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Job Description
Office Assistant - Job ID 190-B-300 (Provided by Partner)
Location- Swansea 
Annual Salary – £20,000 - £30,000 per annum
Contract Type- Full- time, Part-time, hybrid, flexible working.
Working with us -
 We are a supportive Tech company and believe people are our greatest assets. We are committed to creating a supporting and inclusive environment where every team member thrives and   grows. Our team values continuous improvement, giving the opportunity to develop skills and contribute to the success of the company. By joining us you will be part of a team that values teamwork and your contribution are appreciated.
Job Summary- 
We are looking to appoint an enthusiastic and highly motivated person to work within our company. To provide administrative and clerical support to ensure the smooth running of the office. The role involves, supporting staff, and maintaining organised systems
Essential hard skills 
· Basic knowledge of Microsoft office (word, excel, outlook)
· Good typing and administration skills.
Essential soft skills 
· Good communication written and verbal.
· time management and ability to prioritise task
key Responsibilities.
· Answer and direct phone calls in a professional manner.
· Manage email and filing.
· Perform data entry and maintain accurate records.
· Organise meetings and appointments.
· Order and manage office supplies.
· Support staff with administrative tasks as required.
Qualifications and Experience
· GCSEs or equivalent including Maths and English.
· Previous office experience or administrative preferred but not essential.
What we offer working with us- 
· we offer competitive pay.
· Opportunities to work overtime.
· Supportive and professional team.
· Career progression opportunities.
Reporting To-
· Office Manager.
 
For role related
· For further information contact Lydia. George. 
· Email address Vivid. Tech@ hotmail .com.
· Application closing date 26th March 2026.
· Apply by email to Vivid. Tech @hotmail .com
· Assesses and interview will take place week commencing 30th March 2026.


























AI Acknowledgement
 I acknowledge the use of ChatGPT (https://chat.openai.com) on 10 March 2026 to support the planning and structuring of my CV and cover letter. I used the following prompt(s): Support with structuring my cover letter and identifying key sections.
I confirm that I have not presented any AI-generated text as my own work. I confirm that I have retained copies of my drafts, notes, and other resources used before and after the use of AI tools, which may be requested as evidence.























Cover Letter
                                               Daniel Zoltan Csomor
Cf452pw Merthyr Tydfil 79 High Steet
Quadcrossblog@gmail.com
07345386739
Dear Hiring Manager,
                21 March 2026
 
I am writing to apply for the position of Office Assistant. I am particularly interested in this role as it offers the opportunity to use my organisational, administrative, and communication skills in a professional office environment.
I have developed strong transferable skills through my previous work experience and academic studies. I am confident in using Microsoft Office applications, including Word, Excel, and Outlook, and I am comfortable managing emails, organising information, and handling administrative tasks efficiently. I also have experience working in fast-paced environments, where I learned how to prioritise tasks, meet deadlines, and maintain accuracy in my work.
I am highly organised and detail-oriented, with a strong ability to manage time effectively. I am confident in tasks such as data entry, scheduling appointments, and supporting team members with administrative duties. I am also comfortable communicating with colleagues and clients in a professional manner, both in writing and verbally.
I am a motivated and reliable individual who is eager to contribute to a supportive and professional team. I am particularly interested in developing my skills further within an administrative role and contributing positively to the smooth running of the office.
I would welcome the opportunity to discuss how my skills and enthusiasm can contribute to your team.
 
Yours sincerely,
Daniel Zoltan Csomor



CV
Daniel Zoltan Csomor
Cf452pw Merthyr Tydfil 79 High Steet
 Quadcrossblog@gmail.com
07345386739

Personal Statement
A motivated and organised individual with strong communication and administrative skills. I am confident in using Microsoft Office and managing tasks such as data entry, email handling, and scheduling. I am seeking an opportunity to develop my skills as an Office Assistant in a professional environment.

Key Skills
• Microsoft Office (Word, Excel, Outlook)
• Email and diary management
• Data entry and record keeping
• Time management and organisation
• Communication skills (written and verbal)
• Attention to detail
• Teamwork and reliability

Education
University of Wales Trinity Saint David
Certificate of Higher Education (Employability Skills)
2025 - Present

Employment History

Manager
Pizza Hut
2020 - 2025
• Managed daily operations and staff coordination
• Handled administrative tasks including scheduling, reporting, and maintaining records
• Monitored performance and supported business operations
• Delivered high-quality customer service and resolved issues professionally

Food Runner
The Ivy Collection, Cardiff
2019 - 2020
• Worked in a fast-paced environment delivering food efficiently and accurately
• Communicated effectively with kitchen and front-of-house staff
• Supported smooth service through teamwork and organisation

Self-Employed – Tiling Business
2025 - Present
• Managing administrative tasks including client communication, scheduling, invoicing, and record keeping
• Handling payments and tracking ongoing jobs
• Using digital tools to organise work and maintain accurate documentation
• Managing time effectively across multiple projects
 
References
Available upon request
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