
Job Advertisement (Original)
Position: Personal Assistant – Marketing
Company: Danone
Location: London
Salary: £43,000 – £50,000
Role Purpose:
To provide administrative and organisational support to the Marketing VP & Leadership Team.
Key Activities Include:
· Diary management
· Stakeholder coordination
· Governance and event organisation
· Travel and expense management
· Confidential information handling
Skills Required:
· Strong administration
· Stakeholder management
· Communication and organisation
· Intermediate MS Office
· Experience in event and travel coordination

CV – 
Personal Profile
A driven, reliable and highly organised professional with experience in administration, digital marketing, tutoring, and stakeholder coordination. Strong technical proficiency combined with excellent communication and problem-solving skills. Proven ability to manage responsibilities effectively in both individual and team settings. Now seeking to leverage my broad skill set and passion for organisation in a dynamic role as Personal Assistant in a forward-thinking company such as Danone.

Professional Experience
Digital Marketing Intern
XYZ Company, Manchester, UK | May 2022 – May 2023
· Conducted audience research and built buyer personas for campaign targeting
· Increased social media followers by 25%, engagement by 20%
· Used analytics tools to drive SEO improvements, leading to 20% more organic traffic
· Maintained social media calendars and analysed performance reports
Computer Science Tutor
University of Bristol | 2021 – Present
· Taught programming languages: Python, Java, C++, JavaScript
· Guided students on data structures and algorithm design
· Achieved 95% attendance; improved four students’ grades by 30%
· Delivered both in-person and virtual support
Receptionist
Britannia Hotels (Work Experience), Manchester
· Handled front desk responsibilities and customer queries
· Managed daily scheduling and maintained records
· Demonstrated time management and professionalism
Driver (Part-Time)
Uber UK | Present
· Maintained customer service excellence while managing flexible hours
Customer Assistant
Marks & Spencer, Manchester
· Assisted customers and handled daily store operations
Project Management Assistant
Ipsos, Bucharest
· Assisted with internal project documentation and scheduling
· Supported team communication and reporting activities

Volunteer Experience
Wagging Tail Animal Shelter, Manchester | Jan 2019 – Jun 2022
· Supported fundraising and adoption events
· Managed digital marketing content
· Organised donation drives and performed animal care duties
WAH Charity, Manchester | Aug 2018 – Dec 2019
· Coordinated events and managed newsletters
· Aided in promotional activities and social media engagement

Education
BSc Computer Science (in progress)
University of Bristol

Technical Skills
· Programming: Python, Java, JavaScript, SQL, Ruby, C++
· Software: MS Office Suite (Excel, Word, PowerPoint)
· CRM tools: HubSpot, Mailchimp (familiarity)
· Event planning, diary management, minute-taking

Key Competencies
· Stakeholder Engagement
· Confidentiality and Discretion
· Analytical Thinking
· Prioritisation & Time Management
· Teamwork & Collaboration

Languages
· English – Fluent
· Romanian – Native

Cover Letter
Recruitment Team
Danone UK & Ireland
London
Date: 26 nd Oct 2025
Dear Hiring Manager,
I am writing to express my keen interest in the position of Personal Assistant – Marketing as advertised by Danone. With a solid background in administration, digital marketing, and team coordination, I am confident in my ability to deliver high-quality organisational support to the Marketing VP and Leadership Team while upholding Danone’s values and impact vision.
My experience as a Digital Marketing Intern at XYZ Company taught me to thrive in a fast-paced environment and prioritise tasks with efficiency. Managing a complex social media calendar, coordinating internal meetings, and engaging with diverse stakeholders were vital parts of my role. These skills are directly transferrable to the responsibilities outlined in the job description – especially diary management, event planning, and stakeholder liaison.
My time as a Computer Science Tutor has further reinforced my organisational capabilities and discretion. Handling personal data responsibly, responding to students with empathy, and maintaining an efficient schedule have all become second nature to me. Additionally, my technical proficiency in MS Office applications and strong communication skills make me well-equipped to manage the VP’s travel, expenses, and internal reporting processes.
Furthermore, I take pride in my work ethic, collaborative approach, and problem-solving ability. Whether it was organising fundraising events at Wagging Tail Animal Shelter or supporting project timelines at Ipsos, I always strive to bring structure, clarity, and results to the team I support.
Danone’s commitment to sustainability, health, and innovation resonates with me deeply. I am excited by the opportunity to contribute to an organisation that values both impact and integrity.
Thank you for considering my application. I would welcome the opportunity to discuss in more detail how my background and enthusiasm for this role align with Danone’s goals.
Yours sincerely,

I appreciate your review of my application. I'm delighted to discuss how my experience, talents, and ambition for this job match your company's aims. I'm available for an interview at your convenience and would love to assist Danone succeed.

Much obliged,
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