
Skills for the Workplace
Module Assignment Submission 

Student Name:	Caroline Thomas
Student Number:	2011711
Module No:	BMSK4005
Module Title:	Professional Career Development



Statement of Confirmation of Authenticity
By the act of making this submission, the student declares that this is the work of the student named above. The work has not, in whole or in part, been knowingly presented elsewhere for assessment, or where assessment has been built on a previous assessment, this has been identified. Where materials have been used from other sources it has been properly acknowledged. If this statement is untrue, the student acknowledges that an assessment offence has been committed.
Attention is drawn to the plagiarism and unfair practice policies of both the University and of ILM.



Table of Contents
Section 1: Know how to identify development needs	3
1.1 Identify learning styles for self and another	3
1.2 Use a simple technique for identifying development needs for self & another	4
1.3 Identify potential barriers to learning for self and another.	5
1.4 Explain how these barriers to learning can be overcome.	6
Section 2: Know how to develop self & others to achieve organisational objectives	6
2.1 Analyse learning/development options to meet needs of self & another.	6
2.2 Identify support mechanisms for the development of self & another	6
2.3 Prepare development plans for yourself and another person	7
2.4 Method used to monitor the development of self & another.	8
Section 3: Know how to prepare for the recruitment process	8
Reflection on the recruitment process	8
3.1 Description	8
3.2 Feelings	9
3.3 Evaluation	9
3.4 Analysis	9
3.5 Conclusion	9
3.6 Action Plan	9
References	10
Appendix A	10
Appendix B	10
Appendix C	10
Appendix D	10





[bookmark: _Toc500943471][bookmark: _Toc53314823]Section 1: Know how to identify development needs



1.1 [bookmark: _Toc500943472][bookmark: _Toc53314824]Identify learning styles for self and another

Self
After completing the VARK questionnaire the results came back that I learnt that I have multiple preferences in learning. I agree with the results as I prefer to learn a variety of ways depending on what I need to learn for example if I were to learn a new software on the computer, I would prefer to be shown first time how to do it and I normally learn quick by watching what others do as I tend to understand a lot better. If I were to study for a test I would prefer to read and watch videos of examples.

[image: ]
Another
After asking another member of this course to compare results from VARK his results came back as

	· Visual 8
· Aural 13
· Read/write 2
· Kinsethetic 12



After discussing with him what is thoughts are with his results, he explained to me that he feels he is more of a visual learner as he does struggle to read and write. He finds visual learning is more effective for him as he absorbs information easier using that method


[bookmark: _Toc456901517]Honey & Mumford

After answering questions in the Honey and Mumford task the results show that I am more of an activist learner.
[image: ]
After reading the description of the general learning styles of an activist, I strongly agree with the results. I am always happy to throw myself into new challenges without prior experience. Looking at further perspective bullet points listing where activists learn best, I would have to disagree with one of the bullet points relating to my experience and feelings. One of the points on the list is - ‘They have a lot of the limelight/high visibility, I.e. they can ‘’chair’’ meetings, lead discussions and give presentations.’
I have never felt that I have had the confidence to speak in public groups or give presentations. My confidence is one of my priorities to improve and eventually use it as my strength.
1.2 [bookmark: _Toc500943473][bookmark: _Toc53314825]Use a simple technique for identifying development needs for self & another

MYSELF 
	Strengths 
 
· Polite 
· Accurate 
· Punctual 
· Professional 
· Flexible 
· Knowledge of MS packages 
· Uses own initiative 
 
	Weaknesses 
 
· I am not a particularly good leader. 
· Uncomfortable speaking in front of groups 
· Poor interview skills 

	Opportunities 
 
· Starting learning courses to gain qualifications 
 
· Pay rise 
 
 
 
 
 
 
	Threats  
 
· Do not have the qualifications for a job 



SWOT TABLE FOR ANOTHER	
	Strengths 
 
·  People Person
· Works Well under pressure
· Target Driven
· Committed
· Hard Worker
· 20-year Sales experience
· Management skills
· Loya

	Weaknesses 
 
· IT packages
· Academic Skills
· Spelling

	Opportunities 

· University Course
· Better job opportunities
· Higher Salary
· Comfortable retirement

 
 
 
 
 
 
 
	Threats  
 
· Covid
· Not being able to complete the course
· Job loss






[bookmark: _Toc500943474][bookmark: _Toc53314826]1.3 Identify potential barriers to learning for self and another.

