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Introduction

The job role of Administration Support Assistant (University Hospital of North Midlands NHS Trust, 2026)  at University Hospitals of North Midlands NHS Trust is an entry-level administrative position within the National Health Service (NHS), designed to support the smooth running of outpatient services. This role is typically classified as a Band 2 position, with an approximate salary ranging from £22,383 to £24,336 per year depending on experience, in line with NHS Agenda for Change pay scales. The Administration Support Assistant is responsible for a variety of clerical and communication tasks, including managing patient appointments, handling telephone enquiries, and working closely with clinical and administrative teams. The role requires a range of essential skills such as strong communication, organisational ability, basic ICT competence, teamwork, and the ability to work under pressure while maintaining professionalism and confidentiality. This position is particularly important in ensuring that outpatient clinics operate efficiently and that patients receive timely and appropriate care. It also provides a valuable opportunity for career development within the NHS, especially for individuals interested in healthcare administration. 
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PROFILE
A highly motivated and organised individual seeking an Administration Support Assistant role within University Hospitals of North Midlands NHS Trust. I have strong communication and administrative skills, with experience in handling telephone enquiries, supporting visitors, and carrying out clerical duties in a professional environment. I am confident communicating with a wide range of individuals, including patients and staff, using tact and empathy. I am committed to delivering a high standard of service, supporting effective clinic operations, and contributing to positive patient experiences in line with NHS values.

University of Wales Trinity Saint David - Professional Development within Health and Social Care 	2025- Present
· Developed a understanding of words and PowerPoint for presentations.
· Develop an understanding of the key skills and knowledge required to work effectively in health and social care.
· Show readiness for employment and personal development by recognising personal strengths and identifying areas for improvement.
· Set clear career goals within health and social care and create a structured personal action plan to achieve them.
Aston Manor School - GCSE English, Mathematics, Science	1997-2000
WORK AND VOLUNTEER EXPERIENCE
Admin Assistant Volunteer for Sneyd Green Food Bank, Stoke-on-Trent | 	   Nov 2008 - Nov 2009
A local community organisation based at Sneyd Green Church that provides support to individuals and families in need through a food bank service. The organisation focuses on reducing food poverty, supporting vulnerable people, and working within the community to promote wellbeing and social inclusion.
· Provided administrative support including accurate data entry, record management, and document organisation
· Maintained confidentiality when handling sensitive personal information, in line with data protection principles
· Assisted in coordinating food bank operations, including stock control and distribution of food parcels
· Responded to telephone and face-to-face enquiries, ensuring clear and effective communication
· Maintained a safe, clean, and organised working environment in line with health and safety standards
· Successfully supported the organisation of food bank operations, helping ensure efficient distribution of supplies to service users
Receptionist for Training centre, Birmingham|Greenspring Training	                  2001 to 2002
Whilst completing my Level 1 Business Administration qualification, I carried out a range of front desk and administrative duties for my work experience.
· Answered telephone calls professionally and directed enquiries to the appropriate staff members
· Welcomed visitors and managed the reception area, ensuring a professional and friendly first impression
· Notified relevant staff of visitor arrivals and coordinated access to the building
· Provided general administrative support, including photocopying and organising documents
· Maintained a tidy and organised reception environment
· Communicated effectively with staff and visitors in a polite and professional manner
· Demonstrated reliability and time management by completing tasks efficiently during busy periods
KEY SKILLS
Languages – Mirpuri dialect, English
Technical skills 
· Proficient in Microsoft Office (Word, Excel, PowerPoint) for creating documents, spreadsheets, and presentations Experience with data entry and record management systems Ability to use email systems and online communication platforms effectively Basic knowledge of database management and maintaining accurate records Familiar with telephone systems and handling calls professionally Understanding of data protection and confidentiality procedures (e.g. GDPR awareness) Ability to use office equipment such as printers, scanners, and photocopiers Experience using digital systems to organise and track information
· Experience using PowerPoint for presentations Basic understanding of health and social care documentation Familiarity with online learning platforms (e.g. Teams, Moodle)
INTERESTS AND HOBBIES
· Actively involved in community support activities,
· Demonstrating a commitment to helping others
· Interested in developing knowledge within health and social care
· Improving personal skills
· Enjoy maintaining a healthy lifestyle through regular physical activity
· Confident using technology to support organisation and learning
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· Anika Tahsin | Lecture University of Wales Trinity Saint David
anika-tahsin.ahmed@uwtsd.ac.uk 

