University Hospital Llandough (UHL)
Penlan Road
Llandough
CF64 2XX

Application for: Team Administrator, Cardiff and Vale University Health Board

CAJE Reference: RWM/2019/0174

Dear Ms Sue Tapper, 

I am writing to apply for the position of Team Administrator within the NHS, as advertised on NHS jobs online, I like to be organised and for my work to run smoothly, I have great attention to detail in everything I do, so to do this as a daily role completely suits my mindset. I enjoy organising and having a role that has lots of variety and where you have your own autonomy is the perfect job for me.
My experience in the role of administration assistant for legal and general, has provided me with the necessary skills, which has enabled me to treat people as you would like to be treated, look for feedback from others on how I am doing and always strive to de better, be enthusiastic and take responsibility for my actions. I believe this makes me an excellent candidate for this position within a sector that values are caring for people 

Whilst working as an administration assistant for Legal and General, I arranged appointments and meetings, completed general secretarial duties including opening and distributing mail, filing, photocopying, maintained an effective filing system and made sure files were up to date. I prioritised phones calls, taking accurate messages and relayed them to the appropriate person. I took minutes from team meetings followed by relaying them to the line manager. Worked to system protocols and standards of the Financial Services Authority (FSA). I liaised with internal departments and am competent in using a wide range of computer software such as email, word, excel, power point and intranet systems. I also undertook general operational duties which included health and safety risks

Having studied a GNVQ in Health and Social care in CAVC college I believe has given me the understanding and experience of the values needed for the role and that is treating people as you would like to be treated and always having compassion.
Being able to speak a second language from doing a Spanish GCSE also at CAVC college further on in my life has given me the tools to be able to learn quickly.
I am currently part way through a level 4 university course on skills for the workplace which I believe will enable me to be up date with the modern workplace and how aspects have changed since I last had a full time administrator role such as digital competency, being self-aware and a range of employability skills needed for the future.

I appreciate you taking the time to consider my application. Should you also see a potential fit, I look forward to hearing from you. 

Yours sincerely,

Natalie Youb
07539585151 / natalielang9@hotmail.com

Natalie Youb
145 Tweedsmuir Road Tremorfa Cardiff CF242RB
07539585151 • natalielang9@hotmail.com


Personal Statement
I have undertaken roles in administration and call centers and more recently working for Greggs the bakers. I have a wide variety of experience and am highly motivated. I am flexible and am able to work well as part of a team as well as individually. In previous roles I have utilised excellent communication skills and have developed successful working relationships. My roles have included both customer facing and non-customer facing. I am a good timekeeper with an excellent health record.
Employment History

Stay at home mum to two children (January 2016 – Present)


Problem solving skills 
Multitasking
Negotiating and managing conflict
Communication skills 
Project management skills 

Greggs (September 2013 – January 2016)
· Mixing, preparing and baking bread and pastries
· Opening the bakery every mornig
· Arranging the display case in an appealing manner
· Ordering more supplies
· Ensuring all baked goods are completed on time for opening
		
Mcdonalds (January 2013 – September 2013)   
· Greeting customers in a positive way
· Reccomending Food items
· Promoting special deals
· Collecting payment 
· Maintaining cleanliness 
· Ensuring quality control
May 2012 – January 2013                        Stay at home mum
April 2011 - May 2012 		Maternity Leave

Vodafone Call centre (August 2010 – April 2011)
· Answer incoming calls and respond to customer emails
· Manage and resolve customer complaints
· Sell products and place customer orders in the computer system
· Identify and escalate issues to supervisors 
· Provide product and service information to customers
.

Abroad (March 2009 - August 2010) Supermarket cashier 
· Issue receipts, refunds or exchange for customers 
· Receive payment by cash, debit card or vouchers
· Enure the till balances at beginning and end of shift, ensuring there is adequate change
· Maintain a clean checkout
· Resolve cutomer issues 
· Stock shelves and price mark items 

Companies House (March 2008 – March 2009)
· Photocopy various documents
· Create and maintain filing and other office syaytems
· Maintain stationary equiptment 
· Sort and distribute incoming post 

DWP (September 2007 - March 2008)
· Photocopy Client files and send to appeals
· Data entry
· Managing switchboard
		
Abroad (May 2005 - March 2008) Bar manager 
· Take orders and serve food and drinks to customers 
· Perform check inns with customers to ensure customer satisfaction
· Answer questions about the menu and make recommendations when requested
· Prepare food and maintain a high standard of cleanliness 
· Counting money and banking
· Ordering required stock


[bookmark: _GoBack]Legal and General (July 2001 - May 2005)
· Use a word processing package Microsoft Word
· Write letters
· Deal with telephone and email enquieres
· Photocopy and print various documents
· Organise and store paperwork, documents and computer based information
· Create and maintain filing and other office systems
· Schedule and attend meetings and take minutes 
· Order and maintain stationary equiptment 
· Liase with staff in other departments
Education

Coleg Glan Hafren (2000-2001
GNVQ Health and Social Care 

Whitchurch High School (1995-2000)
GCSE    English, Maths, Science, Child development, Sociology
RSA Word Processing
					

References
 Greggs, Unit 5, Town Wall, Cardiff, CF10 2DQ 
 McDonalds, 378, Newport Road, CardiffCF239AE

