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PERSONAL PROFILE 
 
A highly motivated, competent undergraduate student with previous experience in 
healthcare and hospital environments. Resourceful, organised professional who provides a 
high standard of client-centred care and thoroughly enjoys working with and supporting 
individuals. Seeking a position in the medical field that will help to me further develop skills, 
knowledge, and future career in this industry.  
 
WORK EXPERIENCE 
 
Remote Administrative Assistant - Volunteer, British Heart Foundation, July 2020 - Present 
 

 Provide administrative support to outpatient team, this included updating patient 
records and general tasks/duties.  

 Help support the team to answer and reply to email enquiries in order to reduce 
backlog due to the COVID-19 pandemic and lockdown measures across the country.  

 Attend staff meetings remotely by using online software platforms such as Zoom  
 Regularly use Microsoft word, outlook and Excel to complete general administrative 

duties 
 
 
Health Care Assistant, Medical Group, London,                                                  Sept 2016 - 2017  
 

 Liaise between patients and doctors in order to provide information and personal 
care guide. 

 Welcome patients in reception and support them with pre-procedure questionnaire 
report if needed.  

 Ensure environments in which patients use before procedures adhere to health and 
safety guidelines, this included regular cleaning to limit any form of infection. 

 Maintain patient records on computer system to ensure all information is up-to-
date, accessible.  

 
Secretary - Volunteer, University of Bedfordshire Life Science Society, Sept 2018 - Feb 2020 
 

 Create minutes from senior society meetings and distribute them to all members 
 Provide administrative support for the society which includes supporting the 

treasurer at times.  
 Register new students and ensure all contact information is accurate and up-to-date 
 Be an active member of the Life Science Society and contribute to meetings and 

events 
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EDUCATION  
 
Biomedical Science (Bsc Hons), University of Bedfordshire, Sept 2017 - July 2020 
 

 Biochemistry  Genetics  Human Anatomy 
 Celluar Chemistry  Microbiology  Physiology 

 
 
A-Level, Ellard College,                                                                    Sept 2015 - June 2016 
 
Sociology, Science and Mathematics  
 
GCSE, Ellard School,                                                                                           Sept 2010, June 2015 
 
9 Subjects B-C including Science, Maths and English 
 
 
SKILLS  
 
Organisation 
While studying my undergraduate course I volunteered for the Universities Life Science 
Society and The British Heart Foundation. I was able to balance all of these while still 
achieving good academic results, meet deadlines, be responsible for a variety tasks and 
have a balanced social life. I achieved this by organisation my time in advance, using an 
online diary, and always ensuring I asked questions and gained clarity of what was expected 
of me in advance.  
 
Communication & Interpersonal  
I have proved that I’m able to communicate effectively with fellow students, academics and 
professionals in organisations I have worked alongside in both paid and volunteer roles. I 
also speak two languages fluently, English & German, and have developed both my verbal 
and non-verbal communications skills while at University. I regularly attend societal events 
and have engaged and networked with professionals from the medical field. 
 
Team Work   
While volunteering for the British Heart Foundation I worked in a team of 6 staff, all of 
which were paid employees for the organisation. I always made sure I supported and helped 
the team especially in busy periods. Throughout University I have been a regular active 
member of the Life Science Society, I work in a team of 5 supporting leadership meetings 
and events when necessary. I thoroughly enjoy working within a team and look forward to 
supporting others in a variety of tasks.  
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