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Vianelis Fermin-Pena
NN9 6FJ Raunds, UK 
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Experian
Susan Brown
80 Victoria St,London
SW1E 5JL London
12 February 2023
Re: Application for Administration Manager position with [Experian]
Dear Manager,
Please find my CV attached, which details my qualifications for the role of Administration Manager. I am experienced in all aspects of the position and have the related capabilities you desire. I want to discuss my experience in detail and learn more about the role.
My offerings include knowledge of leadership, advanced abilities in management and growing skills in interpersonal. I'm ready to take on supervisory challenges and seek to positively impact immediate and long-term office goals. I strive to be a top performer and always go beyond basics to help the team with clear instructions and personalized support. I would be happy to bring that same drive and enthusiasm to your team and know I could be a valuable asset.
Prior to working as an Administrative Manager ,I undertook Leadership and Professional Knowledge, primarily resolving strategic issues related to an administration manager. I gained solid research problem solving skills. I also understand how important it is to be a team player in all my roles I make sure I maintain a strong approach to all things. I commit to my commitments. If you give me a chance a promise not to let the business down. 
I am proficient in three languages and can speak them all. which are my native languages Spanish. Portuguese and English. I have provided any customer service needed by family members in the community who were unable to do daily tasks on their own. I have a history of settling customer complaints, approaching issues methodically, and entering data into electronic database systems. Along with my current employer. I assist in assessing an inquiry's urgency, recording call details on custom systems, and producing.
To sum up, below are the abilities I can provide to your company as an Administrative Manager. 5r3eer.54rHopefully, this cover letter and my CV provide a broad view of my work history. I would love the opportunity to further elaborate on my suitability for the position and am confident that I am a good fit for the role.

Sincerely,
Vianelis Fermin-Pena





Job Description
Administration Manager

Salary: Actual Salary is: £18,091 to £20,537 

Hours: 37 hours per week Term time only plus 111 hours holiday working to ensure reception cover is adequate.
Description 
The role of the Administration Manager is responsible for: Line management of Reception/Admin Staff School Business Director provides strategic leadership to all Support Staff.
· Monitoring and assisting all receptionists in providing excellent customer service.
· As needed, provide administrative support to the senior leadership team, Minster Parent Teacher Association, and school staff.
· As needed, provide assistance to the Admissions Officer.
· Providing administrative support to school staff as needed and distributing work to reception/admin staff as needed.
· Ensure the smooth operation of the school office, particularly during periods of staff absence; be responsible for the delegation of general administrative duties such as word processing, photocopying, and franking and postal duties in the absence of the receptionist;
· Preparing, organising and storing information in paper and digital form.
· Dealing with queries on the phone and by email.
· Greeting visitors at reception.
· Managing diaries, scheduling meetings and booking rooms.
· Arranging travel and accommodation.
· Arranging post and deliveries.
· People Orientated, Time Management

Skills Preferred
· Experience in Administrative field
· Leadership
· Customer Service
· Problem Solving
· Team Work
· Interpersonal Skills
· IT Skills


Deadline For Application 26-02-2023

For all informal enquiries contact Jason Vianelis at 07599221669

Submit your CV to Vianelisfermin@experian.co.uk





Curriculum Vitae

Vianelis Fermin-Pena
Raunds, UK NN9 6FJ 
07472954167
Vianelisfermin98@hotmail.com
Professional Summary
Confident Administration manager successful at increasing monthly revenue using insightful strategies and aggressive product development. Skilled at understanding customer and employee requests and meeting needs. Furthers success by strengthening staff training, streamlining internal systems and facilitating sales techniques. Dedicated Manager with experience in achieving tangible results and cross-team collaboration. Proactive and excited to partner with like-minded individuals to achieve goals. Responsible Administration manager, passionate about delivering outstanding quality and service. Offering 3 years of experience in industry with history of recognition for performance.
Experience
Administration manager:
January 2022-05-01-23
In this Role I undertook goals, dates, and projects from conception to coordination. Creates and executes rules and procedures to enhance how the department operates and performs. Have a good understanding of all administrative systems and processes should be planned, coordinated, and managed. Distribute duties and office space. Evaluate the work of the personnel.MS Word, PowerPoint, Excel
Skills required/Opportunity’s Training
· Good communication Skills
· Interpersonal /Team Skills
· Leadership
· IT Skills
· Customer service

	October 2021
to 

	NHS Foundation Trust 	 
Home, Covid Call Handler
· Offering support and advice to communities, public and businesses to stay safe and operate within public health advice and guidance
· Being an excellent communicator
· Work in teams and are mobilized to targeted areas across the city where data indicates increased Covid-19 related risks/cases and create a presence to reassure, engage and provide information to our residents and business about keeping safe
· Gather information that can inform others to take more targeted approaches
· Focus on being there to help and support the local community
· I am very passionate about helping others
· Make welfare calls to residents who are self-isolating
· Working with relevant software such as .E-fly (e-learning), C-task, Synergy, Teams Software
· I have active listening.
· Facilitated efficient emergency response to incidents using computer-aided dispatch systems.
· Attended regular training to remain updated on emergency procedures, regulations and call handling best practices.
· Regularly updated Helpdesk databases, detailing service user issues and closing requests appropriately.




