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Job Role: Junior Administrator  
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Contact Info: 
Mob: 0744525141
Email: Suhail.ali908@outlook.com
Personal Profile:
I am an honest and reliable individual who is hardworking and keen to learn new skills, having these attributes makes me a confident and dedicated individual. I am always ready to commit to completing long and demanding tasks. I am very energetic and enthusiastic and with this I have developed a respect and understanding for others and from this I am a mature and capable person. I am always ready to accept responsibility whether it be big or small. I can build relationships with other colleagues or clients. I have good teamwork and team etiquette. With my many experiences, one of which was at BHX airport as a ramp operative, I learned how to work under pressure, as well as deal with long demanding tasks such as preparing flights for departures and arrivals as well as Offloading and loading bags, head-setting planes, operating ramp equipment. Furthermore, I have learned to use many different systems and apply them to a place of work from my many other experiences.
Key Skills/ Competencies:
• SIA CCTV Operative
• SIA Door Supervisor
• Business Admin Level 2
• First Aid at work
• Customer Service skills
• Telecommunication skills
• Teamwork skills
• Leaderships skills
• Organizational and planning skills
• Verbal communication skills
• Written skills
Work Experience/ Work History:
June 10th 2025- July 06th 2025- FORVIA- Quality surveyor 
• Completing quality checks on parts
• Checking parts to a high standard in detail 
• Packing parts into stillages ready for delivery 
• Checking exhaust parts made for Toyota/ Jaguar Land Rover
February 2025- June 09th 2025- Recovery truck driver
May 1st 2023- October 15th 2024- Swissport GB LTD-
• Ramp operative
• Headset Planes inbound/ outbound
• Throwing and stacking luggage
• Operating steps for plane
• Getting planes ready- departures/arrivals/ full spins
• Driving and pulling heavy loads around airfield
• Keeping updated with new training and techniques for better handling of operations
November 2022- April 2023- ChallengeTRG recruitment- ASOS warehouse operative
• General picking and packing duties using systems
• Packaging items for transport 
April 06th 2022- April 05th 2023- SNSG- door supervisor
April 06th 2021- April 05th 2022- Avondale Construction- site security.
April 06th 2020- April 05th 2021- Door supervisor 
• General door supervision duties 
December 09th 2019- March 09th 2020- Sigma Collections Advisor 
• Inbound and Outbound calls
• Complaints management
• Collections for Ecotricity energy provider
• Debt-advice
• Payment plans
• Use of CRM/SAP, ECC, Davikar, Salesforce and Junifer systems
August 2018- September 2019- Phoenix Training Services LTD Business Admin Apprentice
• Business to business calls
• Processing certificates
• Invigilating SIA examinations
• Customer call outs
• General admin work
Education:
September 2015- July 2017- Joseph Chamberlain Sixth Form College 
• BTEC Subsidiary Diploma Law (merit)
• BTEC Subsidiary Diploma Sport Science (merit)
• BTEC Subsidiary Diploma ICT (pass)
September 2015- July 2017- Holte Visual and Performing Arts College: 
• GCSE English Language: C
• GCSE English Literature: B 
• GCSE Maths: C
• GCSE Maths Statistics: C 
• GCSE French: C
• GCSE Science: C 
• GCSE ICT: B
• GCSE Geography: B 
• GCSE Sport: C
• GCSE Islamic Studies: C
Interests and Achievements:
I have represented The West Midlands on behalf of my college in table tennis. I have played in the Birmingham and Solihull district league and have won division 3 and division 2 back-to-back. I have also reached the regional finals in table tennis. I have played badminton up to a regional standard as well as hockey where we won the Aston league in school and came out with all wins and no losses without conceding any goals throughout the league games. I have also completed the NCS (National citizen service) challenge.
References Available on Request




Cover Letter
Dear Hiring Manager,
I am writing to express my interest in the Junior Administrator position at AWD-Online with my degree- level education and a strong desire to build career in office administration and finance support, I am confident that my organizational skills, attention to detail, and eagerness to learn make me a strong candidate for this role.
During my studies, I developed strong communication, analytical, and IT skills, which I have applied in various administrative and team- based projects. I am highly organized and comfortable managing multiple priorities, whether handling documentation, maintaining records, or assisting scheduling. I also have a working knowledge of Microsoft office and some office-based software. I am keen to expand on this with what I learn about the Sage 50 system and more.
What excites me most about this role is the opportunity to support a range of functions, from finance support and credit reconciliations to customer service and office administration. I am particularly drawn to the chance to grow within a supportive environment where I can learn new systems and take on more responsibility as my confidence develops.
I would welcome the opportunity to bring my enthusiasm and reliability to your team and contribute to the smooth and efficient running of daily operations. Thank you for considering my application- i would be delighted to discuss how I can support your team in an interview.
Yours Sincerely,
Suhail Ali 
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DUTIES

Your duties as the Junior Administrator / Administration Assistant include:
+ Supporting Office Administration: Assisting with day-to-day administrative tasks and filing
+ Booking In Deliveries: Learning how to log and process incoming stock and materials
« Preparing Documentation: Helping to raise despatch notes and invoices.

« Finance Support: Assisting with credit notes. purchase ledger, and Sage 50 accounts under
supervision

+ Credit Card Reconciliation: Supporting the finance team with reconciliations

+ Sorting Post: Distributing incoming and outgoing mail

+ Customer Service: Assisting at the trade counter and liaising with colleagues and customers

« Developing Skills: Taking on more responsibility as knowledge and confidence grow
CANDIDATE REQUIREMENTS

+ Strong organisational skills and attention to detail

« Confident communicator at all levels

« Auwillingness to learn and develop new skills

« Basic knowledge of Microsoft Office software

« Experience using Sage 50 or similar accounting software

« Aninterest in office administration or finance support

HOW TO APPLY

To be considered for this job vacancy. please submit your CV to our Recruitment Team who will review
your details. CV's of Job Applicants meeting this requirement will be submitted to our Client for
consideration. By submitting your job application to us you are hereby giving us your express consent to
submit your details to our Client for this purpose.
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Junior Administrator / Administration Assistant

£12.21 per hour + Benefits

An exciting opportunity for a motivated Junior Administrator / Administration Assistant looking to develop
their career in office administration. This role offers excellent training and support with the chance to
grow into a valued member of the team.

If you've also worked in the following roles. we'd also like to hear from you: Administrative Assistant.
Office Support, Data Entry Clerk. Trainee Accounts Assistant. Business Support Coordinator

SALARY: up to £12.21 per Hour + Benefits

LOCATION: Smethwick, West Midlands (100% Office Based)
JOB TYPE: Full-Time, Permanent.

JOB OVERVIEW

We have a fantastic new job opportunity for a Junior Administrator / Administration Assistant who is
eager to learn and develop new skills.

As a Junior Administrator / Administration Assistant you will support the smooth running of office and
finance administration while gaining experience with Microsoft Office and Sage software.

The Junior Administrator / Administration Assistant role is ideal for someone with strong organisational
skills and enthusiasm to grow into a more senior position over time. becoming a key member of the team.

APPLY TODAY

Ready to make your next career move? Apply Today for our Recruitment Team to review.

DUTIES
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