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I confirm I have not presented any AI generated materials as my own work.
I confirm that I have copies of my drafts, notes, and other resources i used, which may be asked to provide in evidence
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Receptionist /Administrative Assistant - Carmarthen office
• Company: Ashmole and Co
• Location: Carmarthen
• Contract Type – 35 hours Full-time (Working 5 days a week, Monday to Friday)
• Salary 28000 per annum
Job summary
You will be the first point of contact for clients, welcoming visitors and handling both incoming and outgoing calls. The role requires strong communication skills and the ability to pick up new tasks quickly. You will also provide administrative support to the Carmarthen Office Team, using Microsoft Office applications such as Word, Excel and Teams. Experience with Xero or IRIS practice management software would be beneficial, but not essential, as full training will be provided.
About the Company
Ashmole and Co is a long-established accountancy firm with offices across West Wales, and we are looking to appoint a Receptionist/Administrative Assistant to join our Carmarthen team. This role is central to creating a professional and welcoming first impression for clients while supporting the smooth running of the office. You will work closely with colleagues across the practice, helping to maintain efficient administrative processes and high standards of client service. This is an excellent opportunity for someone who is organised, personable, and keen to develop their skills within a reputable and supportive firm.
Key Responsibilities
· Managing both electronic and manual mail distribution in line with client requirements.
· Opening, reviewing, and digitally scanning incoming mail.
· Organising and storing documents electronically to maintain accurate records.
· Setting up and updating electronic client files to ensure information is current and accessible.
· Monitoring and ordering office supplies to support smooth daily operations.
· Keeping practice management software up to date to track workflow and job progress effectively.
· Contacting clients by phone or email to request necessary documentation or information.
· Preparing and issuing sales invoices accurately and on time.
· Carrying out internal bookkeeping tasks to support financial processes.
· Assisting the accounts team with scanning client documents and entering data into accounting systems.
· Managing the partners’ diaries, including scheduling and coordinating appointments.
· Completing ad hoc administrative duties as requested by Partners and other staff members.
Essential Skills and Requirements
· Experience working with or supporting children within the relevant age group, demonstrating patience, awareness, and an understanding of their developmental needs.
· Ability to obtain an Enhanced Disclosure and Barring Service (DBS) check as part of safeguarding requirements.
· A genuine interest in contributing to a positive, safe, and nurturing environment for children.
· Strong organisational skills, with the ability to manage tasks efficiently and maintain accurate records.
· Confidence in communicating clearly and professionally with staff, parents, and external agencies.
· GCSEs or equivalent qualifications are preferred, particularly in English and Maths.
· At least three years of administrative experience is desirable, showing competence in managing paperwork, digital systems, and day-to-day office tasks.
· Familiarity with Microsoft Office applications (such as Word, Excel, and Teams) to support administrative and classroom operations.
· A proactive attitude, willingness to learn, and the ability to adapt to new responsibilities quickly.
· Reliability, professionalism, and a commitment to maintaining high standards of confidentiality and always safeguarding.
Desirable Skills
· Previous experience working in a professional services environment, such as an accountancy, legal, or financial office.
· Strong attention to detail, with the ability to maintain accuracy when handling documents, data, and client information.
· Confidence in managing multiple tasks at once, prioritising workload effectively during busy periods.
· A friendly, approachable manner with the ability to build positive relationships with clients and colleagues.
Benefits
· Competitive annual salary of £28,000 with opportunities for progression within a well-established firm.
· Full training provided, including support with developing skills in Xero, IRIS and other practice management systems.
· A supportive and friendly working environment where teamwork and professional development are encouraged.
· 35-hour working week, Monday to Friday, promoting a healthy work–life balance.
· Access to ongoing learning and development opportunities to help you grow within the role.
· Company pension scheme and statutory holiday entitlement.
· Modern office facilities and the chance to work closely with experienced accounting and administrative professionals.
· Job stability within a long-standing, reputable accountancy practice serving communities across West Wales.
Application deadline
The deadline for applications is 23.03.2026. Candidates are invited to send their CV and cover letter to 2515050@student.uwtsd.ac.uk. Late applications may not be considered, and only shortlisted candidates will be contacted.
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Tanisha Thomas
Swansea, SA1
2515604@student.uwtsd.ac.uk
07883339649
Asara Ben-Saoud
Ashmole and Co 
22nd March 2026
Dear Asara,
I am writing to apply for the Receptionist / Administrative Assistant position at Ashmole and Co. Having worked across various customer services and financial roles, I am confident I have the skills and experience to make a positive contribution to your team.
Throughout my career I have been first point of contact for clients and customers, managing high volumes of calls and enquiries whilst maintaining a professional and welcoming approach. I understand the importance of creating a good first impression and I take pride in delivering high standards of service.
I am highly organised with a strong attention to detail, experienced in managing documents, keeping accurate records and supporting the smooth running of a busy office. I am proficient in Microsoft Office including, Word, Excel, PowerPoint and Teams and I am confident in picking up new systems and software quickly.
I am reliable and committed to maintaining confidentiality. These are qualities that are essential in a professional accountancy environment. I thrive in fast paced settings, and I am at my best when I am busy, organised and contributing to a well-functioning team.
I am available for interview Monday – Friday to discuss my application further.
Yours sincerely,
Tanisha Thomas
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Tanisha Thomas
Swansea, Wales
2515604@student.uwtsd.ac.uk
07883339649

Personal Statement
I am a motivated and experienced professional with a background in customer service, financial services and administration. I am proud of my work ethic and known for building rapport quickly. I can communicate clearly and deliver a high standard of service in fast paced environments. I am organised, reliable and committed to maintaining accuracy and professionalism in everything I do. I am now looking to bring my skills and experience into an administrative role.
Key Skills
· Professional verbal and written communication.
· Customer relationship management.
· Microsoft Office, Word, Excel, PowerPoint, Teams.
· Data handling and record keeping.
· Attention to detail and accuracy.
· Time management and ability to prioritise workload.
Employment History
Customer Service Advisor
Primark: October 2025 – January 2026
· Delivered excellent customer service in a high paced retail environment.
· Operated tills and handled cash and card transactions accurately.
· Maintained stock and worked effectively as part of a large team.

Preschool Teacher
SGCIS: January 2025 – April 2025
· Supported early year development focusing on English literacy through hands on activities.
· Adapted cultural content into the curriculum making learning relevant and engaging.
· Creative lesson plans praised for innovative approach to teaching.
Student Experience Member
Unite Students: January 2023 – December 2023
· Responsible for the safety, security and wellbeing of student residents.
· Managed inbound and outbound calls and maintained inbox and daily admin tasks.
· Supported students in vulnerable situations with an empathetic approach.
· Organised community events and completed room checks and building maintenance tasks.
Customer Service Advisor
Target Loans PLC: July 2019 – January 2023
· Managed accounts across Accord BTL, Rochester and Elderbridge DB mortgages as an inbound telephony agent.
· Responded to client queries and made outbound calls to third parties.
· Consistently went above and beyond, receiving recognition in call reviews.
· Applied knowledge of financial regulation to meet compliance standards and company targets.
Customer Service Executive
Lloyds Banking Group: June 2018 – July 2019
· Handled inbound calls regarding current and savings accounts.
· Assisted customers with account management and complaint resolution.
· Gained experience in financial crime awareness and identity fraud prevention

 Education
CertHE Employability skills – University of Wales Trinity Saint David (Current)
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