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Professional profile
I am positive and organised administrative professional with over 10 years of experience in office management, reception duties, and customer service. 
Strong problem-solving skills, proven ability to handle tasks efficiently, work well under pressure and adapt to new challenges. 

Skills
- Excellent communication skills
- Good organization skills and time management 
- Proficient in Microsoft Office Suite (Word, Excel, Outlook, PowerPoint)
- Excellent customer service 
- Strong Problem-solving 
- Ability to work both independently and as part of a team
- Willingness to learn and develop new skills
Education
University of Wales Trinity and Wales (UWTSD)
Certificate of Higher Education (CertHE) – Business Skills for the Workplace
2026- Present
Work Experience
Sabine Rooftop Bar
Host -Mar 2025 – Current
- Greet guests upon arrival, ensuring a warm and professional first impression.
- Manage reservations and seating arrangements to optimize table turnover.
- Provide information about menus, promotions, and venue facilities.
- Handle customer inquiries and resolve issues in a courteous and timely manner.
- Coordinate with waitstaff to ensure efficient service flow.


Mistress of Mayfair Restaurant
Waitress - Sep 2024 – Mar 2025
- Delivered food and drinks to guests, ensuring accuracy and presentation standards.
- Provided excellent customer service, addressing guest requests politely and efficiently.
- Supported colleagues in managing large groups and private events.
Sexy Fish Restaurant
Junior waitress - Feb 2023 – Sep 2024
- Communicated effectively with kitchen and waitstaff to ensure timely and efficient service.
- Provided excellent customer service, addressing guests' requests and concerns in a polite and professional manner.
On Fisio & Fit medical clinic, Spain
Receptionist manager - May 2021 – Oct 2022
- Managed the daily operations of the reception area, including scheduling, patient check-ins, and handling inquiries.
- Resolved patient complaints and issues, maintaining a professional manner.
- Monitored inventory levels of office supplies and medical forms.
- Implemented and managed electronic health record (EHR) systems to streamline patient information management.
Laser 2000, Spain
Receptionist manager - Nov 2010 – Jun 2020
- Managed office supplies, inventory, and equipment maintenance.
- Greeted and welcomed visitors, ensuring a positive first impression.
- Managed a multi-line phone system, directing calls to appropriate departments.
- Scheduled appointments and managed calendars for staff members.
- Processed incoming and outgoing mail and deliveries.
- Resolved customer inquiries and complaints in a professional and timely manner.
Marvimundo , Spain
Customer service - Jan 2010 – Nov 2010
- Provided exceptional customer service via phone, email, and in-person.
- Resolved customer inquiries and complaints in a professional and timely manner.
- Processed orders, returns, and exchanges accurately.

Reference available upon request
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Dear Lucia Pawlyn,

I am writing to express my interest in the Team Support Officer position. Through my current role, I have developed strong administrative, organizational and communication skills. I work in a fast-paced environment managing deadlines. 

I am highly organised and motivated with strong communication. I am confident using IT systems and digital tools to manage information. I understand the importance of accuracy, confidentiality, attention to detail and professionalism in a financial environment. I am confident in my ability to learn new systems and procedures, manage tasks effectively and provide support to colleagues to ensure that daily operations run smoothly.

I would welcome the opportunity to contribute to your organization through my commitment, adaptability and enthusiasm for learning. Thank you for considering my application. I look forward to the opportunity to meet with you.

Yours sincerely,  
Maria Sanchez Martinez




Job vacancy

Team Assistant
City of London Permanent £50,000 - £60,000 per year
· Permanent role, Based in the City, Hybrid working
· Fast paced and varied role, supporting managing directors and their teams
About Our Client
Working for a large bank in the City of London based in Bishops Gate. Offering hybrid working 4 days in and 1 from home.
Job Description
Team Assistant responsibilities:

· Diary management across different time zones.
· Organise extensive global travel.
· Managing expenses.
· Organise and prepare documents for meetings and presentations
· Act as a point of contact for internal and external communications.
· Support the team with administrative tasks and project coordination.
· Maintain and update records, ensuring accuracy and confidentiality.
· Assist in the preparation of reports and correspondence.
· Handle ad hoc duties to support the smooth functioning of the team.
The Successful Applicant
A successful Team Assistant should have:

· Experience working within a large Financial Services organisation (ideally Banking or Insurance)
· Strong organisational and multitasking skills.
· Excellent written and verbal communication abilities.
· Proficiency in Microsoft Office tools, especially Word, Excel and Outlook.
· A proactive approach to problem-solving and attention to detail.
· Experience in providing administrative support in a professional setting.
· The ability to maintain confidentiality and handle sensitive information.
What's on Offer
Team Assistant job on offer:

· Permanent role.
· Based in the City of London - Bishops Gate.
· Hybrid working - 4 days office based.
· A salary ranging from £50,000 to £60,000, dependent on the level of experience.
· Full benefits package including discretionary bonus.
· Permanent position in the Financial Services industry.
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