Myself
· Childcare – I have 2 daughters who are both in full time school
· Full time job – Working 5 full days per week
· Social life – I have monthly gym membership
· Home life – housework
· Financial Barriers – Tuition fees / Loans

Another
· Full time job – Work exceptionally long hours
· Geographic barriers – Travel to place of work
· Financial barriers


[bookmark: _Toc500943475][bookmark: _Toc53314827]1.4 Explain how these barriers to learning can be overcome.

Myself 

Childcare - Even though I have 2 daughters in full time school I have one child who is mature enough to look after self and help to look after her sister. I also have an incredibly supportive partner who takes over the care of the youngest child as and when needed. If any emergencies were to arise, we have a supportive family that is willing to help where possible.

Work-life balance – My line manager is incredibly supportive of me and my learning, by allowing study time within my workday during quiet periods so I can have more free time at home with my family and to get housework done.

Social Barriers – I am not the first in my family to go into higher education, my partner who is incredibly supportive completed an HNC course a few years back, so he knows exactly the support I need from him to complete this course.

Financial Barriers – I was a little worried at first to sign up for this course and to take out loans, but it gave me then more of reason to be determined to complete this course and to progress within the University and earn a higher wage.




Another
Full time job – My team member has a job working long and unsociable hours in the sales industry, he does not get much free time during his workday to study so he must be available to study outside of work hours.
Geographical Barriers – Living a little further afield there are few job opportunities local but does have a car and there are no restrictions on how far he can travel.
Financial Barriers – Had no worry about taken out loans for the study fee’s as he is hoping he will be earning a salary high above the threshold and will be more than comfortable to pay it back.
[bookmark: _Toc500943476][bookmark: _Toc53314828]Section 2: Know how to develop self & others to achieve organisational objectives


[bookmark: _Toc500943477][bookmark: _Toc53314829]2.1 Analyse learning/development options to meet needs of self & another.

After looking over my SWOT information and asking my line manager for job feedback in my role, I realised I have a lot more strengths than I originally thought. I have a supportive employer who allows me to study during quiet periods in my working hours. I also have a supportive family around me as I can be flexible in my working hours.
Looking over at my team member swot and discussing is learning and development, he lacks a little bit of confidence in his IT skills, I feel that if a situation arises and he needed to use a certain package he would be able to reach that goal. Especially if someone could show him for the first time.



[bookmark: _Toc500943478][bookmark: _Toc53314830]2.2 Identify support mechanisms for the development of self & another
My partner will look after my daughter whilst I work and study. I can also rely on our parents to step in with childcare if emergencies arise. I would also use UWTSD as another support network, e.g., HWB and Tutors and the library for research. I am also lucky enough to work for UWTSD and my line manager is incredibly supportive, allowing me to study time whilst at work at quiet times and allowing anytime off if needed.
I am currently working with another member of the class for their learning styles and SWOT and we have discussed about how we both feel about being supported, he felt much supported by the tutor and all the resources that are available to complete this course I.e. Hwb and the library. His family are incredibly supportive of him completing this course also.
[bookmark: _Toc456901523]


[bookmark: _Toc500943479][bookmark: _Toc53314831]2.3 Prepare development plans for yourself and another person

Part 1: Personal Analysis 
See SWOT Analysis in 1.2 




	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	
Excel


	
Go on course
	
Employer support
	
Completing course
	
September 21

	
Welsh Language


	
Courses, reading, listening to tutorials
	
Internet access, employer support. 
	
Setting myself yearly targets on what I have learnt.
	September 21

	
Build confidence


	
To start speaking out in front of groups and ask more questions
	


	

	
September 21


Part 2: Setting Goals
Part 3: Personal Objectives

	Short Term Goals (next 12 months)

	I would like to pass this course


	Medium Term Goals (2-3 years)

	I would like to consider carrying on with the course to achieve a degree


	Long Term Goals (3-5 years)

	I would have like to have finished this course with a degree and have a more challenging job with a higher pay grade




[bookmark: _Toc500943480][bookmark: _Toc53314832]2.4 Method used to monitor the development of self & another.

