Negina Amiri

46 Bradenham Road, Hayes 

UB4 8LR

07466296262

neginaamiri@yahoo.co.uk
I am an experienced office administrator and have worked in various organizations. I am confident in communicating face to face and on the telephone with the general public and enjoy helping them with different queries. I am a very organized individual who likes to use this skill in an public environment. I am also a experienced  support worker in field of taking care of elderly people and give my best help to one's who needs. I am also an experienced and trained Mentor.

Education

Gower College- 2012-present

Skills for Further Education Level Two- Sep 2013-June 2014 

Train the Trainer- dates 

Level 1 ESOL- Sept 2013-May 2014  

Entry 3 ESOL- Sept 2012- May 2013  

I T level 3- Sept 2012-May 2013  

Entry 2- Sept 2012- May 2013 

Voluntary Work

Minority Ethnic Women's Network (MEWN) 

Office Administrator 

2012- 2013

· Greeted visitors 

· Signposted visitors and service users to the correct location

· Answered telephone calls and took messages 

· Telephoned service users 

· Managed paper files

· Input and updated Excel databases 

Black Association of Women Step Out 

Office Administrator 

Dates 2013-2014

· Dealt with all telephone queries 

· Managed the main office

· Welcomed all visitors and service users 

· Input and updated Excel databases 

· Give support and help to case workers

City of Sanctuary & Discovery 

Mentor  

Dates 2013- 2014

· Showed new asylum seekers their new  houses

· Took new asylum seekers on a tour around Swansea  

· Provided important information to new asylum seekers  

· Ensured that feedback on each session was conducted correctly 

· Completed training from the police 

· Recorded financial information   

· Help them with shopping  according to their diet 

Other Qualifications 

Health and safety in the workplace 

Manual handling awareness 

Food safety in catering 

First steps to public service interpreting &oundation level.

Certificate in Academically Driven

Certificate in train the trainer programme 

Volunteer and Mentor Training 

Culture awareness 

Interests 

Going shopping and socializing with different people. 

References 

Available 

