[bookmark: _GoBack][bookmark: _Int_cgvdpwUd]Hello, my name is Livia Sas. I am applying for the role of timekeeper for this company because I worked in this job position for 3 years in a big company in Romania. The duties of a timekeeper include completing time sheets and effectively inputting times and attendance into a computer. A timekeeper is an important job role as they are responsible for keeping accurate records of the employers' time at work so that the employers can receive a paycheck. As well as this, timekeepers must calculate the hours worked by employees based on work orders which include breaks, lunch hours, and start and end times. A timekeeper must be organized, have computer skills, and be able to multitask. 

Tell me about yourself and your motivation for applying for this specific role 
· I am an organized person as I like to keep an agenda of the work that I need to complete. This is essential for this job as you must constantly monitor and complete timesheets. 
· I am a hardworking person. I think this would be beneficial for a timekeeper because I can always be on top of my work and complete it on time. This, combined with my organization, would make me a great asset to your company. 
· My motivation is to improve my confidence when talking to other people because I am quite shy. 

What challenges do you think this role could present and how do you propose to overcome them?
· A challenge would be communicating with the people on my team. 
· I will overcome this by taking myself out of my comfort zone and encouraging myself to ask more questions and make conversations with the people on my team. 
· A challenge would sometimes be working with computers.
· I would overcome this by constantly working with computers, which would help me improve and learn new skills.



