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JOB DESCRIPTION

[bookmark: _Hlk128338821]Role Admin Assistant
Salary: £20k - £25k (depending on suitability and experience)
Location: Birmingham (Edgbaston)
Days and Hours: Mon - Friday (9am - 5:30pm)
Start: ASAP
Admin Assistant role
My client are one of the UK’s longest established and well-respected immigration law firms in Birmingham looking for an Administrative Assistant to aid in the running of their Birmingham offices.
As an Administrative Assistant, you will be required to work closely with our Office Administrator to perform tasks and duties that support our team of solicitors and caseworkers,
Duties as follows but not limited to,
Photocopying, filing, printing, and scanning
Franking and preparing outgoing post, and processing inbound post
Making use of the LEAP case management system to set up files and facilitate staff queries
Answering calls for our admin team and speaking with clients and third parties such as the Home Office, courts and the Prison Service
Greeting clients who attend our offices
Maintaining the good organisation and administrative housekeeping of our offices/

You do not need to have specific relevant qualifications for this role, although please include these in your CV if you do. Ideally we are looking for a candidate who meets the following person specification:
Well-presented and with good written and spoken English
Excellent telephone manner
Good attention to detail with a methodical approach
The ability to multi task and to prioritise your own tasks
Great customer service skills and client focus
Highly motivated and able to work as alone and as part of a team
Effective working knowledge of Microsoft Office and knowledge of the LEAP case management system would be helpful.

CV
Diosnel Cordero Romero 
 : diosnelcordero@gmail.com    : 07857 258 674
Summary 
Efficient and hardworking professional, proven literacy and numeracy skills – proficient user of Microsoft Office. Seeking a challenging role in a large company in order to develop and gain further skills and contribute to the continuous improvements of the company.
 
Relevant Key Skills 
· Excellent written, verbal and interpersonal communication skills
· Flexible and adaptable; able to work shift patterns and different locations
· Ability to source, process and use information quickly and efficiently
· Excellent knowledge of Microsoft applications; Word, Excel and Outlook

Employment History 
Oct 2019 – Sep 2020 		Maintenance worker  		Saif Homes Ltd, Birmingham 
· Perform minor fixes such as repairing broken locks, filling gaps on walls, painting.
· Check functionality of safety systems (e.g. fire alarm).
· Install appliances and equipment.
· Collaborate with workers and other professionals during renovations.
· Report to a facilities or maintenance manager for issues.

Aug 2019 – Mar 2020		Part time DJ 			ABS Latin, Birmingham

Aug 2018 –May 2019	 	Sous Chef			Migas Tapas & Wine, Birmingham
· Help in the preparation of all food and drinks menus.
· Ensure that the kitchen operates in a timely way that meets quality standards.
· Solve any issues that arise and seize control of any problematic situation.
· Manage and train kitchen staff.
 
Sept 2017 – Oct 2018, 		Spanish Tutor			Lingo Learning Centre, Birmingham
· Planning, preparing, and delivering lessons.
· Preparing teaching materials.
· Helping students improve their listening, speaking, reading and writing skills.
· [bookmark: _Hlk49199451]Checking and assessing students’ progress.
 
2011 – 2016 	Employment History during this period, available on request, other job roles included:
· Art Seller – Old Havana Town, Cuba
· Librarian – Biblioteca, Cuba
· Office Assistant – Agencia de Bienes, Cuba

Education 
Sept – Dec 2021			Enterkey Training, Birmingham
· Customer Service Level 2 Certificate
    PET-XI Training, Birmingham
· Level 2 Certificate in IT User Skills

Other Qualifications
Sept 2007 – Jun 2009 		Universidad de la Habana, Cuba
· Social Communication

Interest / Hobbies 
I tend to spend a lot of my time helping to repair and reconditioning computers for family and friends.  I also enjoy participating in online gaming, forums and blogs and keeping up to date with technological advances. To relax, I listen to music, like to paint, go dancing and travelling with family and friends. 

References available upon request.
























COVER LETTER
Diosnel Cordero Romero
 : diosnelcordero@gmail.com    : 07857 258 674    :209 Solihull Heights, Birmingham,B26 3BF

Sunday, 26 February 2023

Dear Sir/Madam,
I am writing to apply for the Role Admin Assistant.
I have recently completed a  CV and I believe that using this knowledge alongside my problem solving ability and communication skills will make me the right candidate for the  role Admin Assistant.
I am very excited about this role because it could allow me to contribute to the success of a global organization and at the same time I have the opportunity to help other people. I am very enthusiastic person, and I can work well in teams as well as individually. 
I can also speak fluent Spanish which can bring extra support for people who may have a language barrier. I am an efficient and hard working professional, with proven literacy and numeracy skills and I look forward to be part of your organization.
For more information see my CV attached.


Yours Sincerely,
Diosnel Cordero Romero.






