


Q3 ACADEMY TIPTON
Human Resources

JOB ADVERTISEMENT WEBSITE: 
https://uk.indeed.com/jobs?q=administrator&l=Birmingham%2C%20West%20Midlands&start=10&vjk=b993757e1d4efc13
Birmingham City Council logo – This job is on the indeed website and Birmingham City Council website
HR Administration Assistant
Birmingham City Council 362 reviews – Birmingham
£19,312 a year
Apply on Company Site
Job Information
Working Pattern: 
Monday Thursday 8am – 4:00pm
Friday 8am – 3:30pm
Location Q3 Academy Tipton, Alexandra Road, Tipton, DY4 7NR
Q3 Academy Tipton is an ambitious and rapidly improving Academy, fully committed to raising achievement for students, developing and retaining high quality staff and curriculum innovation. Our Academy’s success is underpinned by a relentless focus on raising standards, developing the whole child and improving the quality of provision in every area.
We are looking for a HR Administrator who is able to support the Academy HR Department. The post is vital in providing operational, welfare, guidance and support within the Academy. You will have strong administrative and IT skills and be able to produce accurate work. It is essential that you have excellent communication skills with the ability to work with tact and discretion within a human resources environment. You will be confident, have exceptional organisational skills and be a strong and effective team player.

Q3 Academies Trust comprises of three Academies: Q3 Academy Great Barr, Q3 Academy Langley and Q3 Academy Tipton. Each Academy has a HR Department, and you will work closely with the wider HR Team, comprising of a HR Manager, a HR Officer and HR Administrators. At Q3 Academy Tipton you will work alongside an experienced HR Officer. If you are passionate about working in HR with a drive to provide excellent customer service and possess a real desire to make a difference, we are keen to hear from you. If you would like to arrange an informal chat please do not hesitate to contact Carley Brookes on 
 Or c.brookes@q3tipton.org.uk
How to apply
For an application form, please contact c.brookes@q3tipton.org.uk
Completed application forms should be returned to Carley Brookes – c.brookes@q3tipton.org.uk
We regret we cannot contact everyone who is not selected for an interview, therefore if you do not hear from us within 28 days after submitting your application, please assume you have not been successful on this occasion.
The Trust is committed to safeguarding and promoting the welfare of children. The post will be subject to an enhanced Disclosure & Barring Service Check (DBS), satisfactory employment references, identification and qualification checks, which will be required prior to commencing duties to establish the suitability of the candidate.
Please note:
We will include a statement on each advert advising people that if they are successful in gaining the job advertised, they will not be given a Birmingham City Council contract of employment.







Carley Brookes
Human Resources
Q3 Academy Tipton
Alexander Road 
Tipton DY4 7NR

Dear Carley Brookes,
I was excited to read about the Administrative Assistant job opening at Q3 Academy Tipton, posted on Indeed, and felt compelled to submit my CV straight away.  This position will help with my progression and personal goals, as the prerequisites required for this position depicts the qualities I have acquired, possess, and strive to attain. 
As you will see in my CV, I have several years of experience in a variety of fields including Reception and Administration, Accountancy and Croupier.  The years of on-the-job & personal life experiences has afforded me with well-rounded skills, many of which are transferable, such as exceptional communication skills, which I developed not only working with colleagues  but also when communicating with customers, mentoring the youth at church & working with homeless people through voluntary work at church, therefore building great relationships with people through excellent communication is a skill in which I have developed.  This also goes hand in hand with the ability to maintain great relationships with people.   I pride myself on being highly discrete, tactful as well as being an amiable confidante, compassionate and empathic whilst still maintaining my professionalism. 
I’m adept when it comes to being exceptionally organized and work extremely well as a strong and effective team player, and believe that the standards of our future generation’s education, personal development, and provisions as a whole, as the highest regards to nurture for the future of our world. I’m exceedingly confident with all aspects of administration and fully computer literate, due to my time working, studying, and voluntary work. I have the willingness and determination to learn anything which I may lack for this role in order to be successful.  With great sentiment in taking full pride in whatever is produced, is not only done meticulously, is also done to an impeccable calibre.  Are you looking for an Administrative Assistant that possess these qualities and more?   If so, you need to look no further, as you will find in my enclosed CV, that employing Sabrina Reid would be a great asset to Q3 Academy.
I would value an opening to discuss opportunities with Q3 Academy. To schedule an interview, please email me at: sabrinareid@gmail.com or call me on: 07897891345. The best time to reach me is between 8am an 8pm, however you’re more than welcome to leave a voice message at any time, and I will return your call.
Thank you for taking the time to peruse my CV.  I look forward to conversing with you.

