Illustrative example from luceria.careers: Tomasz Brennan-Nowak (fictional). Every person, employer, date and figure is fictional. Replace all of it with your own, and delete this note.
Tomasz Brennan-Nowak
Administrative Officer applicant · Casework, customer contact and data handling
Sheffield, South Yorkshire · 07700 900 456 · tomasz.brennan-nowak@example.com
Profile
Caseworker with 14 months' experience processing around 90 grant applications a week against written eligibility criteria at a fictional executive agency, with a measured accuracy record and daily contact with applicants by phone and email. Comfortable with casework systems, data-protection procedures and plain-English correspondence. Seeking a permanent administrative officer post where accuracy and service standards matter.
Experience
Caseworker (fixed-term) — Fictional Grants Processing Agency (a fictional executive agency)
September 2025 – present
Fictional national casework team of 12 processing grant applications from the public.
1. Process around 90 grant applications a week against written eligibility criteria, checking identity documents and supporting evidence and recording each decision on the casework system.
1. Maintain a measured accuracy record: monthly quality samples of 20 cases found no corrective action required on 11 of 12 occasions in the past year.
1. Handle around 25 calls and 40 emails a week from applicants, explaining decisions and next steps in plain English and logging every contact on the case record.
1. Apply the agency's data-protection procedures: redact third-party details before disclosure, and reported one data incident I identified on the same working day, following the incident process.
1. Proposed a two-line checklist for the most common missing document, adopted by the team of 12; returned applications for that reason fell from about 15 to about 6 a week.
1. Refer complex or disputed cases to an executive officer with a short written summary of the issue and the evidence checked, around 5 cases a week.
Customer Service Assistant (part-time) — Fictional High Street Pharmacy
October 2022 – August 2025
Part-time alongside college; fictional independent pharmacy.
1. Served around 120 customers a shift on the counter and till, handling prescription collections and payments and recording cash and card takings accurately at close.
1. Resolved routine complaints about waiting times and stock at the counter, escalating 2 to 3 a month to the pharmacist with a note of what had been said.
Education
A levels: English Language, History and Sociology — Fictional Sixth Form College, 2022
GCSEs (9 subjects, including English and Maths) — Fictional Academy, 2020
Training
Data protection and information security (agency induction), 2025
Customer service essentials (agency), 2025
Skills
Casework processing against written eligibility criteria · Quality checking and accuracy under monthly sampling · Customer contact by phone and email in plain English · Data protection: redaction, secure handling, incident reporting · Casework system and shared mailboxes (Microsoft 365) · Written case summaries for escalation to an executive officer

Why this example is written this way
Every bullet is written to be reused as behaviour evidence
Civil Service recruitment uses Success Profiles, so most administrative officer adverts score a personal statement or behaviour examples at sift, with the resume alongside. The bullets here are already in the shape of behaviour evidence: what the situation was, what the applicant did and what the measurable result was. Lifting 'returned applications fell from about 15 to about 6 a week' into a Changing and Improving example takes a sentence, not a rewrite.
Accuracy is a measured record, not an adjective
An administrative officer handles other people's entitlements and data, so 'accurate and detail-oriented' is the weakest possible claim. The resume gives the sampling method (20 cases a month) and the result (11 of 12 samples clean), which supports a Managing a Quality Service example and tells the panel the applicant understands how accuracy is checked in casework.
Customer contact is counted and described in the agency's words
Entry-level resumes often say 'excellent communication skills'. This one gives the weekly call and email volume, what the contact was about (decisions and missing documents) and the standard applied (plain English, every contact logged). That is evidence for Communicating and Influencing and shows the applicant already thinks in casework terms.
The data incident is included, not hidden
Reporting a data incident you found yourself, on the same day, is exactly what a public body wants from an administrative officer. Including it shows the applicant knows the procedure and follows it when it is uncomfortable, which is stronger than a line claiming 'full compliance with GDPR'. No case detail is given, which is itself part of the evidence.
Bullet rewrites and the evidence behind them
Before: Processed applications quickly and accurately.
Evidence question: How many a week, against what criteria, and how is accuracy actually measured?
Evidence (fictional): Around 90 applications a week against written eligibility criteria; monthly quality sample of 20 cases; 'no corrective action required' on 11 of 12 samples in the past year.
After: Process around 90 grant applications a week against written eligibility criteria; monthly quality samples of 20 cases found no corrective action required on 11 of 12 occasions in the past year.
Before: Dealt with customer enquiries by phone and email.
Evidence question: How many, about what, and what standard did you work to?
Evidence (fictional): Around 25 calls and 40 emails a week from applicants about decisions and missing documents; explanations in plain English; every contact logged on the case record.
After: Handle around 25 calls and 40 emails a week from applicants, explaining decisions and next steps in plain English and logging every contact on the case record.
Before: Helped improve team processes.
Evidence question: What did you change, who adopted it, and what moved as a result?
Evidence (fictional): A two-line checklist for the most common missing document; adopted by the team of 12; returned applications for that reason fell from about 15 to about 6 a week.
After: Proposed a two-line checklist for the most common missing document, adopted by the team of 12; returned applications for that reason fell from about 15 to about 6 a week.
Full explanation, transferable skills and occupation notes: https://luceria.careers/examples/civil-service-administrative-officer-resume-example
Edition 1.0, 2026-11-04.
