Name: omitted due to assessment
 100b Brantley Road, Birmingham, B6 7DP
 07310 985582 | Filmonmehari111@gmail.com

First-year Business Management student with strong organisational, communication, and administrative skills. Experienced in support work and customer service, with the ability to manage records, assist individuals, and work effectively both independently and in a team environment.
 Key Skills
Excellent communication and interpersonal abilities
Strong record-keeping and administrative skills
Ability to manage time effectively and prioritise tasks
Experience supporting individuals with different needs
Reliable, adaptable, and hardworking
Work Experience
Support Worker – Concept Housing Association (2023 – Present)
- Maintain accurate records of support sessions in line with policies
- Provide daily assistance to residents to promote independence
- Support with appointments, housing tasks, and wellbeing checks
- Apply safeguarding practices and ensure duty of care
Delivery Driver – Uber & Amazon Flex (2023 – Present)
- Deliver parcels and food promptly while maintaining excellent customer service
- Plan and manage delivery routes efficiently to meet strict deadlines
- Handle goods safely and ensure accurate order completion
- Demonstrated reliability and flexibility while working independently
Education
BA (Hons) Business Management – University of Wales Trinity Saint David (UWTSD)
First Year (2025 – 2027)
(Expected Graduation: 2027)
Add highschool
Additional Information
Full UK Driving Licence
IT: Microsoft Office, Google Workspace
Languages: English, German, Tigrigna
Refference
Available upon request




















Cover Letter

Filmon Mehari
100b Brantley Road
Birmingham, B6 7DP
07310985582
Filmonmehari111@gmail.com
Date 13.10.2025

Hiring Manager
SD Commercial UK Ltd
Clacton-on-Sea CO15

APPLICATION FOR THE POSITION OF HOUSING OFFICER
Dear Hiring Manager,
I am writing to apply for the position of Housing Officer at SD Commercial UK Ltd. As a Business Management student at the University of Wales Trinity Saint David (UWTSD), with hands-on experience in support work, customer service, and administrative duties, I bring a strong mix of reliability, communication, and problem-solving skills to this role.

In my current role as a Support Worker with Concept Housing Association, I am responsible for maintaining accurate records, organising appointments, and providing essential support to individuals with various needs. This experience has strengthened my ability to handle sensitive information, prepare reports, and maintain high standards of health and safety — all of which are key aspects of the Housing Officer role.

Additionally, my experience as a Delivery Driver with Uber and Amazon Flex has developed my ability to manage time effectively, work independently under pressure, and deliver excellent customer service. Balancing these roles alongside my studies has taught me discipline, adaptability, and strong organisational skills.

I am confident that my background in customer support and administration aligns well with the responsibilities of this position, including liaising with residents, preparing reports, and ensuring health and safety standards are upheld. I take pride in being multilingual (English, German, and Tigrigna), which enables me to communicate effectively with people from diverse backgrounds — a valuable skill in community-based work.

I am eager to contribute my skills and enthusiasm to SD Commercial UK Ltd and play an active role in supporting residents and maintaining a safe, well-managed housing environment. I would welcome the opportunity to discuss how my experience can benefit your team.

Thank you for considering my application.

Yours sincerely,
Filmon Mehari
	
	





Thank you for considering my application. I look forward to the opportunity to discuss how my skills can benefit your team.

Yours sincerely,

Filmon Mehari



Housing Officer
SD Commercial UK Ltd
Clacton-on-Sea CO15
£12.21 - £14.50 an hour - Full-time
&nbsp;
Profile insights
Here’s how the job qualifications align with your profile.
Skills
· Customer support (required)
· Administrative experience (required)
· Customer service (required)
· + show more
Do you have experience in Customer support?
Education
· GCSE
&nbsp;
Job details
Here’s how the job details align with your profile.
Pay
· £12.21 - £14.50 an hour
Job type
· Full-time
Shift and schedule
· Weekend availability
· Night shift
&nbsp;
Location
Clacton-on-Sea CO15
&nbsp;
Benefits
Pulled from the full job description
· Company pension
&nbsp;
Full job description
Job Description:
SD Commercial (UK) Ltd is currently seeking a dedicated Housing Officer to join our Block Management Team. This is an excellent opportunity to work in a dynamic and rewarding environment where you will play a crucial role in providing support to both residents and management, ensuring the effective operation of our properties.
Key Responsibilities:
· Reception Duties:
o Oversee the signing in and out of all guests, visitors, and contractors.
o Complete help desk forms for reactive maintenance and ensure they are passed on to the relevant departments.
o Provide comprehensive administrative support to the residence team.
o Deliver an excellent and professional reception service to residents and visitors.
o Handle queries and complaints in an efficient, courteous, and professional manner.
· Security and Health and Safety:
o Conduct regular patrols of the residence and grounds, reporting any security or safety concerns.
o Monitor and enforce health, safety, and maintenance standards within the residence and grounds, reporting any issues to the residence management.
· Report Writing:
o Prepare and complete necessary reports, including incident reports, noise complaints, accident reports, and others as required.
o Monitor resident conduct, encouraging adherence to the Code of Conduct, and report any breaches.
o Provide evidence and detailed reports when requested by the management team.
o React to incidents promptly, utilizing initiative and ensuring accurate logs and reports are made.
· Customer and Colleague Liaison:
o Liaise effectively with other Facilities Officers, clients, sub-contractors, and residents, fostering positive working relationships.
· Other Duties:
o Act as the appointed First Aid person when required.
o Assist the residence team in preparing for new arrivals.
o Undertake other general duties as required to support the efficient running of the property.
o Act as a liaison between residents, contractors, and internal teams, ensuring effective communication at all stages of property management.
Person Specification:
Skills, Experience, and Personal Qualities (Essential Criteria):
· Previous experience in property management or a similar role (1 year minimum).
· Excellent telephone manner with strong communication skills.
· Highly organised with a proactive approach to tasks and problem-solving.
· Good understanding of health and safety practices and regulations.
· Strong written and verbal communication skills, with a customer-focused approach.
· Capable of working independently with minimal supervision.
· A flexible, adaptable team player, with a willingness to assist others and share knowledge.
· Ability to work outside regular hours if necessary, and assist with emergencies or special projects.
· Experience working with vulnerable or diverse communities.
Additional Information:
· Work Environment: The position is based on-site and does not offer remote work.
· Full-time: Flexibility required based on business demand. May require to work evenings, weekends, nights and occasional on-call hours
Qualifications:
· Experience in property management (1+ year) and customer service (1+ year) is a plus point.
· A background in health and safety is desirable, but not mandatory.
Job Type: Full-time
Pay: £12.21-£14.50 per hour
Benefits:
· Company pension
Ability to commute/relocate:
· Clacton-on-Sea CO15: reliably commute or plan to relocate before starting work (preferred)
Experience:
· Customer support: 1 year (preferred)
Work Location: In person
&nbsp;
&nbsp;
Housing Officer jobs in Clacton-on-Sea
Jobs at SD Commercial UK in Clacton-on-Sea
Housing Officer salaries in Clacton-on-Sea

