Job Description (Provided by Partner) -Job ID 1800-D7
Job Title: Administrative Clerk
Company: NHS Wales – Cardiff and Vale University Health Board
Location: Cardiff, Wales 
Contract Type: Full-time, Permanent
Salary: £22,000 – £25,000 per annum

About the Organisation
NHS Wales provides high-quality healthcare services to patients across Wales. The Cardiff and Vale University Health Board is one of the largest NHS organisations in the country, offering a wide range of medical services. The organisation is committed to delivering safe, effective, and patient-centred care.

Key Responsibilities
    •    Providing administrative support to healthcare teams
    •    Managing patient records and maintaining accurate data 
    •    Scheduling appointments and updating systems 
    •    Handling emails, phone calls, and general enquiries
    •    Organising documents and maintaining filing systems
    •    Supporting daily office operations
    •    Ensuring confidentiality of sensitive information 
Essential Skills and Requirements
    •    Strong organisational skills
    •    Good communication skills (written and verbal)
    •    Ability to manage time effectively and meet deadlines
    •    Attention to detail
    •    Basic IT skills (Microsoft Word, email systems)
    •    Ability to work independently and as part of a team
Desirable Skills
    •    Previous experience in administration or customer service
    •    Experience working in a healthcare environment
    •    Knowledge of data protection and confidentiality
    •    Ability to work under pressure in a busy environment

AI Acknowledgement  

I confirm that 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 I may be asked to provide in evidence.
























                                              Cover Letter
                                                                                           Lydia George
                                                                                          15A Bryn Terrace
                                                                                            Landore,
                                                                                            SA1 2PR.
                                                                                            LGeorge@yahoo.com
                                                                                            Mobile no:07475 434890
                                                                                            23rd March 2026.
Recruitment Officer
Cardiff and Vale University Health Board HR Department
Unit 4-5 Charnwood Court 
Heol Billingsley
Parc Natgarw
CF15 7QZ.
Dear Miss, A Plebanczyk,
                                        Administrative Clerk -Job ID Job ID 1800-D7


I am writing to apply for the post of Administration Clerk at Cardiff and Vale University health Board within the Outpatients department. With over 20 years of experience in administration, I am passionate about supporting teams and ensuring smooth office operations.

Throughout my career, I have developed strong skills in data entry and Microsoft Excel, Outlook, PowerPoint and I have adapted to new systems and programs, improving workflow efficiency and accuracy. My experience allows me to manage both digital and physical records effectively.

I am highly flexible in my approach to work, collaborating effectively with colleagues and providing support whenever required. My ability to adapt to change and take initiative ensures that I contribute positively to any team.

I would welcome the opportunity to bring my skills and experience to Cardiff and Vale Health Board and contribute to your team’s success. I look forward to the possibility of discussing my application in more detail. Thank you for considering my application.
Yours sincerely,
Lydia George




                                                   Curriculum vitae
NAME: Lydia Ngozi George

ADRRESS: 15A Bryn Terrace, Landore, Swansea SA1 2PR.

TELEPHONE NUMBERS: Home: 07475373775 

DATE OF BIRTH: 18th December 1969

COLLEGE ATTENDED: 2000-2001 Ammanford Technical College
                                                           Station Road, Ammanford.

SCHOOL ATTENDED: 1980-1985 Harford School for Girls
                                                        Freetown, Sierra Leone.

QUALIFICATIONS:
                                                       GCE Level 2
                                                       Access to Health Diploma
WORK EXPERIENCE

1993-2000- I have worked in Private Nursing homes in London and Wales as Night Care assistant. My duties include assisting residents to bed in the night, reporting any changes to residents’ health to the charge nurse on duty cleaning and to make sure they are safe in the night. Working as a team to ensure that all duties are done and residents safe.

2000-2002- I worked at Glangwili Hospital in Carmarthen as ward receptionist. My duties included general administration running of the ward to include telephone communication with patients and relatives and ordering of stationary. I dealt with outside organisations to include social services, the ambulance service, general practitioners.

2002 -I moved to Morriston Hospital and was working in the cardiac inpatient waiting list department within the Patient Services Department. My duties here included, administration duties, contacting patients and carers with the view to patient’s admissions to hospital. I did this for eight months and was then moved to the Neurosurgery waiting list department. My duties here were to bring patients into hospital in accordance with breach reports. I also dealt with validation of patients.
I am a senior co-Ordinator currently working in an office of six team members who I manage, in organising duties which also includes the organising of preoperative assessment appointments and administrative duties. I work with reports daily, mostly stage one and five to make sure that all referrals are correct and follow patients’ treatment plan through to date of admission. I also validate patients. I also contact the wards on outcomes of patients that have been dated to see whether they have been treated, cancelled by the hospital, patient cancellation and did not attend, and let the relevant secretaries know so they can be re-dated. Also make the secretaries aware of patients who are due to breach so they can be dated and ensure that patients are admitted in a timely manner. I have regular contact with patients/relatives/carers and consultants and secretaries. My knowledge of RTT and the rules regarding adjustments, patients’ cancellations etc is excellent as a result. I have a good working relationship with all and pride myself on being a good team player. I feel that I have am flexible in my approach in work and work well under pressure. Due to the nature of the position, requirements change daily & I must be able to deal with this accordingly. I am willing to learn any new skills that might enable me to deliver best practice in my role. I realise that as Senoir pathway co-ordinator / administrator I will be expected to improve my skills which will no doubt be challenging, but I’m very much looking forward to this.

Hobbies and Interests
I enjoy reading in my spare time. I enjoy socialising


























                                  