Myself

	
What happened?


	What did I do?
Started making a list of my SWOT and looking at different learning styles


	How do I think/feel about this?
I felt a  bit anxious at first about changing my weaknesses to strengths but I think I can achieve this goal by the time I have completes this course


	How well or how badly did it go?
I think looking over my learning styles and SWOT have gone well, 



	
My conclusions/reflections/lessons learned


	What did I learn?
By reflecting on my learning styles and talking with another member of team, I have learnt that I have a lot more skills than I originally thought.


	What have I achieved?
I am achieving the confidence that I never thought I had.



	How have I put any theory into practice?
I have been speaking out in groups which is starting to build my confidence.


	What have I learned about myself?
I have learnt that I have more confidence and have more skills than I realised.


	How does what I am doing lead me to becoming better at a skill?


	How can I use this to plan for the future?
I would like to try new ways of learning to see how differently I can adapt.


	How can I use this to plan new learning experiences?


	
My plan to do something better/different by using what I have learned 


	What will I do differently next time?
I will start reading and writing a lot more to learn instead of jumping into the deep end.




	How will I do it differently next time?
I would take more time reading and asking questions instead of trying to figure tasks out for myself.




Another

	
What happened?


	What did I do?


	How do I think/feel about this?


	How well or how badly did it go?


	
My conclusions/reflections/lessons learned


	What did I learn?


	What have I achieved?


	How have I put any theory into practice?


	What have I learned about myself?
.



	How does what I am doing lead me to becoming better at a skill?


	How can I use this to plan for the future?


	How can I use this to plan new learning experiences?


	
My plan to do something better/different by using what I have learned 


	What will I do differently next time?





	How will I do it differently next time?




[bookmark: _Toc500943481][bookmark: _Toc53314833]Section 3: Know how to prepare for the recruitment process 
[bookmark: _Toc53314834]Reflection on the recruitment process 
[image: ]
Gibbs (1988)

[bookmark: _Toc53314835]
3.1 Description

I created a CV to give a description of myself, plus my work experience history, and my skills and knowledge, I then went on the website to search for administrator jobs. I found a variety of jobs on indeed.co.uk. I found a job that I was quite interested in after reading the job description and person specification. I wrote out a covering letter relating to the job requirements the company was asking for. I then uploaded my CV and covering letter via indeed.co.uk as the company did not accept direct applicants. To prepare myself for the interview the company through the website to find out the type of service they offer. I read the job description carefully so I could have a better understanding of all the responsibilities and requirements that go with the role. I made notes and familiarized answers to common interview questions. I searched google maps to find the location of the interview so I can plan in advance travel arrangements to ensure I arrive on time. 
 
[bookmark: _Toc53314836]3.2 Feelings
Applying for the job I felt satisfied that I met all the requirements for the role, I felt confident that I have a high possibility to getting that job, I also felt nervous as not having the actual qualifications for the job at present would hold me back.

[bookmark: _Toc53314837]3.3 Evaluation
The bad part of this experience is the realisation that interviews are a lot different than what they were a few years ago. But after researching the latest interview techniques I have realised that being prepared to answer competency based questions and making notes of your experiences was also a good experience.


[bookmark: _Toc53314838]3.4 Analysis
After researching competency based questions for interviews I came across the STAR technique. I found this technique to be very helpful to be able to remember and describe previous situations when questions arise.
[bookmark: _Toc53314839]3.5 Conclusion
I have realised that no matter how many experiences of interviews you have had in the past, successful or not, it is best to prepare for the interview using the STAR method. I read over the STAR method and made notes of a few examples of my Situations, Tasks, Actions and Results that I have dealt with previously.


[bookmark: _Toc53314840]3.6 Action Plan

[bookmark: _GoBack]In the future, I would like a colleague or a friend to ask me competency based interview questions, this may take away the pre-interview nerves that I have experienced. I am also going to take notes of any future situations that arise so that I can hopefully be more confident answering the questions.
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Learning styles results go here 
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Job application goes here

              
	Job Application Form - Confidential

	

JOB TITLE: Administrative Assistant

VACANCY REFERENCE: 

CLOSING DATE: 



	
Please complete this form electronically or in black ink. 

