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a)

Alex Smith
Hiring Manager
Human Resources Department
Memory Lane Cakes

Dear Mr Alex Smith,
I have been working at you company as machine operator for ten years and I also have covered your admin department for few years whenever any colleagues were off due to holidays or sickness. I have recently come across your job advertisement of Admin Assistant on Indeed website and I am very interested to apply for the permanent position. I love the fact that our company maintains all ethical approach in conducting business also very keen to reduce carbon footprints to save the environment. 

Please be assured that after reviewing my CV, I have the necessary experience to be a good team player at admin department as I know all my colleagues at the office as well as at the shopfloor very well and I am. Besides, currently studying Cert HE Skills for the Work Place Level 4 at University of Wales Trinity Saint David also, I have over six years of relevant training in both admin and accounts department at memory lane.  Over these years, I have amassed a wealth of multi-disciplinary skills in busy demanding environment. I am committed to providing the finest admin services to our staff as well as our stakeholders. 

My top-notch professional skills and my enthusiasm are a perfect for the admin department. Last month, I had the privilege implementation formulated spreadsheets at work which significantly reduces our manual works while maintaining all the records safe and secured according to GDRP guidelines. The current Admin Manager John Davies also praised me for my hard work and referred me to apply for the position so we could work together. I believe, my inputs will benefit even more if I could work more with the admin department.

I feel that my skill sets, and product knowledge fit perfectly with the requirements you are looking for in a candidate and I will be very pleased to meet you for interview at your convenience. Waiting for your kind reply.

Kind regards

Shalma Pervin




b)

SHALMA PERVIN
3 Dylan Place, CF24 3DW, Cardiff
07595344623 - shalmabd@yahoo.com

PERSONAL PROFILE
Highly organized and detail-focused professional with excellent knowledge and background in admin, purchase and sale invoices, data entry and sage, bank reconciliation for six years. Dedication to achieving accurate and complete work and following all current industry ethical standards. Strong attention to detail and a top level of commitment to completing all accounting tasks correctly. Currently I am studying Cert HE Skills for the Workplace Level 4 at University of Wales Trinity Saint David.

KEY SKILLS	
· Languages spoken English, Bengali 
· Full UK driving license with access to own car 
· Proficient in Microsoft 265 mainly Words, Excel, MS-Outlook 
· Highly organized and able to deal with high workloads 
· Ability to work to tight deadlines
· Able to use computer for day to day business.

EMPLOYMENT AND VOLUNTARY WORK EXPERIENCE
July 2019 – Present		SN Solutions, Cardiff				Administrator
· Organizing and scheduling appointments
· Bank reconciliations
· Writing and distributing emails
· Developing and maintaining a filing system
· Answering telephone
· Providing general support to visitors
	
2016/2018			Maximus Accounting, Cardiff	Admin (Voluntary) 
· June 2016 to July 2016 and January 2018 to August 2018
· journals, invoices
· Working on bank reconciliations
· Dealing with incoming and outgoing post
· Answering telephone 
· Covering reception duties, like greeting and looking after visitor 

2016				Injury QED (IQED), Cardiff		Trainee Admin
· Completed 30 hours work experience as a volunteer and part of AAT requirement from 30th of May to 3rd of June 2016
· I gained experiences in maintaining purchase ledger, journals and suppliers’ records 

2011 – Present		Memory Lane, Cardiff	Operator/Supervisor/Quality control
· Test a certain percentage of all products based on industry standards 
· Report problems or concerns to senior management immediately 
· Manage our quality assurance division and ensure all employees meet their required quotas 
· Machine operating, decorating and packaging of cakes
· Managing employees and their daily breaks
· Waste management and production reports
· Preparing yield sheet and maintaining packing lock book

2011				BAWSO Women Aid				Volunteer
· Helping women from the ethnic minority backgrounds who are victims or at risk of domestic violence. 
· Providing them with shelters and legal aid.
· Documentation of their records and keeping their records safe
· Providing them necessary training for future prospects 



EDUCATION TRAINING QUALIFICATIONS

	2021
	University of Wales Trinity Saint David
	Cert HE Skills for Workplace
	Ongoing

	2019
	Adult Community Learning, Cardiff
	ECDL, OCR Digital employability – level 1
	Pass

	2019
	Cardiff and Vale College, Cardiff
	Completed AAT Level 3 (Synoptic exam left), Used Sage 50, Pivot table and V-lookup
	Pass

	2016/2018                              
	Maximus Accounting
	Software used: MS office
	Pass

	2016
	IQED
	IQED, software used: IQED in house software based on Oracle
	Pass


			

Hobbies & Interests: Travelling, listening to music, gardening, organising group tours and events

References are available upon request


c)


In the modern competitive world, employers always want to hire, retain and promote dependable and resourceful person not only based on the person’s academic background. A good degree from a reputed university is always an advantage but a candidate also needs to have some exceptional skills to stand out among the crown of likenesses. Throughout my personal and professional development, I stumbled over numerous times but I learnt from my mistakes and I suppose all these lessons are part of my learning curve. 

Both Kolb (1984) and Gibbs (1988) provided effective reflective cycles but I have chosen the Gibbs’s reflective model to evaluate and analyse my experience. 




Even though, I am confident with the skills that I am developing while studying at the university and working at a factory simultaneously, but I know that the mere skills and a degree are not good enough to be a standout candidate among other candidates with similar qualifications and skill sets that I possess. This is a very competitive time and often employers seek the best candidates with relevant skills and education who can literally join and hit the grounds running. 

When I was applying for admin roles at different organisations, I often felt that I was the weakest link as I did not have enough experience. However, I have had a chance to work as a volunteer/trainee Administrator at my current work on temporary basis. Although I had difficulties to start with but over the times with the help of my colleagues and managers, I have grasped enough experience in admin department.

When doing a cross-training on admin department at my workplace, I found that the colleagues who are already working at that department, they do not have any better skills than I have yet when I applied for a permanent position, I was not able to secure the job mostly due to my lack of CV writing skills and I did not know what to stipulate there and at the same time I did not have much knowledge about a good cover letter because I have found that most employers do not have time to go through the CV but they get only attracted to see those after seeing splendid cover letters.

Since then, I have started doing my research on building up a good CV and a strong cover letter because without a good cover letter, I know I will not be able to seek employers’ attentions regardless the quality I depict in my CV and how much value I add on it as well. The primary sources for my writing CV and cover letter are online where I have come across numerous presentations how to build up CV and a cover letter effectively and pointing out my strengths and my desire to progress within the organisation as a good team player and putting out my skills forward to show how they can help to achieve a congruous goal.

Initially I struggled to start writing as I was overwhelmed by the information from the sources but upon consulting with a senior admin officer at my current working place, I was working with briefly, gave me a guidance throughout the process which gave me a more confidence and I felt stimulated to build up my CV and a cover letter. It reminded me that while I was writing them, I still need to develop my succinct technical skills further. I am very interested to develop a self-awareness at work and at university (Mayer & Salovey, 1993) and so, I have taken the comments on board and hope to identify potential opportunities which I can continuously implement at my professional life.
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