· Becky Berrisford | Volunteer Coordinator of S-O-T Foodbank
beckyberrisford@live.co.uk







Personal Statement – Administration Support Assistant (UHNM)
I am a motivated, organised, and reliable individual applying for the Administration Support Assistant role at University Hospitals of North Midlands NHS Trust. I am keen to build a career within the NHS and contribute to delivering high-quality, patient-centred care. I am particularly interested in this role because it offers the opportunity to support outpatient services, manage patient appointments, and help ensure clinics run efficiently in line with NHS targets.
During my previous role as a receptionist at a training centre, I developed key administrative and communication skills relevant to this position. I was responsible for answering telephone calls, dealing with enquiries, and directing calls to the appropriate staff members. I also welcomed visitors, managed the reception area, and ensured staff were informed of arrivals promptly. This required clear communication, professionalism, and the ability to remain calm under pressure. I also carried out administrative duties such as photocopying and organising documents, ensuring tasks were completed accurately and efficiently. This experience has prepared me to handle patient enquiries, manage appointment-related queries, and support a busy administrative environment.
In addition, my voluntary experience at a community food bank has strengthened my ability to communicate with a wide range of individuals, including those who may be vulnerable or experiencing difficulties. I provided support in a respectful and empathetic manner, helping to create a positive and inclusive environment. This has developed my ability to communicate tactfully, which is essential when dealing with patients who may have barriers to understanding or may feel anxious. I understand the importance of maintaining confidentiality and treating all individuals with dignity and respect.
Through my studies in health and social care, I have gained a strong understanding of key principles such as person-centred care, safeguarding, and effective communication. I recognise the importance of providing clear and accurate information to patients and working collaboratively with colleagues to ensure the best outcomes. I am also confident using IT systems, including Microsoft Office, and I can manage data accurately, which is essential when handling appointments and patient records.
My key strengths include strong organisational skills, and the ability to prioritise and manage my workload effectively. I am adaptable, self-motivated, and able to work both independently and as part of a team. I am confident in communicating with patients, relatives, and healthcare professionals, ensuring that information is shared clearly and appropriately. I believe I would be a valuable addition to UHNM as I am committed to supporting efficient clinic operations, ensuring all available capacity is utilised, and contributing to a positive patient experience.
	           Strengths
	Weaknesses

	I am caring and patient when dealing with patients, which is essential in administration roles within the NHS.  I have good communication skills, allowing me to interact effectively with both patients and staff. 
I am organised and able to manage appointments, records and task efficiently. I also have basic IT skills, including using emails and simple computer systems. Additionally, I can remain calm under pressure and work well as a team.
	One of my weaknesses is time management, as I can sometimes struggle to prioritise tasks during busy periods. I also have limited experience with NHS systems, such as patients records databases.
At times I may feel nervous when dealing with difficult patients. I am still developing my confidence and professional communication skills, which I aim to improve with experience. 

	Opportunities
	Threats

	There are many opportunities available within the NHS for administration roles. I can apply for apprenticeship to gain hands on experience while learning.
There are training programs available to develop your skills in Administration and IT systems. I could gain further qualification in Business Administrations Level 2 (Stoke‑on‑Trent College, 2026) to improve my career prospects. Work placements, apprenticeships, (Health Careers, 2026)  volunteering and networking with healthcare professionals will also help me gain experience and progress in my career, with opportunities to move into senior or managerial roles in the future.
	There is high competition for administration roles within the NHS, which may make it difficult to secure a job. The work environment can be stressful due to high patients demand and heavy workload, which could lead to burnout. There is also a risk of making mistakes when handling confidential patients information, which can have serious consequences.
Additionally, strict policies and regulations must be always followed, and failure to do so could impact job performance. 