Please return your completed application form by:



	
For HR department use only

Applicant considers themselves as disabled:

Yes  ☐      No  ☐


	
	HR Signature
	

	
	Date
	

	
	Applicant ID
	



Please refer to our Privacy Notice for further information on how we process the personal data you provide in this form 

	1.  Qualifications

	
Beginning with the most recent, please provide details of your qualifications (academic,
professional and / or vocational) that are relevant to this application. Please continue a 
separate sheet(s) if necessary. Please note: Original documents may need to be provided.


	Education Establishment / Training Provider
	Qualification(s) obtained (including grade if applicable)
	Date Awarded


	Pentrehafod Comprehensive School






University of Wales Trinity Saint David

	GCSE – English
GCSE – Maths
GCSE – Science
GCSE – Information Technology
GCSE – Food Technology
GCSE – Child Development

Skills for Workplace – Leadership and Management Level 4
	2000
2000
2000
2000
2000
2000

2020






	2.  Training and Development

	
Please provide details of any relevant training and development courses that you have attended.


	Training Provider
	Name of Training / Development Course
	Date

	





	
 
	




	3.  Membership of Professional Bodies

	
Please list your membership(s) of Professional Body / Bodies (if applicable)


	










	4.  Current or Most Recent Employment

	Name and address of employer: 

University of Wales Trinity Saint David, Dynevor Campus, Swansea

	Job Title: 
Operations Administrator / Receptionist

	Start date: 
June 2011
	Basic Salary: 
£10.50 PH

	Brief description of duties: 











	Reason for leaving: 
Present

	Period of notice required:
1 Month

	Current employer?      Yes ☒      No ☐

If no, please state your end date of employment: 




	5.  Employment History

	
Beginning with the most recent, please provide a summary of all other employment, including previous posts held with your current or most recent employer. Please continue a separate sheet(s) if necessary.


	From / To
	Name and address of employer
	Job title, brief description of duties and reason for leaving

	June 2011 – 
Present
	University of Wales Trinity Saint David
	In my role I cover reception, programme access cards for students to be able to get into required department. Answer switch board and transfer calls, sort and distribute mail. Photocopying, scanning, and filing plus AOB are required. I am looking to progress in my career.

	
Are you, or you have you previously been an employee of UWTSD?       Yes ☒      No ☐




	  6. Language Skills
	
	
	
	
	

	
Are you a Welsh speaker?                      Yes ☐      No ☒


	
If yes, please state your level of fluency in Welsh:


	
	Understand
	Speak
	Read
	Write

	Basic
	
	
	
	

	Intermediate
	
	
	
	

	Fluent
	
	
	
	

	
Are you fluent in any other languages?               Yes ☐      No ☒


	If yes, please specify: 




	7. Employment Related Referees

	
Please provide details of two work related referees. The first of these should be your line manager from your current or most recent employer. All offers of employment are conditional upon receipt of satisfactory references. References will only be sought upon an offer being made to a successful candidate.

*Please refer to section 8 if you are unable to complete this section.


	

	1st Work Related Referee

	Name
	
Ffion Jones

	Address
	
Technium 2, Kings Road, Swansea, SA1 8PJ

	Telephone number

	
01792 481000

	E-mail address

	
Ffion.jones@uwtsd.ac.uk

	Position held by referee

	
Senior Administration Officer

	Employment relationship

	
Line Manager

	

	2nd Work Related Referee

	Name
	
Linda Hussell

	Address
	
Technium 2, Kings Road, Swansea, SA1 8PJ

	Telephone number

	
01792 481000

	E-mail address

	
Linda.hussell@uwtsd.ac.uk

	Position held by referee

	
Operations Administrator

	Employment relationship

	
Colleague 













	8. Character Referee

	
If you are unable to provide two work related referees, please provide details of someone who can offer a character reference about you.


	
	Character Referee


	Name
	


	Address
	


	Telephone number

	

	E-mail address

	

	Your relationship with the referee
	



	9. Supporting Statement

	
Please provide a supporting statement to show how you meet the Person Specification criteria, wherever possible relating this to the duties in the Job Description. You are encouraged to provide relevant and explicit examples (obtained from the workplace, voluntary or community work or any other appropriate situation) so that the short-listing panel is able to clearly identify where your experience, knowledge and skills match the criteria identified in the post and understand what qualities you can bring to the role.

