, BIRMINGHAM, West Midlands B25 8TE
07866256572 - tinasmith_408@msn.com
Dear Sir or Madam,

As an accomplished Occupational Therapy Assistant with over  years experience in the Local Authority arena, I was extremely enthusiastic to discover the open Occupational Assistand  position  at Hereford Local Authority. I have been following your organization and find it very impressive that you manage to stay recognized as one of the best Local Authorities to work for, for many years now. I am impressed with your company culture and feel that my experience working with various stakeholders and my expertise in managing multiple projects under tight deadlines is a perfect match. 
Your Needs: 
we require ans experienced Occupational Therapy Assistant. (OTA)
Experience of working within an Occupational Therapy team.
Working with children with physical and sensory impairments.
excellent recording skills
My Qualifications: 
Previously worked with adults as an OTA.
Worked with in a disabled children's residential unit,  Alongside other professionals as a member of multi disciplinary team.
Worked with young people who have been looked after and supported them in acquiring interpersonal skills to live independently and worked with the Occupational Therapy team to identify needs and resources
My attached CV provides more detail about my background and skills. I would like to speak with you to further discuss the possibility of contributing to your organization's success. Please contact me at the phone number listed on my CV to set up a time to discuss the requirements of this position.

Sincerely,
Tinamarie Pena-Smith 

