MODULE NAME: EMPLOYABILITY AND CAREER DEVELOPMENT 
MODULE CODE: LCLM4005
LECTURER: SUKHPREET GREWAL
STUDENT ID: 2429418
STUDENT NAME: RAFAL BOGUSZEWSKI 


COVER LETTER 


16th of November 2025
Rafal Boguszewski 
Buckie, Morey 
2429418@student.uwtsd.ac.uk

Walkers Shortbread Ltd
Aberlour, Moray
Dear Sir, Madam,
Re: Application for Administration Assistant Position
I am writing to express my interest in the Administration Assistant role at Walkers Shortbread in Aberlour. With strong organisational skills, excellent attention to detail, and a proactive approach to supporting office operations, I am confident that I would be a valuable addition to your team.
In my earlier administrative experience, I have developed a solid foundation in managing daily office tasks, including handling correspondence, keeping records, processing documentation, and supporting both internal teams and external stakeholders. I am proficient with Microsoft Office applications, comfortable learning new systems quickly, and experienced in managing multiple priorities while maintaining accuracy and professionalism.
Walkers Shortbread is a respected and iconic Scottish brand, known not only for its products but also for its commitment to quality and strong community roots. I would welcome the opportunity to contribute to your organisation by ensuring smooth office operations and providing dependable administrative support to colleagues across the business.
I am a reliable, motivated, and organised individual who takes pride in delivering high-quality work. I also enjoy working within a team environment and take initiative when needed. I believe my skills, work ethic, and enthusiasm would make me a strong fit for this role.
Thank you for considering my application. I would be delighted to discuss my suitability further in an interview and can be available at your earliest convenience. I look forward to the possibility of contributing to the continued success of Walkers Shortbread.
Yours sincerely,
Rafal Boguszewski 




CURRICULUM VITAE 
Rafal Boguszewski 
Buckie Moray
2429418@student.uwtsd.ac.uk

PERSONAL PROFILE
Hard-working, organised, and adaptable individual with extensive experience across administration, operations, trades, and customer-facing roles. Strong problem-solving skills, excellent attention to detail, and the ability to manage multiple responsibilities within fast-paced environments. Brings a proactive attitude, reliability, and the ability to work independently or as part of a team. Currently working in a production environment and completing business-related higher education studies.

EDUCATION
University of Wales Trinity Saint David
CertHE Business Skills – Level 4 (Present)
Arborist Technology School
NVQ/SVQ Tree Work (Arboriculture) – Level 3, Awarded 1997

WORK EXPERIENCE
Walkers Shortbread, Aberlour
Factory Operative — June 2025 to Present
· Supporting production processes within a high-volume manufacturing environment.
· Following quality, hygiene, and safety procedures.
· Working effectively as part of a team to meet daily production targets.
800 Yards of Flavour, Ouarzazate, Morocco
Restaurant Co-Owner / Partner — March 2024 to November 2024
· Managed day-to-day restaurant operations including stock, customer service, and scheduling.
· Oversaw budgeting, purchasing, and supplier relationships.
· Worked hands-on in a family-run business with responsibility for service, staff support, and menu delivery.
· Developed strong organisational and multitasking skills in a busy hospitality environment.
Self-Employment (Construction – Joinery & Interior Works)
Owner / Contractor — 1999 to March 2024
· Ran a small business employing between 2–8 staff.
· Delivered first- and second-fix work in new-build and refurbished properties.
· Managed client communication, quotations, scheduling, and workflow planning.
· Responsible for purchasing materials, record keeping, and site organisation.
· Built long-term customer relationships and maintained high-quality standards.
KPMG Contract Projects
Drainage & Soak away Systems — 1997 to 1998
· Aided in installation and maintenance of drainage systems.
· Worked on technical groundworks while ensuring compliance with safety requirements.

