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Healthwatch Cornwall
Application Form

POSITION

	Title of post as advertised:
	Data and Administration Officer

	Where you heard about this vacancy:
	Indeed





PERSONAL DETAILS

	Surname:
	Russell
	Title:
	Mrs

	First names in full:
	Helen Louise

	Preferred first name:
	Helen

	Address:
	76 Trefusis Road, REDRUTH, Cornwall

	Postcode:
	TR15 2JL

	Telephone Number:
	07883 448844

	Email address:
	Stylushlr@hotmail.com





QUALIFICATIONS AND EDUCATION

Professional qualifications gained including diplomas, NVQs, degrees etc.

	Date achieved:
	Qualification:

	1981
	English Language

	1981
	English Literature

	1981
	Child Care

	1981
	Mathematics

	
	

	
	



Schools/colleges attended, and qualifications gained: 

	Dates
	School
	Qualification
	Grade

	From
	To
	
	
	

	1981
	1982
	Redruth Community College
	RSA Typing stages 1 & 2
	Pass

	1981
	1982
	Redruth Community College
	Pitman`s shorthand speed of 80 wpm
	Pass

	1981
	1982
	Redruth Community College
	Audio Typing
	Pass

	1981
	1982
	Redruth Community College
	Communication
	Pass

	1981
	1982
	Redruth Community College
	Basic Word processing 
	Pass

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	




CURRENT OR MOST RECENT EMPLOYMENT 

	Name of employer:
	Cornwall Partnership & Foundation Trust

	Address:
	Camborne and Redruth Community Hospital

	Telephone number:
	01209 886162

	Role title:
	Progress Co-Ordinator

	Nature of employment - duties and responsibilities:
	To ensure that patients are safely discharged from the hospital to their homes, and have everything in place to ensure this.
My duties include referrals to the community for packages of care, discussions with Adult Social Care when required, along with family and carers, GP surgeries and medical professionals on a daily basis. 

	Date appointment commenced:
	May 2025
	Date terminated:
	

	Reason for leaving:  
	I would like to undertake a role not attached to NHS Wards, but still involving some kind of health care.



PREVIOUS EMPLOYMENT (please use additional sheet if necessary)

	Dates
	Name and address of employer
	Job title, brief details of duties/responsibilities
	Reason for leaving

	From
	To
	
	
	

	1992
	2025
	Royal Cornwall Hospital, Treliske, Truro
	I was a medical secretary, Ward Clerk, Ward Host, and worked on various wards and departments within the Kernowflex scheme.
	I wanted to progress my career

	
	
	
	
	




	
Dates
	Name and address of employer
	Job title, brief details of duties/responsibilities
	Reason for leaving

	From
	To
	
	
	

	1995
	1996
	Telehealth
	Arranging appointments for the installation of monitoring equipment in client`s homes, keeping a daily spreadsheet of clients to call and ensure they were OK, and alerting medical professionals if a time limit was breached.
	I did not get paid my full wages.

	1984
	1992
	Housing Benefits Assessor
Carrick District Council, Truro
	I helped clients complete claim forms to claim benefits for rent payments and – when introduced – Poll Tax benefits.  I then went on to calculate how much they were entitled to, after studying many elements on the claim forms.
	It became a very stressful job and I wanted a career change.






SUPPORTING STATEMENT (please use additional sheet if necessary)

	Please tell us why you think you are ideally suited to this role:

	I would like to be considered for this vacancy as I believe that I have gained many skills in my 34+ years in the NHS that I could bring to this role.
During my working career, I have always been an understanding individual who empathises and sympathises with the general public and will do anything I can to help and support their needs to a positive conclusion.
I worked remotely during Covid 19 and supported my Team during this extremely difficult time, whilst ensuring that daily tasks were carried out and helping my family, friends and colleagues through to the end of the restrictions.  Lots of lessons were learnt and this is a big positive for all of us.
I would describe myself as a hard worker, dedicated to my role, approachable, reliable and sympathetic.  I enjoy problem-solving too, which I have needed to use in many of my past roles, for example- cancelling and rebooking outpatient appointments at short notice.   One of my faults is that sometimes I ask too many questions, but that may not be a bad thing – you can always build on your skills and knowledge.
I would consider myself extremely computer-literate.  In many of my roles, including my present one, I use Microsoft Works daily, communicate with my colleagues over Teams and arranging Teams meetings with patients` families, carers and medical professionals.
I also take minutes for meetings, receive and send emails, and use Microsoft Word and Excel spreadsheets.  These skills I have attained within many of my past substantive and Kernowflex roles.
Therefore, in short, I would like to undertake a role that would carry me through to retirement, and this vacancy appeals to me.  I believe I could become a valued member of this team and would bring many skills to this role from my past experiences if I was given a chance.







ADDITIONAL INFORMATION

	Please outline any voluntary experience, or voluntary groups or charities that you have been involved with, and what your role was.

	I help to fundraise for Sue`s Cat Rescue, along with Cancer Research



	
Are you able to travel independently to meet the requirements of the post?
	
Yes
	Do you have your own transport?
	
Yes



	Declaration under the Rehabilitation of Offenders Act 1974

	Do you have any unspent criminal convictions or conditional cautions? (You do not need to disclose anything that is spent)
	
No








	Asylum and Immigration Act 1996

	To enable us to comply with our obligations under the Asylum and Immigration Act 1996, you will be asked to provide written proof of your right to work in the United Kingdom before any job offer is made to you. You will be given details of the original document or documents that are required at the appropriate time. 

	Are there any restrictions regarding your right to work in the UK?

If ‘Yes’ please provide more information below.
	
No

	




REFEREES (references are taken up prior to interview unless you ask us not to)

	Name: 
	Sue Greenwood
	Name: 
	Gennette Cundy

	Address:
	Camborne Redruth Community Hospital
	Address:
	Camborne Redruth Community Hospital

	Telephone number:
	01209 318000
	Telephone number:
	01209 318000

	Email address:
	Suegreenwood1@nhs.net
	Email address:
	Genette.cundy@nhs.netx

	Check here if you would prefer references not to be taken up before interview ☒
	Check here if you would prefer references not to be taken up before interview ☒








DECLARATION

I declare that the information I have given on this form is to my best knowledge true and accurate. I understand that any false statement made may be sufficient cause for rejection or, if employed, dismissal.

I consent to the use of all this information for considering my application and understand that:  it will be treated confidentially at all times; if I am successful it will form part of my company records; if I am unsuccessful the information will be destroyed after one year to comply with Data Protection regulations.

	Signature:
	Date:

	Helen L. Russell
	3rd November 2025




Please return your completed application form, marked ‘RECRUITMENT CONFIDENTIAL’ to:

Recruitment, Healthwatch Cornwall, Suite 1, Calenick House, Heron Way, 
Newham, Truro, TR1 2XN 

Alternatively, you may email it to  admin@healthwatchcornwall.co.uk

 UNFORTUNATELY, WE ARE NOT ABLE TO ACKNOWLEDGE RECEIPT OF YOUR APPLICATION.

Thank you for taking the time to complete this application form. 
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