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Job Description
Full Time; Monday to Friday 0830-1700
£12.82 per hour
We are currently seeking an organised and proactive Administrator to join our clients busy team in Canterbury on a Temporary to Permanent basis. This is an excellent opportunity for someone with strong administrative skills who enjoys working in a fast-paced professional environment and delivering excellent customer service.
The successful candidate will provide vital administrative support to the Team, ensuring projects and documentation are managed efficiently and accurately.
Key Responsibilities:
· Setting up and maintaining project records
· Preparing fee quotations and submitting documentation electronically
· Drafting and issuing time-sensitive notices and certificates
· Updating and maintaining client databases
· Providing general office support including typing reports and correspondence
· Answering telephone and email enquiries professionally
· Running reports and assisting project team members as required
· Supporting colleagues across the wider team during busy periods or staff absence
· Assisting members of the public, clients and contractors
· Maintaining high levels of customer service in line with ISO 9001 standards


Candidate Requirements:
· Previous experience within an administrative role
· Excellent communication and organisational skills
· Strong attention to detail and ability to work to deadlines
· Good IT skills including Microsoft Outlook, Word and Excel
· Professional and courteous manner
· Ability to work effectively both independently and as part of a team
· Flexible and positive approach to work
This role would suit a motivated and reliable individual looking to develop their administrative career within a supportive and professional environment.
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Cover Letter 
Kremena Dancheva
Phone: __07526120044
Email: _kremidancheva2@gmail.com
Basildon, Essex
Dear Hiring Manager,
I am writing to express my interest in the position within your organisation. As a  student at the University of Wales Trinity Saint David, I have developed both academic knowledge and practical workplace experience.
My previous roles as a Waitress at Cinco Café, a Sales Assistant  and an Intake Administrator at Halo have strengthened my customer service, communication, organisational, and administrative skills. These roles have enabled me to work effectively in fast-paced environments, manage multiple responsibilities, and maintain a professional approach while delivering excellent service.
I am a motivated, reliable, and adaptable individual who enjoys learning new skills and contributing positively to a team. I am confident that my experience and enthusiasm would allow me to make a valuable contribution to your organisation.
Thank you for taking the time to consider my application. I would welcome the opportunity to discuss how my skills and experience align with your requirements. I look forward to hearing from you.
Yours faithfully,
Kremena Dancheva
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KREMENA DANCHEVA

FINANCE MANAGER

CONTACT INFO

Y, 07260048

PROFILE

kremidancheva2@gmai
Lcom

Student with experience in customer service, retai, and administration. Excellent nterpersonal and
organizational skills, combined with a proactive approach and the abilty to thrive in fast-paced

environments.

EXPERIENCE

waitres- cinco cafe Basildon
2021-2023

Provided excellent customer service. Served
customers, handled orders and payments,
maintained cleanliness, and worked effectively in
afast-paced team.

EDUCATION

2025-present

University of Wales Trinity Saint David Business
on the Workplace

intake admin Halo Basildon
2023-202026

Managed intake records, data entry, delivery
documentation, and communication between
departments while ensuring accurate
administrative records

SKILL

« Customersenvice -
Communication - Teamwork -
Organisation - Time management
- Administrative skils - Data entry
- Attentionto detail - Problem-
Soling - Adaptabilty - Cash
handing - Microsoft Office




image1.png
Prifysgol Cymru
Y Drindod Dewi Sant

University of Wales
Trinity Saint David




