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Cover Letter  
 

Carina Mircea 

+44 7903 481 227   carina.mircea@email.co.uk    London, UK         

 7th June 2026   The Hiring Manager 

Office Angels (on behalf of their client)     Victoria, London 

Application for Office Administrator – Victoria 

Dear Hiring Manager, 

I am applying for the position of Office Administrator advertised on Reed.co.uk via Office 

Angels (Ref: 56839412) in Victoria. I am now studying for a Certificate of Higher Education 

Business Skills for the Workplace at the University of Wales Trinity Saint David and am 

looking for a full-time role working in an office environment which is challenging yet varied. 

The duties outlined in this job description are like those I have had in my various roles. I have 

co-ordinated contractors' visits at Novotel London Centre on a regular basis, monitored and 

responded to the General enquiries Inbox, took formal minutes for operations briefings and 

processed invoice payments in conjunction with the accounts team and maintained detailed 

compliance records. These skills correspond directly to the key responsibilities listed in your 

job description such as keeping compliance schedules, initiating purchase orders in SAGE, 

invoice processing and handling utility and contractor correspondence. 

My current position at Primark has further developed my skill set in ensuring accurate records 

are kept within a fast-paced system, communication between teams and administrative 

support for management. I am bilingual, in English and Romanian, which has enabled me to 

communicate well with a variety of clients and colleagues. I have a high degree of self-

efficacy in using Microsoft Office applications and can learn new software easily. 

I would be happy to be of service and to help make your place of work a positive and 

productive one and would be happy to be of service to both your Property Department and 

Accounts Departments. I have attached the CV for your review and would like to discuss my 

application with you in greater detail. Thank you for your time it. 

Yours faithfully, Carina Mircea 

mailto:carina.mircea@email.co.uk
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