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PROFESSIONAL SUMMARY
CORE COMPETENCIES

Highly organised and proactive professional with management experience

 in fast- paced business environments. Experienced in coordinating daily

operations, supervising teams, solving problems and delivering excellent

customer service. Strong communication and organisational skills  

with a keen eye for detail and a commitment to ensuring efficient office

operations.

WORK EXPERIENCE EDUCATION

LANGUAGES 

REFERENCES

Manager

Managed the daily operations of a busy cfe, ensuring efficient
workflow and a high service standards.
Supervised, supported and motivated team members during
daily opertions.
Organised staff  rotas and delegated responsibilities to ensuree
smooth business operations.
Maintained excellent customer service and resolved customer
enquiries and complaints professionally.
Monitored stock levels, placed orders and communicated with
suppliers.
Processed cash nad card transactions and completed end-of-
day cash reconciliation.
Ensured compliance with health and safety and food hygiene
regulations.
Assisted with staff training band performance.

COFFEE WAY BISTRO, LONDON
2025 –
PRESENT

Certificate of Higher Education

Diploma in Early Childhood
Education

Business Skills for the Workplace
University of Wales Trinity Saint David

IEK Ksini, Greece

2025-Present

References available upon
request

Office Administration Customer Service

Communication Organization

Time Management Attention to Detail

Team Leadership

Staff SchedullingProblem Solving

Microsoft Office

Vehicle Inpector / Yard Operative2021- 2025

BRITISH CAR AUCTIONS (BCA) , UK

Inspected vehicles and completed accurate condition reports.
Maintained detailed records and ensured all vehicle information
was correctly documented.
Worked closely with colleagues and different departments
to ensure smooth daily operations.
Followed company procedures and health & safety regulations.
Prioritised workload and managed multiple tasks efficiently
in a fast- paced environment.

IT SKILLS

Microsoft Word
Microsoft Excel 
Microsoft PowerPoint
Microsoft Outlook
Canva 
Email Management
Calendar Management

Greek - Native
Albanian - Native
English - Professional Working
Proficiency



Store Manager
COFFEE ISLAND , GREECE

Managed the day-to-day operations of the store, ensuring
efficiency and excellent customer service.
Led, trained and motivated team members to achieve business
objectives and maintain high performance.
Organised staff rotas and delegated daily responsibilities
effectively.
Monitored stock levels, placed orders and maintained supplier
relationships.
Managed cash handling procedures, daily reconciliation and
financial reporting.
Resolved customer enquiries and complaints professionally,
ensuring high levels of customer satisfaction.
Monitored sales performance and contributed to achieving
business targets.
Ensured high standards of cleanliness, health and safety, and
food hygiene. 
Supported recruitment, onboarding and training of new
employees. 
Worked under pressure while maintaining excellent
organisational and time management skills.
Built a positive and productive working environment through
effective leadership and communication.

2016- 2020

Kindergarten Teacher
PUBLIC KINDERGARTEN, KOROPI, GREECE

2013- 2016

Planned and delivered engaging educational activities.
Created a safe and organised learning environment.
Communicated effectively with parents and collegues.
Manage daily classroom routines and records.
Supported children’s learning and developmet.
Communicated effectively with parents, collegues and school
staff.
Adapted teaching methods to meet the individual needs  of
children.
Demonstrated excellent organisational, communication and
problem- solving skilks.

 INTERESTS

Business Skills
Health & Safety
Costumer Service
Leadership
Barista Training
Behaviour Management in
Early Years
Early Childhood Education
Workshops
Educational Psychology
Parenting Psychology
Development Psychology
Infant & Child Psychology
Classroom Management

 CERTIFICATIONS

Horse Riding
Reading
Cooking
Travelling
Volunteering

Identified vehicle damage and reported findings with accuracy
and attention to detail.
Assisted in meeting daily operational targets while maintaining
a high standard of accuracy.
Used company systems to update vehicle information and maintain
accurate records.



19 July 2026

 London

Yours faithfully,
Elefteria Alika

ELEFTERIA
ALIKA

2512827@student.uwtsd.ac.uk

Office Manager

Dear Hir ing Manager,

I  am wri t ing to apply for  the Off ice Manager posi t ion.  I  am interested in th is ro le
because I  enjoy working in a busy environment,  organis ing dai ly  tasks and
support ing a team. I  bel ieve my exper ience and ski l ls  make me a strong
candidate for  th is ro le.

I  am current ly working as a Manager at  Coffee Way Bistro in London. In th is ro le,
I  organise the dai ly  work,  support  the team, prepare staf f  bschedules,  speak wi th
customers,  order stock and make sure the business runs smoothly.  This job has
helped me improve my communicat ion,  organisat ion and problem- solv ing ski l ls .

Before th is,  I  worked as a Vehic le Inspector and Yard Operat ive at  Br i t ish Car
Auct ions (BCA),  where I  checked vehic le informat ion,  completed reports and
worked wi th di f ferent  departments to support  dai ly  operat ions.  I  a lso worked as a
Store Manager at  Coffee Is land, where I  developed leadership,  customer service
and organisat ion ski l ls .

I  am also studying for  a Cert i f icate of  Higher Educat ion in Business Ski l ls  for  the
Workplace at  the Universi ty of  Wales Tr in i ty Saint  David.  I  am always wi l l ing to
learn new ski l ls  and I  would l ike to cont inue my career in an of f ice environment.

Thank you for  taking the t ime to read my appl icat ion.  I  would be happy to discuss
my exper ience in an interv iew. I  look forward to hear ing f rom you.

Hiring Manager
Ctrl  Alt
London
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	Hiring Manager Ctrl Alt London
	Dear Hiring Manager,
	I am writing to apply for the Office Manager position. I am interested in this role because I enjoy working in a busy environment, organising daily tasks and supporting a team. I believe my experience and skills make me a strong candidate for this role.
	I am currently working as a Manager at Coffee Way Bistro in London. In this role, I organise the daily work, support the team, prepare staff bschedules, speak with customers, order stock and make sure the business runs smoothly. This job has helped me improve my communication, organisation and problem- solving skills.
	Before this, I worked as a Vehicle Inspector and Yard Operative at British Car Auctions (BCA), where I checked vehicle information, completed reports and worked with different departments to support daily operations. I also worked as a Store Manager at Coffee Island, where I developed leadership, customer service and organisation skills.
	I am also studying for a Certificate of Higher Education in Business Skills for the Workplace at the University of Wales Trinity Saint David. I am always willing to learn new skills and I would like to continue my career in an office environment.
	Thank you for taking the time to read my application. I would be happy to discuss my experience in an interview. I look forward to hearing from you.
	Yours faithfully, Elefteria Alika