Kind Regards

Ms Sabrina Reid
Enclosure

















SABRINA REID
PHONE: 07897891345
EMAIL: sabrinareid@gmail.com

WORK EXPERIENCE
Birmingham City Council: Accountant   1995–1997
Whilst working at Birmingham City Council as a team member within the accounts department, to fulfil my role as a clerk gave me various task to undertake.  My duties included, accurately preparing & submitting invoices, checking, verifying & processing invoices & remittance slips, promptly responding to queries concerning payments & invoices, being adept in the use of computerized accounting systems & MS Excel including all Microsoft Software.  Sorting, coding & entering accounts payable data into our computer system, maintaining files, updating, verifying & maintaining accounting journals, ledgers & Birmingham Market Traders financial records as well as filing & answering calls professionally, and general IT input & administrative duties. It was my duty to ensure completion of my daily task to guarantee the continued smooth running of our department.
Fans & Spares – Vent Axia: Accountant   1997–1999
During my time in Fans & Spares accounts department,  my role as a clerk entailed, filing & general administrative duties, answering calls from customers & different departments in a professional manner,  resolving any  queries or issues that they may be experiencing, whilst maintaining a good co working relationship between the different departments & customers was sustained.  Maintaining knowledge of sales invoices, preparing & submitting customer invoices, checking, verifying & processing invoices, swiftly responding to queries relating to invoices and payments.  Sorting, coding & entering accounts payable data, maintaining files, the ability to input data on computer system swiftly, updating verifying & maintaining accounting ledgers & customers financial records ensuring keen eyed monitoring of customer accounts for delayed and non-payments, filing & general administrative duties as well as adhering to strict company policies on quality & time scales.
Castle Hill Casino: Croupier & Receptionist   1999 –2002 
As an Employee at Castle Hill Casino, this meant being in constant contact with the general public, some of whom were slightly inebriated & or disgruntled through monetary losses from gaming as well as customers being jovial from winning.  Excellent communication & customer skills, ensuring being polite & approachable, confident, very tactful, handling complaints, analysing, assessing & ameliorating any situation were all imperative skills to possess to fulfil my role.  My duties were to spin the roulette wheel & ball, ensure all chips were on the table ready before each game starts, to take control of the game, pleasantly and engagingly welcome new players to the table, clearly explain the rules of the game & ensure players comply with the given rules. Ensuring all bets are placed before play starts, fast mental calculation of winners & pay-outs, with correct hand slide of chips & collection of chips from losing bets.  Being energetic & having the ability to move chips quickly, attentiveness, accuracy & organizational skills were all imperative to fulfilling my role.  
Whilst here I also worked the reception.  Being the first person to greet the visitors, my personal appearance was of high standards, paired with the grace and sentiments of professionalism, being pleasant, engaging & positively helpful, attending to & anticipating the needs of our customers meant being able to recognize when they required assistance. My duties were to take calls & effectively communicate throughout the casino, (this included blowing kisses to gain attention within the pit, a tool mainly used in casinos).   We were one big family with great efficiency and effective teamwork that recognized how paramount effective teamwork is.  Maintenance & keeping membership database up to date, being well versed & complying with gaming legislation, company policy & procedures.
VOLUNTARY
Bethel Apostolic Church of Excellence 1995 – Ongoing
There are a variety of areas where I volunteer my services. I assisted in the build & serve in maintaining the church website, as well as the Fare Share community food collection, sort & distribution. It’s also a blessing for me to have the position of mentor to the Youths growing up within our church, helping to guide, educate & Support them. In the event of church functions, my expertise is called upon for design, delegation & for effective team working, with continuous results of an elegant spectacle.
EDUCATION
Darthmouth High School 1988 -1993
5 GCSE grades from B to C including English and Maths
Nacro Training Centre 1993 -1995
NVQ Level 1 & 2 Childcare
University of Wales Trinity Saint David 2020 – Ongoing
Level 4 Business Management
HOBBIES
In my spare time I enjoy being creative whether I am making beauty products or doing graphic design. Moreover, I enjoy traveling and swimming.
REFERENCES 
Available Upon Request		






