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Dear Swansea Bay University Health Board,

My name is Sophie Evans, I have recently discovered your advertisement on Indeed for a fixed term post for an Outpatient Clerk Receptionist. I am interested in this position as I am ready for a change in career, to do this I have also attended a BA in Business and Management which has enhanced my knowledge and skill set. I would like to go into secretarial, office and administration assistant roles and as your advertisement is for a fixed position, I believe it can assist me with my future goal whether if successful in this position could lead to other potential vacancies whether it to be within Swansea health board. I believe I can be beneficial asset to this position as I am passionate and enthusiastic about the career I would like to work within, and I confidently believe I can meet the requirement of the job vacancy advertised.
I find myself to be a caring, compassionate and reliable individual and I am flexible with work shift patterns. I can converse both in Welsh and English whichever is appropriate to whom I will be communicating with.  I consider myself to be a friendly individual who is eager to assist anyone who needs it. I constantly go above and beyond to help people and make certain that they are satisfied. For the most of my career, I have worked in the care sector, and addressing people in a friendly manner is essential. I agree with the values you promote after reading your advertisement because I think that teamwork and caring for one another may improve workplace cultures and foster a good atmosphere. I am well conversed in appropriate telephone manner whether in Welsh or English, rearranging appointments and schedules as well as taking and conveying messages. When requested to take notes in meetings, I can employ my active listening abilities.
I have high organisational skills and its something I thrive on, filing paperwork and organising is something I enjoy and I ensure its carried out efficiently and according to any protocols. I am able to meet any deadlines in a timely manner ensuring all required documentation are ready upon request. When dealing with patients notes, I understand the importance of confidentiality along with policies and procedures and data protection, I have taken several online courses regarding this aspect. I do well under pressure and am able to easily adjust to new situations, adjustments, and challenges. I constantly strive to accomplish tasks in a timely manner since I take pride in my work. I am familiar with the basics of Microsoft office along with photocopying and printing equipment. The Patient Administration System (PAS) will be a new system for me, but I am extremely versatile when it comes to technology and I learn quickly, so a system like this would not be a difficulty for me. I am familiar with certain medical terminology through my work in a nursing facility, but I feel that more education on the subject would be beneficial in order to achieve the criteria. I am aware of the various environmental concerns that may arise in the role; I have undergone manual handling training and have been taught the proper ways for moving or carrying objects. As well as how to manage people's behaviour in the workplace. In addition to this role, I do poses great problem-solving skills as I always aim to find a solution to any problem that has arisen, whether it to be adding additional tasks to my load due to unforeseen circumstances of being understaffed.
Overall, I believe I can apply my skills well to this position if given the opportunity. I`d like to thank you for considering my application for this, any further information can be obtained from my CV.
I looked forward to your correspondence.
Yours Sincerely
Sophie Evans














                                                       Curriculum Vitae
                                        Sophie Michelle Evans
                                       123, Pickard Lane
                                          Mobile - 1234567
                        Email: 2108843@student.uwtsd.ac.uk

Personal Profile:
I am Business and Management undergraduate in my second year, where I aim to learn new skills and enhance my knowledge to succeed in a change of career. I have excellent communication skills whether conversed in Welsh or English. My organisational skills and adaptability to potentially challenging new events are what make me thrive. I am able to function effectively under pressure and strive to fulfil all responsibilities, regardless of whether they require teamwork or personal initiative. I have always taken each job role seriously in order to maintain a high level of efficiency.

School/College/University
Ysgol Y Gwendraeth: September 2001 – June 2006
Coleg Sir Gar
UWTSD Carmarthen Campus: September 2021 - current

Working History:
Gwalia Mynydd Mawr/Fieldbay Cwm Gwendraeth   Start Date: August 2015- Current
My role as a Care Assistant includes assisting and communicating with individuals who have complex needs with their day to day activities such as bathing, assistance with meals, encouraging individuals to participate in their activities by offering them choices of what to wear, eat drink, what they would like and encouraging their independence to make it a person centred approach. Documentation and reporting is essential within my job role as it helps monitor individuals’ diet & fluid intake, their incontinence, skin integratory, mobility, behaviours and many more.  It is important to record as much on an individual as possible as any unusual abnormalities can be reported, documented, addressed and monitored. My role has also included ordering certain stock for the individuals I assist and communication with family member and other outside agencies such as local health boards regarding the individuals I support. Throughout my years in the role, I have organised many successful excursions for staff and the individuals supported to attend. As I am NVQ Trained within my role I lead the team that I work with and liaise alongside a nurse. Leading a team will consist of what tasks will need to be carried out throughout the day, ensuring all needs of individuals supported are met and any concerned address, all documentation to be inputted correctly and adequately. I carry out supervision for many of the staff I work with and support them with any issues or concerns. I support my team by guiding them with their NVQ`s and their online learning. I mentor new starters within the organisation and train them accordingly.