FOR ACADEMIC ROLES ONLY: Please also detail relevant learning, teaching and/or research experience, e.g. mentoring, peer observation, supervision, developing distance learning, leading on thematic areas etc. You may also wish to include a list of your publications.
 
Please note, CV’s will only be accepted as supporting documentation to the application form.


	
Having over 10 years’ experience with the public in a reception environment has given excellent communication skills as I must deal with people from all levels of society. My job role also includes answering the switch board and transferring calls to the appropriate person or department, This part of my job has taught me to be patient and efficient. I am also responsible for providing administrative support for another department, to complete this task requires me to work under pressure to meet deadline.
In my role before COVID I would arrange and set up meetings, this included one to one meeting up to large conference meetings, this is where I would use my organisation skills so I could ensure that the meetings run smoothly.
I am highly confident with IT and all Microsoft packages, I have recently completed an excel course.
I work alone most of time but I am more than happy to work as part of a team. 















	Personal Details and Monitoring Form - Confidential

	
Applicants are requested to provide the following information for records purposes, and to enable the University to meet our statutory equality obligations. The information provided will be processed in accordance with the Data Protection Act 2018 and will not be used in the selection process.

Please refer to our Privacy Notice for further information on how we process the personal data you provide in this form – www.uwtsd.ac.uk/jobs/ 


	1.  Vacancy Details (HR Department use only)

	Position applied for:
	Administrative Officer: Student Support

	Vacancy Reference:
	01199

	Applicant ID: 
	



	2.  Personal Details

	Title:     Mr ☐         Mrs ☐         Miss ☐         Ms ☐         Dr ☐         Prof ☐         Other ............


	Forename(s): 

Caroline Louise
	Surname:  

Thomas

	Home Address: 

104 Salem Road, Morriston, Swansea, SA6 8NN

	Home Telephone: 

	Mobile Telephone:

07772311644

	Email Address:

Caroline84thomas@live,co.uk
	Date of Birth: 

05/01/1984

	National Insurance Number: 

JK369620A



	3.  Gender

	Please indicate your gender: 

	
Male ☐                       Female ☒                   Other ☐   
    









	4. Ethnicity

	Please indicate your ethnicity:


	☒ White
☐ White - Scottish
☐ Irish Traveller
☐ Gypsy or Traveller
☐ Other White background
☐ Black or Black British - Caribbean
☐ Black or Black British - African
☐ Other Black background
☐ Asian or Asian British - Indian
☐ Asian or Asian British - Pakistani
☐ Asian or Asian British – Bangladeshi
	☐ Chinese
☐ Other Asian background
☐ Mixed - White and Black Caribbean
☐ Mixed - White and Black African
☐ Mixed - White and Asian
☐ Other mixed background
☐ Arab
☐ Other ethnic background
☐ Not known
☐ Prefer not to say



	5. Religion and Belief

	Please indicate your religion / belief:


	☒ No religion
☐ Buddhist
☐ Christian
☐ Christian - Church of Scotland
☐ Christian - Roman Catholic
☐ Christian - Presbyterian Church in Ireland
☐ Christian - Church of Ireland
☐ Christian - Methodist Church in Ireland
	☐ Christian - Other denomination
☐ Hindu
☐ Jewish
☐ Muslim
☐ Sikh
☐ Spiritual
☐ Any other religion or belief
☐ Prefer not to say



	6. Sexual Orientation

	Please indicate your sexual orientation:


	☐ Bisexual
☐ Gay
☐ Lesbian
	☒ Heterosexual
☐ Other
☐ Prefer not to say













	7. Disability

	
Under the Equality Act 2010, you are considered disabled “if you have a physical or mental impairment that has a ‘substantial’ and ‘long-term’ negative effect on your ability to do normal daily activities.”
· ‘Substantial’ is more than minor or trivial, e.g. it takes much longer than it usually would to complete a daily task like getting dressed
· ‘Long-term’ means 12 months or more


