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[bookmark: _Toc242538204]1. Selected Job Advertisement
Job description: Permanent advertised contract will commence on 1st November 2022 and be on an 18.5 hour working day basis. Job is permanent, advertised, from 1st November, on 18.5 hours working day.
This position duties encompass handling, requesting, filing and receiving records, maintaining archives and responding plus handling with security. These are considered as Essential behaviours and they cover the areas of Developing Self and Others, Communicating and Influencing, Working Together and Managing a Quality Service.
This role was chosen as the opportunity to demonstrate Organisation, Accuracy, Confidentiality, Team Working and Professional Communication was incorporated into this position. The assessment brief will also contain a screen shot or downloaded copy of the original ad for the job.
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Mirabela
Birmingham, United Kingdom
Email: Mirabela@example.com | Telephone: 07000 000000
PERSONAL PROFILE
A well thought out and motivated candidate who has a passion for accurate recording, good communications and good public service. Follows a systematic approach to get things done, checks information and keeps records, appreciates the importance of confidentiality, following procedures and working collaboratively. Enthusiastic to help achieve the goals of the ministry of Justice, in the areas of reliable records management and administrative skills.
KEY SKILLS
•	Administration: Organisation of documents, filing documents and retrieval of information.
· Administration: The capacity to ensure that dates, names, documents' reference numbers are accurate, and the documents are complete (Prashar, Schartau and Murray, 2022).
· Confidentiality: Treatment of information in a responsible manner and authorised procedures.
· Communication: Answering in an appropriate manner to questions, escalating more complex questions.
· Teamwork: Share information, prioritise with team members and offer assistance.
· Digital skills: Microsoft word, spreadsheet, e-mail, organisation of electronic documents.
· Time management: Planning obligations and task lists to make sure that time is not exceeded (Tian et al., 2023).


EDUCATION
CertHE Business Skills for the Workplace — Current Study
Some examples of relevant learning are employability, workplace communication, career development and professional skills.
EMPLOYMENT HISTORY
Administrative Assistant — Example Office Services, Birmingham
September 2024–August 2026
· Created and maintained paper and electronic filing systems.
· Re-checked forms for missing information and referred those not complete to colleagues.
· Answered routine questions and directed complex questions appropriately.
· Applied document handling procedures and kept confidentiality.
· Organised and tracked outstanding tasks with fellow workers.
Customer Service Assistant — Example Retail Store, Birmingham
June 2023–August 2024
· Greeted and answered politely customers queries.
· Handled requests for information I was unsure about to a relevant colleague.
· Maintained an organised working environment.
· Cooperated with other workers when working at high load period.
· Proficient in communication, problem solving and customer service.
ACHIEVEMENTS
· Developed an end-of-day task list for “things done” and “things left to do”.
· Had been successful in showing customer focused approach during busy times.
· Searched out feedback from the course and adapted written communication and planning of tasks

ADDITIONAL INFORMATION
References on request. Willing to get relevant training and knowledge about records management procedure
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Mirabela
Birmingham, United Kingdom
Mirabela@example.com | 07000 000000
Hiring Manager
Ministry of Justice
Birmingham, United Kingdom
Re: Support Services Administration: Records
Dear Hiring Manager,
Please be aware I'm applying for the Support Services Administration: Records job in Birmingham. I love the idea of this role because it is an opportunity to be organised and have accurate information management, communicate and provide public services.
This is the planning of filing of files and documents that I have been developing as a part of my administration experience. I understand that Records should be created and maintained properly, in timely fashion and following approved procedures. If information is missing or uncertain, I request additional details or clarify rather than assume what is missing and risk some inaccuracies.
This is especially important when dealing with confidentiality. I make sure that confidential information only used and distributed in a legitimate manner. I also consult for assistance if I ever had any questions regarding records storage, transfer or disclosure.
I take an attitude of teamwork and being of service to the team. I will clearly and appropriately pass on information, share ideas and updates about excellent work with colleagues. I validate any priorities that came along with them and then coordinate my tasks around the changing priorities.
Knowing that I will be continually growing and developing, and will take part in training, implementing feedback and learning new systems slowly, ensuring I do not just jump in without considering it. I think that these attributes help in the skills about working together, communicating and influencing and managing a quality service which the vacancy is asking for.
My application is much appreciated. I am at your disposal to talk about the benefits I can bring to your team as an organisational skills expert, responsible thinker and learner.
Yours faithfully,
Mirabela
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1. Who are you?
I am organized, motivated and prefer working in the administration of a business. Accurate, professional communication and completion of work in a timely manner is important to me. Like to organize information and help co-workers achieve common goals. I want to build my records management skills by doing and learning more. I want to be a productive public servant and gain confidence, knowledge and other skills I need.
2. What is your purpose for this?
Interested in gaining knowledge of confidentiality issues and team work, and experience in administration and records management. I want to keep up to date, secure records which authorised staff can access when required. I would get to understand what is already done here and help with the day to day running of the business, as well as developing my working abilities. I hope to build up my confidence and be ready for future duties in a good public service.
3. In what ways would you keep good records?
I would keep the organisation's filing system and ensure that records would be kept in the correct place and records would be accurate, complete and up to date. Before putting data into files, I would check the names, dates and file references (Alam, 2024). To ensure consistency and minimise errors for repetitive tasks I would use checklists. I would identify and report any errors accordingly and adhere to the authorised process for corrections, maintaining the validity, traceability and organisation of records.
4. How to you deal with confidential information?
I would be responsible for confidential data, properly handling it and abiding by the organization's policies on handling, storing and sharing the data. When asked for, I would verify the authority of the requester and that disclosure was allowed. I would store documents in places where they would be safe and wouldn't talk about any confidential information in public areas. If I am not sure about it, I would approach the responsible supervisor before I act myself.
5. What is your attitude to feedback?
See feedback as an opportunity to learn and improve the performance (Flaherty, 2026). I pay close attention to what is said to me and accept criticism and suggestions without offense and ask questions if I don't understand. I then use the tips for future projects and check to see if my work has improved. where necessary, I would ask for additional feedback from my supervisor. This enables me to build upon my skills, accuracy and confidence and be more effective in my role.
6. In one way what area do you have to strengthen?
I would like to build my confidence with unfamiliar records management systems. I appreciate the value of correctness in filing and secure handling of information, but would be better served by some more hands-on experience with various systems. I will be developing my skills by training and through regular practice and by using clear written notes and advice from my supervisor. Looking at feedback and carefully checking my work will help me to develop confidence and to keep my work accurate and consistent.
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	Objective
	Action
	Evidence of progress

	Improve digital skills
	Practise organising electronic documents and spreadsheets.

	Accurately carry out a filing exercise.


	Strengthen confidentiality awareness
	Make sure to study the right information handling procedures.

	Describe when and why authorisation is needed.


	Improve interview confidence
	Practise your answers in the S.T.A.R format.

	Provide clear, relevant answers.


	Develop time management
	Employ checklists and restate priorities.

	Practice regularly so that the practice tasks are completed consistently.
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