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1. Job Description 
Job Title: Administrator Receptionist 
Company: Swansea Council 
Location: Hybrid (Swansea-based office with remote working options) 
Contract Type: Full-time, Permanent 
Salary: £27,000 – £31,000 per annum  
About the Company 
Swansea Council is a local authority dedicated to providing high-quality public services to the community. The organization works to ensure that residents and visitors receive efficient, accessible, and professional service. The Council promotes equality, inclusion, and the continuous development of its staff, fostering a collaborative and public service-oriented work environment. 
Key Responsibilities 
· Administrative & Office Support: Daily management of office tasks, document organization, record keeping, and general team support.
· Customer Service & Front Desk: Main contact for visitors and inquiries, ensuring friendly, efficient and needs-oriented service, always offering a professional and high-quality experience.
· Data & Systems Management: Updating and maintaining internal databases, generating reports, and providing basic support in resolving technical issues.
· Internal & External Coordination: Liaising between departments and external partners, coordinating meetings, events, and information flow.
Essential Skills and Requirements 
· Good organisational and time-management skills to manage administrative tasks effectively.
· Confidence using Microsoft 365 including Outlook, word and excel.
· Strong Ability to work both independently and collaboratively as part of a team, contributing to shared goals and maintaining productivity. 
· Ability to work independently and as part of a team in a busy office environment.
· Good data‑entry and keyboard skills with attention to accuracy.
· Ability to adapt positively to changes and work under pressure when required.
· Strong customer‑service skills when dealing with inquiries in person, by phone or email.
Desirable Skills 
· Previous experience in administrative roles 
· Advanced user skills in Microsoft Office applications 
· Administration qualification such as NVQ Level 3 in Business Administration 

 2. AI Acknowledgement 
I acknowledge the use of ChatGPT (https://chat.openai.com) on 17 March 2026 to support the planning and structuring of my CV and cover letter. 
I used the following prompt(s): 
· Please check the following text for spelling, readability, grammar and syntax
· “Help me structure a professional CV for a recruitment role.” 
· “Check my cover letter for clarity and professional tone.” 
I confirm that I have not presented any AI-generated text as my own work. I confirm that I have retained copies of my drafts, notes, and other resources used before and after the use of AI tools, which may be requested as evidence. 
 

3. Cover Letter 
Veronica Gomez 
2 Marsden Street 
Gomez.melara16@gmail.com 
07492960866 
Hiring Manager 
Council Swansea 
18 March 2026 
Dear Hiring Manager, 
I am writing to express my interest in the Administrator Receptionist position at Swansea Council. I am initiative-taking to contribute to a professional and efficient office environment, and my administrative experience, organisational abilities and strong customer service approach make me a suitable candidate for this role.
I bring over five years of experience in administrative support, during which I have developed strong technical skills, including data entry, document management, and confident use of Microsoft Office applications such as Word, Excel, and Outlook. These hard skills have enabled me to maintain accurate records, organise schedules and support daily office operations effectively. I also adapt quickly to new systems,
In addition to my technical expertise, key soft skills such as teamwork, reliability, and a positive attitude towards problem‑solving. I work well both independently and with others, and I am comfortable dealing with enquiries in a polite and professional manner. I am organised, responsible and able to prioritise tasks effectively in a busy environment.
Currently improving spoken English while continuing to develop my professional career in the UK. Despite this, my communication skills allow me to provide helpful and respectful support to my colleagues and the public. My strong motivation, adaptability and commitment to high‑quality service align well with the values of Swansea Council.
The opportunity to contribute to Council Swansea and to develop my skills further within a supportive and professional environment. I would welcome the opportunity to discuss my application in more detail at interview. 

Yours sincerely, 

Veronica Gomez

4. CV 
VERONICA GOMEZ
+447497 920866
Swansea, SA1 2DE
gomez.melara16@gmail.com
PERSONAL PROFILE
Contribute to the achievement of the company's objectives through excellent work performance by applying the skills and knowledge I have acquired. I wish to establish myself as a professional who provides solutions that meet the company's expectations and who allows me to develop all my innate abilities, achieving excellent results in my assigned area. Furthermore, I will acquire, through the responsibility and trust placed in me, unparalleled experience, which will contribute to my personal development. 
SKILLS
· Relationship-building 
· Time management and organisation 
· Microsoft Word and email 
· Confidential data handling 
· Teamwork and initiative 
· Accustomed to working under pressure and an adaptive learner.

EMPLOYMENT HISTORY / WORK EXPERIENCE 
 Private Carer					Oct. 2020 – Feb. 2024  
· Provided daily personal care and support to clients, ensuring comfort, dignity, and overall wellbeing.
· Communicated effectively with clients, families and colleagues to maintain a positive, safe and supportive environment.
· Demonstrated patience, empathy and reliability while supporting clients independently in their homes.
Administration Assistant					2009 – 2015
(El Salvador)
· Managed daily administrative tasks, including document handling, data entry and maintaining accurate records.
· Coordinated monthly financial tasks, including issuing checks, monitoring deposits, tracking daily transactions and preparing monthly invoicing. demonstrating strong organisational and time‑management skills.
· Created and updated spreadsheets to support reporting and office operations.
· Managed customer enquiries in a professional and helpful manner, both in person and by phone.
· Maintained inventory records (GPS devices and SIM cards), ensuring accuracy and timely updates.


EDUCATION AND QUALIFICATIONS

University of Wales Trinity Saint David					Sep.2024-Ongoing
Employability Skill

Gower College Swansea					June 2020-2024
ESOL English Level 1		

Technical High School Diploma					2006-2009
Secretarial Studies
Completed in El Salvador 

REFERENCES
Available on request
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