TABASSUM






                         CURRICULUM VITAE                        

E:Mail:

tabassum.356723@2freemail.com 
Driving Licence:
Full Clean UK driving licence



PERSONAL PROFILE

A confident, highly motivated professional, possessing a breadth of expertise and experience in a management and counselling role.  Experience working in a supportive role with individuals and groups with emotional needs, now seeking career opportunities within this field or similar environment.

KEY SKILLS 

	· Excellent communication skills developed through counselling and management experience
	· Well developed interpersonal skills resulting in the ability to build constructive, trusting relationships 

	· Experienced counsellor working with young people, adults and minority groups from diverse backgrounds
	· Proficient IT skills with experience of maintaining accurate confidential system of records gained through banking employment

	· Participative Team Player who is skilled in motivating, training and developing staff
	· Flexible and adaptable worker who maintains a strong client focus

	· Ability to plan, prioritise and organise daily workload effectively to achieve outcomes 
	· Willing to undertake training to enhance continuous and professional development  


COUNSELLING EXPERIENCE

Muslim Woman Resource Centre

Volunteer Counsellor/Advocacy Support
   Jan 2012 – Mar 2016
Currently I am supporting and counselling a number of clients with different dilemmas and situations. My learning has allowed me to work with clients regardless of the situation that they are facing. I support clients on an individual basis as well as in a group environment if necessary.  
Crisis Erskine




Volunteer Counsellor


             Jan 2009 – Feb 2010
I Volunteered at Crisis and gained vast in experience in working with clients with a range of different situations. This allowed me to develop my skills as a counsellor and offer supportive and professional help. I was able to use the skills that I had been taught and develop them further. Working with each client and providing support that was meeting their needs and requirements.
Dr Ghouri Medical Practice


Volunteer Counsellor


            Sep 2009 – Mar 2011

At the medical practice I was able to work in an environment that supported the clients and needs  the practice offered separate facilities that gave the clients a safe and supportive environment. The clients were referred by the GP’s within the practice. I was able to further develop my counselling skills and also learn to record client progression and work this integrative model catering to each client’s personal needs. 
 OTHER RELEVANT EXPERIENCE
Bearsden Muslim Association 

Volunteer Youth Worker

 Mar 2012 – Dec 2013      

Community Centre      
Recently I worked with youths from ages of 5 to 17 years of age. Supporting them in reaching their goals. To gain skills such as confidence, social interactions, learning techniques, assessing and evaluating the best action to have their needs meet that are both productive to them and their environment. Organising sports activities, team building exercises and creating of positive relationships that will help them in making future healthy decisions. Organising fundraising events, making projects by implementing the learning that they have gained. Teaching student’s skills that may support them in their future situations e.g. listening and understanding
BMACC 




Volunteer Teacher 


              2012 – 2013 
Teaching respect for other religions, races, groups and their core values and beliefs. Opening dialogue for what is important to them and finding ways in which they can have their needs met. This supports them in seeing that they are and can become valued members in society.

EMPLOYMENT HISTORY 

Papa John’s




Duty Manager 



  Dec 2005 – Present
Duties involve:  The general running of the store; opening, closing, cashing up and managing staff; deal with customers face to face and on the telephone; stock taking; stock rotation; payroll; arrange staff rota to cover holidays; manage staff on a one to one basis, in group briefing or as part of training sessions. 
RELOCATED FROM USA BACK TO UK
Wells Fargo Bank CA



Lead Teller




Sep 2000 – Jan 2005

Duties included: Tailor packages that would match, if not exceed, customer expectations as well as staying within company boundaries and policies; establish the best deal that met with customers as well as striving to save the company money from the budgets set; work towards targets through organising and prioritising daily workload; provide training and support for staff which assisted in meeting personal and company goals.

EDUCATION

Glasgow Association for Mental Health
Training for Trainers  BME Mental Health                              2013



Glasgow Association for Mental Health
Mental Health First Aid




   2013

Glasgow Association for Mental Health
Assist Training (Suicide Prevention Training)

   2012

Red Cross




First Aid Training





   2012
PROFESSIONAL QUALIFICATIONS
College of Holistic Medicine 

Advanced Diploma in Therapeutic Counselling

  2007 – 2010
BACP (working towards accreditation)
San Joaquin Delta College

Sociology; Psychology; English; Speech and Presentations  
   2004








Caledonian University 


HNC Applied Sciences 




   1995
OTHER RELEVANT EDUCATION
FLUENT IN URDU AND PUNJABI

REFERENCES & CERTIFICATES AVAILABLE ON REQUEST
