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MOCK INTERVIEW









Name: ROSA PIMINCHUMO
Student Number: 2024361251
Module title: EMPLOYABILITY AND CAREER DEVELOPMENT
Module code: LCLM4005
Lecturer name: INDERJIT GREWAL

ROSA PIMINCHUMO
ADMIN ASSISTANCE


	
SUMMARY
Motivated and detail-oriented professional with strong organizational and time management skills.
Punctual and professional focused on exceeding expectations and 
building customer loyalty. Work with a high level of multi-cultural 
awareness and adaptability. Seeking an Admin Assistant position to contribute to the growth of Barchester Healthcare Ltd.

WORK - HISTORY
Import SERVICES
Warehouse operative
14 Nov. 2017 – 14 Dic. 2017
· Good attention to detail, and be highly
organized and structured.
· Accurate and numerate and
Enthusiastic.

SERCO – SOUTHAMPTON GENERAL HOSPITAL
Domestic – AMU (Permanent place)
03 January 2018 – Present job
· Self-Motivated & flexible
· Good Team Worker
· Able to work under own initiative and be able to
demonstrate leadership ability.



EDUCATION
ESOL ENGLISH SKILLS FOR LIFE 
Qualification Level 2 in writting
Bfluent School of English and Training
Sept 2022 – June 2023

FUNCTIONAL SKILLS QUALIFICATION IN MATHEMATICS AT
LEVEL 2
Bfluent School of English and Training
Sept 2023 – June 2024

CERTHE BUSINESS SKILLS FOR THE WORKPLACE
University of Wales Trinity Saint David
Currently enrolled
June 2025 – June 2026
    
BA LEADERSHIP AND MANAGEMENT 
University of Wales Trinity Saint David 
Future enrolls June 2026





	
 



      KEY SKILLS



COMPUTER SKILLS:

MS OFFICE SUITE &
COREL DRAW


MANAGEMENT
SKILLS




PROBLEM
SOLVING



RESPONSIBLE



RESILIENCE



FLEXIBILITY

	
	








BARCHESTER HEALTHCARE LTD.
LOCATION: Winchester
ROLE TYPE: Admin Assistant – Care Home
PAY RATE: 12.71/HOUR
JOB TYPE: Permanent

JOB DESCRIPTION
ABOUT THE ROLE

As an Admin Assistant at a Barchester care home, you'll carry out a range of responsibilities to help us deliver the quality care and support our residents deserve. In this varied role, we'll need you to answer the phone, handle our files and support our managers. You'll also meet and greet visitors, engage with residents and show prospective clients and their families around so they can see what makes us so different. Across everything you do as an Admin Assistant here, you'll go out of your way to help us create a vibrant, happy environment.
ABOUT YOU

If you have the ability to multi-task, good computer skills and a confident telephone manner you could be well-suited to the Admin Assistant role with us. It's also really important that you're a people person you'll take a genuine interest in our residents and their families. If that sounds like you, we'll give you the opportunity to develop your skills with courses that have been designed to build your confidence across all your responsibilities.







COVER LETTER


March, 2026
Hiring Manager
BARCHESTER HEALTHCARE LTD.

Dear Hiring Manager

I am writing to express my interest in the advertised Admin Assistant position within BARCHESTER HEALTHCARE LTD. With a proven track record of leadership, exceptional organizational skills, and a strong commitment to driving team success, I am confident in my ability to contribute effectively to your organization.
Although I am currently studying Certhe Business Skills for the Workplace, during my academic studies I acquired proficiency in Time management, problem solving and collaborative teamwork; skills that are crucial in supporting Admin Assistant functions effectively.
I am particularly impressed by your organization’s dedication to fostering are supportive work environment and providing opportunities for professional growth.
Thank you for considering my application. I am enthusiastic about discussing how my background, skills and motivation can benefit your team. I look forward to the opportunity to discuss my candidacy further.
Sincerely,

Rosa Piminchumo
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