	
Do you consider yourself to be a disabled person?                      Yes ☐      No ☒
 

	If yes, please indicate your disability:

☐ No known disability
☐ Two or more impairments and/or disabling medical conditions
☐ A specific learning difficulty such as dyslexia, dyspraxia, or AD(H)D
☐ General learning disability (such as Down's syndrome)
☐ A social/communication impairment such as Asperger's syndrome/other autistic spectrum disorder
☐ A long standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy
	
☐ A long standing illness or health condition such as cancer, HIV, diabetes, chronic heart disease, or epilepsy
☐ A mental health condition, such as depression, schizophrenia, or anxiety disorder
☐ A physical impairment or mobility issues, such as difficulty using arms or using a wheelchair or crutches
☐ Deaf or serious hearing impairment
☐ Blind or a serious visual impairment uncorrected by glasses
☐ A disability, impairment or medical condition that is not listed above
☐ Prefer not to say


	
Please note: UWTSD is a Disability Confident Committed employer and, accordingly, all disabled applicants are guaranteed an interview if they meet the essential Person Specification criteria for the role.





	    8. Work Permit

	
Do you require a work permit to work in the UK?                             Yes ☐      No ☒

If yes, do you currently hold a work permit to work in the UK?       Yes ☐      No ☐

If yes, please state the nature of your work permit and its expiry date:








	9. Rehabilitation of Offenders

	
Do you have any convictions, cautions, reprimands, or final warnings that are unspent under the Rehabilitation of Offenders Act 1974 and which are not “protected” as defined by the Rehabilitation of Offenders Act 1974 (Exceptions) Order 1975 (as amended in 2013)?

Yes ☐      No ☒

Where a job falls within one of the excluded categories under the Rehabilitation of Offenders Act 1974, disclosure of any spent convictions is required and any offer of employment, if made, will be subject to a DBS (Disclosure and Barring Service) check.

Further information can be found on the Government website: Updated guidance on the Rehabilitation of Offenders Act 1974.




	10. Source

	Please indicate where you first saw this job advertised:

	☐ UWTSD website
☐ Job Centre (Find a Job)
☐ Internal email
☐ Golwg360
☐ Fish4jobs
☒ Indeed
☐ Totaljobs
	☐ Newspaper
☐ Jobs.ac.uk
☐ Lleol.net
☐ Times Higher Education
☐ Word of mouth
☐ Other (please specify) 




	11. Declaration

	
By signing here, I confirm that:
· The information given in this application is, to the best of my knowledge and belief, true and accurate;
· I have read the Job Applicant Privacy Notice; and 
· I understand that, if an offer of employment is made to me, XXXX will seek references from the referees I have provided.

	
Caroline Thomas


	
19 November 2020


                                         Applicant Signature                                                        Date
           (Electronic or Handwritten)


Administrative Assistant
Your Building Expert Ltd.
-
Swansea
£18,500 - £20,000 a year -  Full-time, Permanent
Apply with Indeed
Applied
Administrative Assistant
We are looking for an Administrative Assistant for our building company in Swansea to provide high quality and efficient administrative support to the senior management and client focused service.
As Administrative Assistant, you will manage general office duties to ensure the company processes run smoothly. Assists with senior management duties and correspond with clients, customers, and vendors.
Responsibilities:
· Perform clerical duties, including, but not limited to, mailing, and filing correspondence, preparing payrolls, placing orders, and answering calls
· Interact with clients and visitors
· Sort and distribute incoming mail
· Arrange meetings
· Typing of correspondence, meeting notes, and forms among other documents
· Photocopy, scan, and file appropriate documents
· Maintain accurate records and enters data
· Assist with organising events when necessary
· Conduct research and compile data
· Sign for delivered packages and distribute them to the appropriate recipient
· Assist in setting up new client accounts
· Maintenance of database records
· Cover reception
· Maintain budget and purchase supplies for the office; track inventory of office supplies
· Answer customer questions and confirm customer orders
· Perform additional duties when required, including drafting brochures and organising the filing system
Requirements:
· Proven work experience as a secretary or administrative assistant
· Familiarity with office Organisation and optimisation techniques
· Good organisation skills
· Good time management
· Accuracy and good attention to detail
· Excellent written and verbal communication skills
· Integrity and professionalism
· Confidence with IT and computer packages
· Ability to work alone or as part of a team
· Highly motivated and ability to prioritise efficiently
Job Types: Full-time, Permanent
Salary: £18,500.00-£20,000.00 per year
Schedule:
· 8 hour shift
· Monday to Friday
· Weekends
Experience:
· Administration: 1 year (Preferred)
· customer service: 1 year (Preferred)
· Administrative Assistant: 1 year (Preferred)
Education:
· A-Level or equivalent (Preferred)
Work remotely:
· No





