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Job specification for Administrative Assistant 

Highspeed Training are an existing and well-established training company that are looking for a very motivated, driven and organised administrative assistant to join the team. 

For this position we will need someone who is hardworking, passionate and has a very positive attitude. Someone who is also customer focused will be ideal as the job is mainly based around speaking to customers. 

The role

The role involves an individual to stay focused on the customers, stay organised, send emails, take calls and book meetings. Having a can-do attitude is essential for the business as being positive is key. The role is for those that can work individually and in a team and stay on top of their workload and ensure they are organised. Daily activities will include: 

· Answering calls and emails 
· Organising files 
· Arranging meetings for director 
· Liaising with existing and new customers 
· Reporting and passing on complaints 
· Organising paperwork for managers 
· Contacting various people for managers 

Training will be provided for the successful candidate and will be taken place from the first day of starting the role. Numerous flexible working arrangements for those that want flexitime and parental leave. Many opportunities to progress for the right individual who is dedicated and hardworking. 

To sum up this role is perfect for anyone that is driven and motivated with good morale and very positive. Those that are organised and can work under pressure is what we seek. 


Application deadline – 14/10/2020
Start date - 22/10/2020
Job type – Full time/permanent
Schedule: 8 hours per day – Mon-Fri 
Salary: £27,000 per year 
 
Experience – at least one year in administration 
Education – GCSE’s (required)


Cover letter 

Dear Recruitment Team, 

I would like to introduce myself as a candidate for administrative assistant role at Highspeed Training. As someone who is very motivated and has experience in the training sector, I feel this role will suit me best. 

I have previously worked in a training provider and as an administer prior to that so I feel I will really be in my element for this job role. Working in my previous job taught me numerous skills and has really shaped who I am. I am very familiar with how the training sector works and have a lot of experience in liaising with customers as my job role was focused around that previously. I have arranged meetings for managers and directors and assisted them with meetings outside of our office to take notes. I am very organized and like to pre plan my day as this makes me work much better. 


I know this role will be something I can work hard in and will also give me an opportunity to learn new things and meet new people. Thank you for your time and consideration of my application for the position at Highspeed Training. I am excited by the opportunity to put my education and experience to work.

Sincerely,
Fateha Begum 





CV

Fateha Begum
41 West Drive, Handsworth, Birmingham, B20 3ST
Mobile: 07511688024; Email: tneb_fateha@hotmail.co.uk

Summary 

An adaptable and responsible customer service representative with great communication, team working and analytical skills seeking new opportunities with a focus on customer care. Self-starter with a strong background in customer service and team playing. Ability and the desire to acquire new technical knowledge quickly and self-sufficiently.

Education
[bookmark: _GoBack] 
Sutton Coldfield Training -  Management Level 3				 2018- 2019 
Sutton Coldfield Training – Customer Service Level 3	                         2017-2018
[bookmark: _Hlk53663197]University College Birmingham – Beauty Therapy Level 3 	                         2011- 2013
University College Birmingham - Foundation Marketing                                2012
Golden Hillock College – Health and Social Care Level 2	                         2010 -2011
Al Huda Girls School – Maths C and English B	                                     2005 -2010

Experience

Sutton Coldfield Training  – Employer Engagement Officer 				Oct 2015 – Aug 2020

· Enrolling of staff to enhance skillset through government accredited courses
· Maintaining relationships with existing students to up-sell further courses
· Arranging face to face meetings with respective parties
· Handling large volume of emails from customers
· Outbound calls to generate revenue

East Birmingham Community Forum – Administrative Officer 			Oct 2014 – Oct 2015 

· Meeting and greeting potential clients/customers. 
· Assisting with completion of job applications, 
· Marketing the EBCF brand through distribution of leaflets
· Pro-actively bringing the company new customers.
· Supervising new starters and aiding their transition into the company. 
· Having to use Microsoft Excel and Word to complete my tasks had increased my knowledge in using the Microsoft Office package. 

Kashish Collections – Sales Assistant 							Sep 2010 – Sep 2012

· Retail experience in Asian clothes shop

Hyatt Regency Hotel – Waitress 						Oct 2012 – Nov 2012 

I organised tables for meetings, displayed food and drinks and served the Conservative Party and many other guests.



Interests & Hobbies

I like to keep in shape by going to the gym on a regular basis and ensure I have a healthy lifestyle. In my spare time I like to stay updated on current world affairs as well reading. I also have started my own side business which I am very passionate about. 

References Available Upon Request
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