CHARITY & COMMUNITY WORK
Local Support Centre, Starachowice, Poland
Youth Support Volunteer — 1997 to 1998
· Assisted in supporting disadvantaged teenagers with daily activities and personal development.
· Helped organise programmes to promote social engagement and positive routines.
West London Community Charity
Volunteer — 2004
· Supported residents through faith-based and community-oriented activities.
· Encouraged positive thinking and personal development.

KEY SKILLS
· Strong organisational and administrative abilities
· Excellent communication and interpersonal skills
· Fluent in both writing and speaking of Polish and English language 
· Teamwork and leadership experience
· Problem solving and practical decision-making
· Reliable, punctual, and highly adaptable
· Customer service experience
· Competent IT user (Microsoft Office, email, digital systems)

REFERENCES
Available on request.



JOB ADVERTISEMENT 

 


[image: ]
[image: ]
[image: ][image: ]




 
image1.png
07:08 al 46 E

WALKERS'

SPEYSIDE - EST. 1898

Administration Assistant
Posted on 13/11/2025

Q@

(3 Vacancy Closing Date:
28 Nov 2025

(3 Internal Vacancy Closing Date
28 Nov 2025

Q All Locations:
Aberlour

(© Vacancy Type

Permanent

About The Role

careers.walkersshortbread.com (& @&

0 +




image2.png
About The Role

This role will support admin tasks for the Managing
Director and PA to Managing Director.

DUTIES AND RESPONSIBILITIES

- To obtain quotes for production equipment

- To maintain log of production related expenditure.

- 'To obtain quotes and to co-ordinate with external

contractors while on site.

- To monitor energy use / meter readings & Invoices
within factories & offices

- To record all insurance claims and settlements.
- To ensure costings are current and correct.
- To monitor and log all vehicle related issues.

- Manage all residential properties and liaise with
residents as required.

- To liaise with shops and contractors regarding any

repairs.

- Manage service & maintenance of all security
systems.

- General administration duties as required,

including managing travel arrangements.

SKILLS / EXPERIENCE
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Why Join Us:

Bake your career at Walker’s and become a part of “Scotland at
its Finest”. We value our team and reward hard work and
dedication with:

25% employee discount when purchasing our product from our
own shops

Pay National Living Wage to all ages (16+ years) which increases
with training levels achieved

Auto-enrolment into our pension scheme after 3 months

Life Assurance

Generous holiday allowance which increases with length of
service

Subsidised staff canteen services

Healthcare and Well-being benefits

Overtime rates depending on hours worked

Long Service Awards

Family/Maternity/Paternity leave

About Us

Our people have always been at the heart of everything we do,
and without them, we couldn't be Scotland at it's finest.
Providing good, reliable employment to our local community has
been at the core of Walker's values since the very beginning. We
are committed to Equal Opportunities for all, proudly a
Disability Confident and Young Person's Guarantee employer.

We can't wait to have you as part of our team.

APPLY

Share

careers.walkersshortbread.com
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SKILLS / EXPERIENCE

- Proficient in Microsoft Office Suite, particularly
Excel, with experience creating spreadsheets,
managing data, and producing accurate reports to
support office operations.

- Highly organized and detail-oriented, ensuring
smooth day-to-day administrative processes and

accurate documentation.

- Strong communication and interpersonal skills,
fostering positive relationships with colleagues,

clients, and external partners.

- Skilled at managing multiple priorities, balancing
administrative duties, scheduling, and task

coordination in a fast-paced office environment.

38 hours per week, office based in Aberlour

Why Join Us:

Bake your career at Walker’s and become a part of “Scotland at
its Finest”. We value our team and reward hard work and
dedication with:

25% employee discount when purchasing our product from our
own shops

Pay National Living Wage to all ages (16+ years) which increases
with training levels achieved

Auto-enrolment into our pension scheme after 3 months

Life Assurance

Generous holiday allowance which increases with length of
service

Subsidised staff canteen services

careers.walkersshortbread.com





