PATHCUTTERS AFFORDABLE STAFF

PATH ENGLISH COMMUNICATION TEST

1. Tell us about a time you successfully learned a new process, system, or skill at work. What helped you adapt, and
what was the outcome?

Last year, | was taught how to draft and send Form 6 documents to new property owners. Although | had some
prior knowledge regarding the process, | was surprised that it required an extra level of accuracy, attention to
detail, and very precise data verification. It was given along with other new tasks which made focusing a bit more
challenging.

My responsibilities included gathering updated property and owner information from various websites, preparing
and sending Form 6 documents through DocuSign, processing the signed forms, and encoding the information
into our selected system. | also edited property images and handled website advertising when needed. | made a
few mistakes at the beginning, and it initially took me several hours to complete a single Form 6. Rather than
being discouraged, | viewed it as an opportunity to learn and improve.

To improve, | became more detail oriented, managed my time more effectively, communicated proactively with
our Business Development Manager, documented each step of the process, and carefully verified all information
before submission. | also asked for help from the Success Team at AffordableStaff, and their guidance contributed
significantly to my improvement. As a result, | developed a smoother workflow, reduced errors, and became
confident in completing the process independently. My drafts became consistently accurate and required minimal
revisions. This approach has not only helped me master the Form 6 process but has also been applied to every
other challenging task | have handled. | openly embrace new responsibilities with a willingness to learn, adapt,
and continuously improve until | can perform them accurately and independently.
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2. Share an example of a challenge you faced at work and how you worked through it. Looking back, what did you
learn that has made you stronger in your role?

One of the most challenging experiences | faced at work was during a period of sudden transition when new
responsibilities were given while my existing workload continued to grow. During this time, | also experienced
connectivity issues on my end which added another challenge to managing my tasks. There was a point when
multiple urgent tasks along with newly changed processes came in at the same time, making it extra difficult to
complete everything within the day.

Although I initially felt overwhelmed, | chose to focus on finding solutions rather than dwelling on the pressure. |
communicated openly and honestly with my clients about what | could only accomplish that day and asked for
guidance on task priorities. Through that conversation, | gained a clearer understanding of which tasks required
immediate attention and was able to act accordingly.

This experience made me realize the importance of clear and honest communication. By setting realistic
expectations and double checking, | was able to manage my workload more effectively. | was able to control my
stress and ensure that the most critical tasks, including the required audits, were completed on time. It also taught
me that strong communication is just as important as productivity, especially when managing unexpected
challenges.

3. What methods or habits help you stay organised when managing multiple priorities or deadlines? Please include
an example of how these habits have helped you work effectively.

Even before | started working, | had always been fond of using calendars, task trackers, and scheduling tools to
stay organized. | naturally incorporated these habits into my work, allowing me to manage multiple responsibilities
efficiently and responsibly.

| maintain organized folders and spreadsheets where | track and regularly update different tasks, such as lease
renewals, bonds, arrears, and other ongoing responsibilities. When | have multiple deadlines, | make it a priority
to identify the most urgent and important tasks first. At the start of each day, | create a clear list of tasks to help
me stay focused and ensure that nothing is overlooked. | am also able to complete tasks efficiently, and deadlines
have never been an issue for me. On rare occasions when | am unable to complete a task within the day, | make
sure to communicate this promptly with my client so we can align on priorities and take the appropriate course
of action. These habits have helped me stay organized, manage my workload effectively, and consistently meet
deadlines, even during busy periods. By keeping track of my responsibilities and prioritizing my work, | can deliver
accurate results while maintaining efficiency and attention to detail.
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4. Tell us about a work achievement that you're most proud of. Why was it important to you, and what impact did it
have?

One of the work achievements | am most proud of is earning the trust and positive feedback of my clients
throughout my first year at AffordableStaff. They recognized my contributions, reliability, and the positive impact
| had on the team. When | first joined the company, | was one of the youngest employees, which made me
question whether | could perform at the same level as my more experienced colleagues or if | had enough
knowledge to handle the responsibilities.

Over time, | turned this into an advantage. | realized that being young meant | had plenty of room to learn and
grow, which motivated me to put in extra effort and become a Virtual Assistant who genuinely contributes to the
team's success. Whenever | encounter something unfamiliar, | made it a priority to learn it quickly and give my
best in applying what | had learned. This mindset has helped me adapt to new tasks with confidence and
continuously improve my skills.

This achievement is important to me because it gave me confidence in my abilities and that age does not
determine the value a person can bring to a team. Instead, a positive mindset, dedication, and a willingness to
continuously learn are what truly make an impact. It made me exceed the goals | had previously set for myself
and erased any doubt | had in my mind. It continues to motivate me to grow, embrace new challenges, and
consistently deliver my best in everything | do.
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5. What qualities do you believe make you an excellent Virtual Assistant for Australian clients? Can you share an
example of how you've demonstrated these qualities?

Based on my experience, Australian clients value honesty, dedication, a willingness to learn, and consistently
delivering high quality work. Throughout my experience with my previous clients, | have naturally embodied these
qualities. At the same time, | never become complacent and continuously work on improving not only my technical
skills but also my communication and professionalism. | make the most of the tasks, work tools, and websites
provided. Whenever | make a mistake, | take full accountability, address it immediately, and make sure | learn
from it, so it does not happen again.

| am also transparent in my day-to-day work and make sure to keep my clients informed, especially when
challenges or unexpected situations arise. To be honest, it was through working with my clients that | realized
how important open communication is in building trust and maintaining a strong working relationship. Every day,
we communicate openly about our tasks and responsibilities while recognizing and appreciating each other's
efforts.

Every day, | strive to deliver excellent results while being punctual, dependable, and an engaged member of the
team. Over time, | have become a better problem solver by adapting to challenges and finding practical solutions.
Recognizing and seeking help from various online resources and those who know better whenever needed also
contributed a lot to my improvement. | believe that being a great Virtual Assistant is not only about producing
quality work but also about being approachable, reliable, adaptable to new responsibilities, and willing to take on
challenges with a positive attitude.
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