SWOT is a tool used to analyse a situation: S – Strengths: what you do well 
    W – Weaknesses: what you need to improve
	Personal SWOT analysis


O – Opportunities: chances to grow
    T – Threats: possible risks or challenges





Personal Development Plan Template

	Goals
	List the actions to complete to achieve the goal
	Support/resources needed
	Target date
	Review date

	
Time Management
	
More preparing my journey.
	
Alarm clock with 5 minutes reminders after.
Journey planner-showing when I should leave the house and get the bus.
	
 February 2026
	
 March 2026

	Increase knowledge of person centred care
	
Study NHS guidelines,  complete coursework on person-centred care, observe good practice in placement
	
NHS resources, (Health Education England, n.d.)

Incition reference it  tutor guidance, course textbooks
	
	March 2026




	
	June 2026




	Improve communication skills with patients
	Practice active listening, speak clearly with service users, observe experienced healthcare workers, attend communication training
	Tutor guidance, communication training materials, feedback from supervisors
	June 2026
	July 2026







Reflection
This reflection is based on my LCHS4009 Component 1 presentation, where I explored communication in health and social care using Schramm’s Communication Model. The presentation focused on the importance of effective communication, particularly when supporting vulnerable individuals such as those with dementia. I explained key concepts and applied theory to practice using examples. I used PowerPoint slides to support my delivery. After the presentation, I received verbal feedback from my lecturer, highlighting strengths in my use of references and areas for improvement in my time management, as I did not spend enough time explaining all slides, which affected my overall marks. This reflection is based on Gibbs’ Reflective Cycle, which provides a structured framework for evaluating experiences and identifying areas for improvement (Gibbs, 1988).

Prior to the presentation, I experienced some anxiety, particularly about managing my time effectively within 5 minutes, while covering all my slides. During the presentation, I felt relatively calm and confident, and I was able to maintain a clear and steady tone throughout. However, I was not fully aware at the time that I had not spent enough time developing certain slides. After receiving feedback, I felt disappointed that I had missed the opportunity to gain additional marks by not expanding on key points because my real-life example had disappeared from the slides, leaving me unsure of what to do. However, I felt encouraged by the positive feedback regarding my references, which reflected strong academic preparation. 
Overall, my presentation demonstrated both strengths and weaknesses. A key strength was my use of appropriate and relevant references, which supported my points and showed good academic practice. My lecturer highlighted this as a positive aspect, indicating that my research was well-developed and clearly linked to my topic.
However, a key limitation was my time management in terms of content depth rather than delivery speed. Although I spoke in a calm and clear manner, I did not spend enough time expanding on certain slides. As a result, some points lacked sufficient explanation and critical detail. This limited my ability to fully demonstrate my understanding and reduced the overall depth of my presentation, which may have impacted my final grade.
While my calm and controlled delivery was a clear strength, it also highlighted that effective presentations require more than good communication style. The issue was not the pace of my speech, but the depth of content covered within the allocated time. This suggests that I need to improve my ability to balance clarity with detailed explanation.
From a critical perspective, this demonstrates that strong academic performance requires both clear delivery and sufficient analytical depth. Although I had the knowledge, I did not fully evidence this 
I allocate time to each slide to ensure key information is fully developed.
In conclusion, this presentation highlighted both strengths and areas for development. While I demonstrated strong communication skills through a calm and clear delivery, and effective use of references, I did not fully maximise my marks due to limited depth in some areas. This experience has emphasised the importance of balancing delivery, timing, re-checking slides before sending and depth of content in order to achieve higher academic performance. Reflection is an important process in developing professional skills, as it allows individuals to learn from experience and improve future practice (Schon, 1983).
To improve future presentations, I will focus on planning the depth of content for each slide, ensuring that key points are fully explained. I will practise my presentation with a focus on timing each section to avoid under-developing important information. I will also aim to include more critical analysis within my explanations. Additionally, I will continue to build on my strength in maintaining a calm and clear communication style. These strategies will help me present more effectively and achieve higher academic outcomes.
                                [image: ]   (Ding 2023)
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