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Cover Letter

Aston University Engineering College
Human Resources department
1 Lister Street
Birmingham, B7 4AG
16 October 2022
Regarding: Part Time Receptionist job application
Dear Human Resources department,

As an enthusiastic and ambitious professional with analytical thinking skills, I was thrilled to learn about the Part Time Receptionist opening.
I was compelled to contact you right away with my interest as it would be a career highlight to be considered for such an opportunity to be working for Aston University Engineering College. I am convinced that my professional background and experience in the administration field making me an ideal candidate. for this position.
I thrive in high-pressure and fast-paced environments. Striving for positive results by applying my confidence, integrity and drive. Furthermore, I possess expertise in and acumen for maximising performance and inspiring colleagues. I am certain that I have the necessary skills to successfully do the job adeptly and perform above expectations.
As my professional goals align with Aston University Engineering College 's mission and values, this opportunity is especially exciting to me. I believe that my great
communication, being a supportive team member and highly organisational skills will support and drive your continued success.

My attached CV outlines further details my career, educational background and professional competencies. Please take a moment to review my enclosed resume. I'd be happy to provide greater detail about my skills and experience during an interview. Please contact me at your earliest convenience.
Sincerely,
Iunsiya Hussain







References

Council, B.C. (2016) Part time receptionist, Birmingham City Council. Birmingham. Available at: https://www.birmingham.gov.uk/directory_record/415801/part_time_receptionist (Accessed: October 15, 2022).
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Aston University Engineering Academy

The post holder is responsible within a small administrative team for
the effective operation of AUEA's reception areas as the first point of
contact for any visitor to Aston University Engineering Academy and
for students entering and exiting the building in core hours.

The role requires efficient multi-tasking and proactive attention to
detail with a customer-friendly focus and due regard to the Academy'’s
policies and procedures. There are also particular responsibilities for
the operation of the telephone system and to support internal and
external events.

Key Responsibilities:

* To act as receptionist for staff, pupils and all visitors to the
Academy ensuring that all visitors are signed in and issued with a
security badge.

* To receive visitors courteously and hospitably and to deal with
queries from all parties promptly in a helpful and friendly
manner.

* To control access to the Academy and its car park via the security
access points and to ensure safeguarding procedures are
adhered to when allowing visitors to enter the Academy
buildings/grounds, allocating parking as necessary.

* To operate the Biostore automated access-control system as a
receptionist and associated procedures to ensure students’
movement into and out of the building via Reception is properly
recorded and challenged if required, assisted by the Student
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To operate the switchboard, receiving and making calls taking
messages and ensuring efficient delivery.

To receive and sign for deliveries to the Academy and to liaise
with the General Administrators to ensure that parcels are sent
on to the appropriate departments and delivery notes are passed
to the Finance Team.

To ensure that the Reception Office, as the front-of-house for the
Academy, is kept in good order.

To use relevant ICT resources to provide effective and responsive
services, including routine use of the student database.

To respond to queries from staff, pupils and parents in line with
school policy and procedures, giving information and advice as
appropriate.

To sort, collate and distribute internal and external mail, faxed
documents and emails as required.

To make and facilitate arrangements for visitors, including
parents/carers, school nurse, LA officers, VIPs and from external
agencies.

To assist with the UTC's communication systems to ensure timely
and accurate messaging to parents.

To support the delivery of pupil welfare and first aid services, (first
aid training is provided) in line with school policy and procedures,
particularly re use of the medical room in the reception area.

To provide staff and student lists for evacuation purposes and to
support senior staff in the event of an emergency.
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To work as a member of the support staff team, providing cover
as required for absent colleagues.

* To be aware of and comply with all policies and procedures,
particularly those relating to child protection, health and safety,
security, confidentiality and data protection, reporting any
concerns to an appropriate person.

¢ To participate in training and other learning activities and
performance development as required.

* To undertake any other school or administrative functions/roles
within the school commensurate with the level, grade and
requirements of the post as requested by the Admissions
Manager or other members of the Senior Leadership Team.

Hours: 25hrs per week, Term Time Only

This school is committed to safeguarding and promoting the welfare of
children and expect all staff to share this commitment. The successful
candidate will be subject to all necessary pre-employment checks,
including:

Enhanced DBS; Childcare Disqualification (where applicable);
qualifications (where applicable); medical fitness; identity and right to
work.

References
All applicants will be required to provide two suitable references.

1. If a particular Race or Gender is a job requirement, please quote
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Work experience Administrator Aug 2015 - Sep 2015

ISP Recruitment Specialist Ltd
Birmingham

- Sep 2016 - Oct 2020
Administrator

Dual Metallising Ltd Birmingham
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lunsiya Hussain About

Full-time Student
A confident and highly motivated individual with a friendly and bubbly personality. | can work
as part of a team as well as independently to achieve set targets and goals expected from me.
| am focused to continue learning and gaining new skills. | have the capability to increase my
knowledge through work-based vocational learning as well as academically. | enjoy a
challenge, learning new skills and developing experience that will allow me to progress within
my chosen field. | am a person who can adapt to changes within a workplace smoothly and

grasp new skills and abilities quickly.

Education GCSE Results Sep 2010- Jul 2015

Baverstock Academy Birmingham

. . Sep 2016 - Sep 2017
Apprenticeship

BMet Sutton Coldfield College
Birmingham

L May 2022 - Present
University

University Wales Trinity St David
Birmingham
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- Sep 2016 - Oct 2020
Administrator

Dual Metallising Ltd Birmingham

Thrive Under Pressure
Patient

Organisation

Great Team Worker

Good Understanding
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Skills Thrive Under Pressure
Patient
Organisation
Great Team Worker

Good Understanding

Hobbies Blogging
Painting
Hiking
Walking

Gardening

Thank you for viewing my CV
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Vacancies / Part Time Receptionist

Online directories

Salary range

Closing Date

Occupation

Full / Part time

Job Hours

Contract Type

Enhanced DBS
Check Required

Job Information

Part Time Receptionist

SCALE 4 PT18 TO 22 (£17,358 - £19,346) actual salary £11,729 - £13,071))

31 October 2022

Administration, Secretarial and PA

Part time

25hrs per week (12:00 - 17:00) Term Time Only

Permanent

Yes

Part Time Receptionist, 25hrs per week (12:00 - 17:00) Term Time
Only

Salary SCALE 4 PT.18 TO 22 (£17,358 - £19,346) actual salary £11,729 -
£13,071))

Aston University Engineering Academy
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