Direct Nursing Services                                                     Start Date: March 2014 – August 2015
My role included assisting, encouraging and communicating with individuals with their day-to-day activities such as bathing, dressing, meals. Offering them choices of what to wear, eat, drink, promoting their independence to ensure their needs are met and to make it a person-centred approach. Documenting and reporting were essential within this role as it monitors the individual’s diet & fluid intake, skin integrity, mobility and their overall wellbeing.  Any concerns were to be reported, documented, addresses and monitored.


Village Home Care                                                       Start Date: October 2011 – February 2014
My role included supporting, encouraging and communicating with individuals within their home with their daily needs which included bathing, dressing, meals, assistance with medication and encouraging individuals to promote their independence along with offering them choices of what to wear, eat or drink ensuring the approach was person centred. Documenting and reporting were essential within this role as it monitors the individual’s diet & fluid intake, skin integrity, mobility and their overall wellbeing.  Any concerns were to be reported, documented, addresses and monitored.

Pembrey Country Park Bar & Restaurant                             Start Date: February 2009 – 2011
My duties as a waitress included 100% customer service, general cooking, cleanliness of the whole restraint, bar work and stock taking. Occasional admin work which consisted of staff rotas, staff wages, ordering stock and dealing with invoices & suppliers, cashing up and a small amount of bookkeeping. 

CK`S Supermarket, Pontyberem                         Start Date: September 2006 – February 2009
My role as a sales assistant included 100% customer service, cashier, stacking shelves and assisting in the bakery department.



Achievements, Qualifications & Skills
I have held a full UK driver’s license since March 2010
I can speak Welsh.
I have the basic computing skills which include using Microsoft Office, researching adequate research via the internet and the use of scanning and printing equipment.
9 GCSE`S including an A in Welsh 

· Health & Social Care Level 2
· Health & Social Care Level 3
· Application and Number Edexcel Level 1
· Communication Edexcel Level 1
· Contemporary Psychology – College Certificate
· Using Counselling Skills – PASS

Training Courses
· Manual Handling
· PBM & PBS Training
· Fire Safety
· Online courses that support a Care Assistant Role


Referees
Lis Besleik
Cwm Gwendraeth
Upper Tumble, 
Llanelli
SA14 6BU
01269 842656





Zander Letter

Dear Sophie
It is the year 2030, and Sophie I would like to let you know what amazing achievements you have achieved over the many years that have passed. You are now a senior administrator and oversee a team of individuals and you do very well at your job and are still an overachiever. The way you attained this goal was through hard work which also include your organisation skills and taking on many skills as you could manage. You saw the potential in yourself to be someone great and aimed to do it by using your stretch goals to accomplish your main goal.
Firstly, in the year 2024 you attained a 1st in your 3-year BA Business and Management course, which you pushed yourself to achieve this outcome as you wanted better future prospects for yourself.  During the summers off from your course, you studied many online courses to enhance your knowledge, skill set and to gain further qualifications to get you to where you wanted to be in life. The courses online you studied were;
· Level 3 admin, PA and Secretarial course
· Office Management and reception diploma
· Microsoft Office Diploma
· Basic Accounting Course
You also spoke to an individual with a senior administrator role who discussed the skillsets that were required for an administration position, many of the online courses you were studying at the time corresponded with the skillset you required for such a position. Whilst doing your degree at university you took on another vacancy on top of your care assistant role, the role was a part time receptionist at your local surgery, the position was only 2 days a week, but at the time it was enough to gain knowledge, experience and see how you felt within the role. You loved the role, but it did present its challenges when there were unhappy patients on the other end of the phone or at the main desk with their complaints, but you adapted and overcame this. You balanced and organised 2 jobs, a university degree and home life well to ensure your main goal would be achievable. 
After finishing university, you applied for several full time administration assistant vacancies, and you were offered a few of the vacancies but you choose one that was open in your current line of work at the time as it was more familiar to you and you found that knowing the team in the administration group within the care home you currently worked at would support you in your new position and they did. You already gained experienced when you had the receptionist role in the GP surgery, so with all the courses you did, the skills and knowledge learnt over the years made you really good at your job. With the senior administrator due for retirement, you Sophie were then offered the position to her replace her, which was a positive as you knew the role well and were trained in house for any other additional skills or knowledge to go with your new position. You thrive in your position, and many co-workers have complimented you on the work you perform as well as how accommodating and helpful you are. You even spoke to the organisation on implementing sustainable methods within the workplace especially within the office as it was generating a lot of unnecessary waste, even the furniture within your office is now made from eco-friendly products. This was a big achievement for you as sustainable practices are important to you and by doing this you made the company reduce waste and cut costs which in turn has promoted sustainability within the company.
So, Sophie, congratulations on attaining your goal and getting the job you've always desired. Keep up your outstanding work and continue to learn and further your career if you feel the need to as opportunities with your professional advancement are limitless.
Yours faithfully
Sophie



























