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JOB ADVERTISEMENT

ADMINISTRATION MANAGER
GRANDWAYS INTERNATIONAL LTD
Birmingham
Full-time, Permanent
Qualifications
· Administration: 2 years (Preferred)
Full Job Description
Grandways International Ltd. is determined to globally source and supply fast moving consumer goods required by UK’s small and medium sized retail supermarkets. We are motivated to promote value added niche product segments such as certified suitable for vegetarians, vegans certified, fairtrade qualified, certified organic and halal certified products over everyday mass market products.
Role: Administration Manager
To oversee the administrative operations of the business. Will oversee the departments day to day functions and report to the Director/GM.
Objective and Responsibilities:
· Our firm needs an Administrative Manager to take over administrative operations.
· We are looking for a highly organised and efficient professional with administrative experience.
· Supervising day-to-day operations of the administrative department and staff members.
· Acting as a first point of contact: dealing with correspondence and phone calls.
· Managing diaries and organising meetings and appointments.
· Developing, reviewing, and improving administrative systems, policies, and procedures.
· Coordinate efforts with suppliers, manufacturers, and internal departments.
· Search and source potential suppliers and vendors.
· Build and maintain long-term relationships with suppliers.
· [bookmark: _Int_VfFY0kjO]Achieve specific financial objectives by communicating with administrative personnel and making adjustments to workflow as necessary.
· Duties may include fielding telephone calls, receiving and directing visitors, word processing, creating spreadsheets and presentations, and filing.
· Time Management.
· Maintains office services by organizing office operations and procedures, preparing payroll, controlling correspondence, designing filing systems, reviewing and approving supply requisitions, and assigning and monitoring clerical functions.


Qualification and Skills
· Degree in any discipline.
· Proven track record of on-boarding, training and motivating administrative employee.
· Excellent Verbal & Written Communication.
· Time management, leadership, and employee development skills.
· Documented computer skills
· Scheduling and Planning
· Attention to detail.
· Confidence
· Organizational skills.
· Administrative writing and reporting skills.
· Previous management experience preferred.
· Customer service skills.
· Teamwork
· Problem solving
· Ability to work under pressure
· Self-motivation
· Proactive
· Trustworthiness
· Dedication
· Dependability
Schedule:
· 8 hour shift
· Monday to Friday



















AMINA BEGUM
07857257794 |  amina_b23@hotmail.com
PROFESSIONAL SUMMARY
A mature and pleasant personality with a great attitude towards learning and working.  Focused professional with 5 years plus excellent customer service background and knowledge.  Can demonstrate exceptional communication and relationship building abilities to grow a business.  Disciplined leader and experienced in motivating a team to success.  Highly organised and hardworking admin operator, comfortable working in high pressure, deadline driven environments. 
SKILLS
	· Excellent organisational and time management 
· Ability to prioritise and handle multiple tasks
· Effective communicating abilities on all levels
· Ability to work within a team and on own initiative
· Experienced administration and I.T skills using Microsoft tools

	· Strong attention to detail and accuracy
· Self-motivated and task driven
· Polite and clear telephone manner, with experience in emailing and writing letters
· Dual language, fluent in English and Bengali and conversational Urdu.
· Managing projects and team motivating
· Adhering to GDPR


WORK EXPERIENCE
MARCH 2022 – PRESENT
ADMIN OPERATIONS / University of Wales, Birmingham
 First point of contact for the organisation, my daily duties include: 
· Meeting and greeting students and visitors. 
· Replying to emails and answering incoming calls from students, staff and external clients. 
· Organising and prioritising tasks for the efficient running of the department. 
· Helping students with their queries, staying consistent with discipline and rules. 
· Forming professional relations and working alongside a team of administrators and other departments. 
· Maintaining office supplies and the upkeeping of the reception and student common areas. 
· Planning and booking meeting rooms. 
· Filing, printing, photocopying and general admin work. 
· Fire Marshall duties.

OCTOBER 2009 – MARCH 2022
HOME MAKER
Took responsibility of taking care of my family, first caring for an elderly grandparent and then becoming a parent to 3 children.  I have learnt to multi-task and manage time quite efficiently and have used my time to enhance my communication and problem-solving skills.

JANUARY 2006 – OCTOBER 2009
TEAM LEADER SALES TEAM, CLARKS SHOES
Taking the role of second assistant to lead sales team in generating sales and providing excellent customer service.  I have proved to be a successful team member, leading my team to accomplish weekly targets and achieving positive results for the store.  I gained experience in monitoring staff performance and training.  Organising team members and delegating tasks for the general upkeeping of the store.  Strategizing plans to help drive sales and gaining product knowledge to give expert recommendations.

EDUCATION
JANUARY 2022 - PRESENT
CERTIFICATE OF HE, LEVEL 4, UNIVERSITY OF WALES, BIRMINGHAM CAMPUS
Skills for the workplace
SEPTEMBER 2001-2002
A LEVEL PSYCHOLOGY, SANDWELL COLLEGE
Passed full qualification
SEPTEMBER 1996-2001
GCSE, WOODGREEN HIGH SCHOOL
Gained 9 GCSE with grade a-c, including English, Maths, Foreign Language and Science.

ACTIVITIES
I have taken part in many charitable events and have voluntarily taken part in cleaning the local parks in the litter picking initiative.  I enjoy organising days out for my family, and spending quality time with them.    
REFERENCES
Available on request





Amina Begum
267 Percy Road | Birmingham, B11 3LQ | 07857257794 | amina_b23@hotmail.com
21 October 2022
Hiring Manager
Grandways International Ltd
Birmingham
B35
Dear Hiring Manager:
As an experienced administrator at a well-established education facility, I have worked successfully for the reception and admin operations of the organisation. In reviewing your advertisement for an Administration manager, it appears that I have experience and skills in line with your requirements. 
I am currently studying a level 4 qualification in order to complete an undergraduate degree in Leadership and Mangement which will contribute to my efforts of working within a management role. My unique ability to adapt and to apply my comprehensive knowledge of customer service will be a great advantage for your office. I have achieved excellent people skills and organising and managing daily tasks as an admin operator, which will provide a firm foundation for the role.
I am excited to contribute my talents to your team and have previous experience in leading and motivating a team and believe I will be an asset to your organisation.
I have enclosed my resume which has more in-depth details of my work history and accomplishments for you to review. I would appreciate the opportunity for an interview at your earliest convenience to discuss the possibility of joining the team. Thank you for your time and consideration.
Yours Sincerely
Amina Begum
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