	September 2018
to 
September 2019
	Eden Futures 	 Nottingham 
Support Worker
· I am a support worker for people with Learning Difficulties
· My day to day routine is providing home support with health issues and dial living tasks such as personal care, supporting dressing, eating, transport and budgeting
· Assisting with the delivery of activities to enhance the physical, social, emotional and intellectual development of those in their care. Providing information and support to the families of those within my care
· I Maintaining medical records of my clients, and administer medication
· I enjoy this sector of work because i have a Duty of Care and I am willing to grow in this industry.
· Maintained excellent team relationships by helping colleagues with complex customer issues, computer malfunctions and questions.




	December 2016
to 
July 2018
	City Hospital 	 
General Clinical Administrator
· I played an important role in providing support to the smooth running and efficiency of the Clinical Team at City Hospital
· The role has an important interface with patients and their families as well as other clinical departments within the Hospice and external healthcare professionals
· On a day to day basis I had to deal with patient records and notes from clinic to clinic
· I worked alongside Reception in Oncology
· I had to make sure when I was out on runs that I made sure I tracked them on to Medway to show recent records of their where abouts
· I also have general Admin such as; telephone printer shredder &zapper
· Forecasted department finance requirements to set attainable budget targets.
· Monitored business expenses to address inefficiencies.





	January 2016
to 
November 2016
	Seva-care 	 Nottingham 
General Clinical Carer, Carer
· In this role I had to ensure all patients get there right of care and amount of time required to them
· On a day to day basis I would go out in the community and care for the service users
· I had to shower them, give breakfast, handle medicine and creams etc.
· I also use to have a chat if all care was completed because most of the time you were the only person those vulnerable adults got to see
· After care I had to use my English skills and write what I did for that service user in the Communication Record Book which was also used to pass on messages to other carers
· Making sure that the service user is happy and not under any risks.



	November 2015
to 
January 2016
	City, Common 	 Nottingham 
Receptionist
· Dealing with telephone and email enquiries .To introduce myself to patients and uphold the Trust Values and Behaviors
· Creating and maintaining filing systems
· Scheduling and attending meetings, creating agendas and taking minutes - shorthand may be required;
· Keeping diaries and arranging appointments
· Liaising with staff in other departments and with external contacts
· Making sure patients are alright before they go into the radiology theatre
· To care for patients at all times
· To inform radiographers if I have any concerns about patients
· To assist patients to and from the toilet




	January 2015
to 
June 2015
	NHS 	 
Business Administration Apprentice
· Maintain the 6C's and the POSITIVE in the NHS are really important I have to ensure I keep confidentiality at all times ensuring every patient, worker and individual gets the best service
· Daily task include answering the phone, taking messages, general offices duties, using company data base
· I also request personal files update spreadsheets, record information and arrange interviews.



	July 2015
to 
November 2015
	Ben Baileys Homes 	 
Payment Clerk, commercial assistant/ payment clerk
· On a day to day basis I have to process and deal with invoices to make sure the people on site get there pay every month
· I have to pay their wages and pay attention to detail with each Invoice
· I also have a lot of business duties such as answering the phone, filing, photo copying/scanning
· I also will get take on site to see the houses we build as an observation I think this is really good as its good to see the houses we build



	August 2014
to 
July 2017
	KFC Nottingham 	 Nottingham 
Cashier
· KFC is all about team work and customer service, I am trust worthy, I work on the tills so I deliver 100% positive customer service
· I am always presentable towards everybody and smile when greeting and meeting costumers
· I have a good knowledge on health and safety and work safely and maintain high levels of hygiene.
· Worked overtime shifts to maintain optimal workflow during busy periods or times of unexpected high volume.
· Maintained clean, tidy and organized checkout areas.


Core Qualifications
	· Answering, Credit, Customer Service, Greeting,
· Microsoft Office, Microsoft Word, Passport, PowerPoint, Retail Sales, Training, Typing, Experience of using Microsoft Office including Word, Publisher and PowerPoint
· Interpersonal communications
· Customer service orientation
· Scheduling and diary management
	· File and data retrieval systems
· Business administration
· Microsoft Office expertise
· Complaint resolution
· Motivational leadership style


Education
	May 2022
	St Trinity of Birmingham 	 
Certificate of Higher Education and Work Skills Managing A business Enterprise 
in 21st Century



	Jan 2014
	Nottingham Academy 	 

Spanish -A, Math’s-C, Geography-C, English- D, ICT -B, MERIT Business Admin Apprentice NHS


Languages
Fluent in three languages (English, Spanish,Portugeese) ,Helpful , Reliable ,Kind ,Respectful
Languages
Fluent: Spanish, Portuguese, English
	

	