[bookmark: _Toc53314844]Appendix C

CV goes here
Caroline Louise Thomas
104 Salem Road
Morriston
Swansea
SA6 8NN
07772311644
Caroline84thomas@live.co.uk

Profile 
Well presented with exceptional customer service skills, and the ability to provide an effective reception and switchboard service. Experienced in working under pressure in a quick paced fast-moving environment and able to receive guests on arrival in a friendly, helpful, and approachable manner. Able to be an integral member of an administrative and clerical team and can follow instructions and have a willingness to learn.
Career Progression 
University of Wales Trinity Saint David Technium 2011 – Present (Operations Administrator)
I am responsible for undertaking all reception environment duties, including providing a telephone answering service, admin and reception service as well as organising the post, welcoming visitors, and providing hospitality for guests and clients. I also undertake first aid and fire marshal duties when required.
Duties:
· Answering all incoming calls / emails and re-routing them to relevant parties. 
· Meeting and greeting visitors and students ensuring they are signed in and inducted. 
· Opening, distributing, collecting, and taking the post.
· General administration duties, photocopying, filing etc. 
· Dealing with any enquiries at the reception. Reporting any problems to the building manager. 
· Dealing with car park requests and hospitality requirements. 
· Ensuring that the reception area is tidy and clutter free. 
· Operating a computer system and switchboard. 
Wolseley UK 2004 - 2011
Working with customers to come to an agreement to clear debt via telephone, letters, or email, create spreadsheets through excel managing the day-to-day daily duties in the office and organising office and filing systems.
 
Office Angels 2003 – 2004 (Recruitment agency) 
Magistrates Court sorting out all post court files.
Renault Garage on the Switch Board directing calls to the relevant department.
Courage Brewery inputting details of returned stock back into the system
Diamond Holidays 2000 - 2003
Working in busy office, handling over 100 calls daily and dealing publicly with customers. Sending out travel tickets, taking customer payment over the phone and cash handling and other general office duties etc keeping up to date with paperwork, photocopying, filing. 
 
Education/Qualifications 
1995 – 2000 Pentrehafod Comprehensive School
· English                        GCSE
· Maths                          GCSE
· Science                       GCSE
· I.T                                GCSE
· Food Technology        GCSE
· Child Development     GCSE
2020 – 2021 University of Wales Trinity Saint David
· CertofHE Leadership and Management Skills for Workplace
 
Training 
2003 Gained NVQ level 2 & 3 in customer service, through an open college while I was working as an apprentice in Diamond Holidays.
· January 2013                                NVQ IT
· May 2013                                     Fire Marshal Training 
· March 2015                                   Fire Alarm training
· October 2020                                Skills for the workplace – Certificate of                                                   higher education
 
Referees
Available on Request





[bookmark: _Toc53314845]Appendix D

Covering Letter goes here
Dear sir or Madam
 
As a highly experienced Administrator with over 18 years’ experience, I would like to apply for the full time Administrative Assistant position you have advertised on indeed.co.uk.
 
After working for The University of Wales Trinity Saint David as an Operations Administrator for over 10 years I have advanced experience in all Microsoft packages, and dealing with students and visitors daily my communication skills are excellent.
 
I am currently studying for a certificate of higher education in Leadership and Management at The University of Wales Trinity Saint David and after completion of my course I hope to work for a company where I can grow my experience and knowledge. With the right opportunities I am confident I can achieve my goal.
 
Please see attached a copy of my CV for additional information of my skills and experience.
 
Thank you for taking the time to consider my application, I look forward to hearing from you shortly.
 
Yours Faithfully
 
Caroline Thomas
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