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I am a motivated and ambitious student currently studying Certificate in Higher Education Business skills for the workplace. My goal is to build a successful career in business and management and continue my studies at university in the future. Through my education and work experience, I have developed strong communication, teamwork, and organisational skills. 
I have experience working with customer in both community and hospitality environments, including volunteering at a local library and working in a busy kitchen. Their roles have helped me build confidence, problem solving abilities, and the ability to work effectively in a team. I am particularly interested in developing leaderships and management skills and supporting organisations to operate efficiently and professionally.
Key skills
· Communication and interpersonal skills 
· Customer service, and IT computer skills
· Teamwork and collaboration 
· Time management, and problem solving 
· Cross-cultural communication 

Key Achievements 

· Volunteered at a community library helping visitors use computer and find resources.
· Developed strong customer service skills by supporting members of the public. 
· Assisted with training colleagues in a kitchen environment. 
[bookmark: _Hlk224554300]Currently studying business and marketing to developed management and leaderships knowledge. 

Education and Qualifications 
Business Management and marketing (Diploma level2) I passed this in July 2023 Currently studying business management and marketing, including topics such as leaderships, business operations, and marketing principles. 
Exploring opportunities course 
Canterbury college June 2022- July2023 
Completed qualifications in English, Maths, Citizenships and IT. 
Foundation level 1 and level 2-English and Maths 
Canterbury College-September 2023- present
Work Experience 
Volunteer- Faversham library 
June2022- March2023 
Assisted customer with using computer and accessing the library system. 
Helped visitors locate books and information.
Supported children with creative activities and at work.
Developed strong communications and teaching skills.
Kitchen Assistant/ cook -Macknade Food Hall July 2023- September 2023 
· Prepared food for customers following hygiene and safety standards. 
· Worked closely with team members in a busy environment. 
· Helped train new staff members in food preparation. 
· Developed teamwork, organisation, and time management. 

Languages 
Arabic – Native 
English- Fluent 

Interests and Hobbies 
· Learning about business and management 
· Reading about history and social issue
· Community volunteering and creative activities, and working with children 
· Reference:  Available upon request.
[Your Name] Shahed Al krad
 [Address] Ashford Kent, TN24 1LG 
 
[Hiring manager’s name] Smeeth, Ashford 
[Hiring manager’s company name] _Kent Community Foundation 
[Company address] Ashford, Kent 
[Today’s Date] 10/03/2026

Dear Mr/Mrs/Miss/Ms Miss Smeeth
I wish to apply for the role of Executive and Operational Assistant, currently being advertised on the Charity job website. Please find enclosed my CV for your consideration. 
As you can see from my CV attached, I have over two years’ experience in the customer service and community support industry, and I believe my community skills, teamwork experience, and organisational abilities develop during this time make me the right candidate for the role.  
In my current role as a kitchen Assistant at Macknade Food Hall, I have been responsible for preparing food, working as part of a team, and maintaining high standards of hygiene and organisation.

During this experience, I have learned how to work efficiently in busy environment, manage my time effectively, and communicate clearly with team skills and the ability to stay calm under pressure, which are important in a professional workplace. 
All of this, coupled with my enthusiasm and dedication, strong communication skills, teamwork, organisation, and time management, had helped me become a reliable and responsible individual who can contribute positively to a team.

I am confident that I can bring this level of commitment to your organisation and help support its work within the community. With my previous experience and developing business knowledge, I believe my contribution will have a positive impact on your team and daily operations. 

Thank you for your time and consideration. I look forward to hearing from you.

Yours faithfully,
Shahed Al krad
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Executive & Operational Assistant
Kent Community Foundation
Job description
Full-time | Permanent | Office-based with flexible options
Salary: Circa £30,000 depending on experience.
Join us at Ashford, Kent (On-site)
£30,000 per year
Full-time
Permanent
Kent Community Foundation and help make a real difference in your community.
We’re looking for a proactive, highly organised Executive & Operational Assistant to support our governance and keep our operations running smoothly. This is a varied and rewarding position where no two days are the same.
What you’ll do:
· Support governance by coordinating board and committee meetings, preparing papers, and taking accurate minutes.
· Provide high-trust executive support to our Chief Executive and Head of Finance & Governance.
· Manage finance administration: process donations, grant payments, and maintain bank accounts.
· Be the backbone of our office—managing supplies, welcoming visitors, and handling enquiries.
· Assist with HR tasks including recruitment and updating our HR system.
What we’re looking for:
· A proven and experienced administrator with strong organisational skills, integrity and attention to detail.
· Someone confident in working with numbers and familiar with finance systems.
· Someone who thrives in a busy environment and wants their work to have a positive impact.
Why join us?
· Be part of a team that supports local communities across Kent.
· Enjoy flexible working options and a collaborative, supportive environment.
Location: Our offices in Smeeth near Ashford (flexible arrangements available).
Closing date: 4th January 2026 | Interviews 14 January 2026


[bookmark: _GoBack]Person specification
Executive and Operational Assistant at Kent Community Foundation 
The employer is looking for someone who is organised, reliable, and able to support daily office operation. strong communication skills are important to work with staff, visitors, and external partners. 

The candidate should have good administrative and IT skills, with the ability to manage tasks such as emails, documents, and scheduling. Attention to detail is also important, especially when dealing with information and finance tasks. 

They should be able to work well in a team, manage their time effectively, and stay calm in a busy environment. A positive attitude, willingness to lean, and an interest in supporting the community are also important qualities role.    
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