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Job description:
Job Title: Administrative Officer 
Company: Triple A Administration (TAA)
Location:  National / Hybrid 
Contract Type: Full time, Permanent.
Salary: £25, 800 – £29,500 per annum.
About the company: 
Triple A Administration is a company that at its centre looks to develop the skills of individuals that have all types of administrative backgrounds, from Novices to near professionals. We believe The Administration Officer plays a vital role in keeping an organisation running smoothly by managing day-to-day administrative operations. They are responsible for coordinating office activities, maintaining accurate records, handling correspondence, scheduling meetings, ensuring that resources are used efficiently and being the first port of call for any customer queries whether that be by email or on the phones via our contact centre.
In short, an Administration Officer ensures that behind every successful project or service, the operational and administrative foundations are solid, efficient, and well-managed.
In this frontline customer service role, you'll be handling inbound and outbound calls, assisting customers, and providing vital administrative support where it’s needed most.
You will also have the opportunity to enrol onto our Level 3 Apprenticeship Programme, which is a fantastic way to earn whilst you learn and gain a formal qualification as part of your day-to-day role.  
Key responsibilities, essential skills and requirements: 
· Answering inbound calls and making outbound calls to assist customers.
· Managing casework and data processing using various IT systems.
· Occasionally engaging with customers face-to-face when required.
· Adapting to urgent tasks, which may involve traveling at short notice.
· Communicating effectively and working independently in a dynamic environment.
· Communication skills both written and verbal
· The ability to work well in a team and on your own initiative.
· Time management and the ability to work to a deadline when required. 
Kick-start your career with full training and support, no previous experience is required. All we ask if that you bring your enthusiasm, a helpful attitude, and a willingness to learn. From day one, you’ll be part of a friendly and supportive team that’s invested in helping you grow and reach your full potential.
You can find out more about what it’s like working for Triple A Adminsistration on our website at www.tripleAadminsitration.co.uk  
Question and answer session:
We will be hosting a virtual event where you can find out more about the application process and what it is like to work in TAA
This will take place on Tuesday 7th July at 2:00pm.  Please visit Surge and Rapid Response Team Recruitment Campaign Q&A to book your place www.tripleAadministrationQ&Asessions.co.uk  




















Cover letter:
Contact details:
Johnny Dyer
12 Redwood Close 
St. Mellons 
Cardiff
CF3 0BX
Email Address: johnnydyer84@yahoo.com
Phone Number: 07399 297312

Hiring Manager 
Triple A Administration (TAA) 
01 July 2026

Dear Recruitment Team,
I am a confident, punctual individual with 15 years’ experience working in a busy, fast paced Human resources and general administration office environment. I have worked in many different departments across the civil service, as well as the private sector, having gained extensive experience, I have a good knowledge of a number of I.T systems such as Microsoft outlook, teams, word and Excel, gaining great I.T skills and am very confident using various computer systems.

I am very organised, able to work autonomously and confident in making effective decisions and in many ways, most notably in my day to day job on a central recruitment and registry team where I was responsible for the management of multiple outlook profiles. Responsible for prioritising each of the three profiles in order to meet the targets required each day at the request of my managers given to me each morning at the start of each week. Emails would come into each of my profiles with requests that needed action from both internal and external customers such as employees and managers. I would keep constant contact with them via email and telephone making sure my communication in regards to each task was clear and concise in order to make sure what was needed was actioned accurately and within the allotted time frame, enabling me to priortise my workload and manage my diary effectively.
I was responsible for the hiring and recruiting of temporary staff, recording of payments made and purchase orders created for new employees. I would allocate each member of staff a purchase order number when employed and create a spreadsheet with individual tabs for each staff member to make a record of any payments we made to each staff member during their period of employment. Occasions would arise where a payment would be disputed and I would be able to check my records and accurately identify what payments were made, the exact amount and dates paid by checking my records. At the end of each financial year I would send these records to the central finance team and my manager so they could make accurate records of spend within each financial year.

I am adaptable to change and have demonstrated this by working on many different profiles within different directorates over my career, working in multicultural teams, learning to be flexible in changing the way I adapt to different work environments and procedures to meet the expectations needed by different managers on different teams when requested and moved around from team to team during my time on the central registry section in companies house. I have experience in being ‘bold’ being able to challenge as there were times in many of my different roles when I would be asked to help on other teams whilst working on my own team that needed to take priority. I would advise the manager of this to let them know how my time could better be used in order to help the business.















C.V:
John Dyer
12 Redwood Close, St Mellons, Cardiff, CF3 0BX
Johnnydyer84@yahoo.com – 07399297312
The main things that I have to offer a prospective employer are a responsible attitude and the willingness to watch, listen and learn to ensure that I will become a valued employee. I can pick up the exact skills needed for the job quickly and could fit into your existing workforce quite easily after training. I am an excellent timekeeper who can adapt to any changes in duties and who possesses excellent communication and interpersonal skills.
Skills and Qualities
1) Excellent communication and interpersonal skills
2) Experience working in a busy call centre environment
3) Experience of working in line with company policies and procedures
4) Computer literate/administration skill set
5) Excellent analytical skills and able to think critically
6) Able to work individually or as part of a team
7) Willing to undergo training if required
8) Experience of working in line with Health and Safety guidelines
Employment Experience
2017 – 2023: Admiral, Cardiff Customer Advisor
1) Speaking to inbound customer phone calls, answering any queries customer ask regarding their accounts
2) Accessing the database, updating personal records and policies
3) Adding new drivers to policies, ensuring to uploading the required information
4) Following Data Protection procedures, ensuring no personal information is misplaced
2008 – 2013: Companies House, Cardiff Admin Officer
1) General administration duties, using a computer to create documents
2) Creating and organising purchase orders for stationary items
3) Responsible for hiring of temporary and permanent staff members, ensuring the candidates are suitable for the roles
4) Uploading spreadsheets onto the records database
5) Following Data Protection procedures, ensuring no personal information is misplaced
Education and Training
2000 – 2003: St David College, Cardiff
1) Completed BTEC First Diploma – Merit and BTEC National – Merit
1995 – 2000: Corpus Christi High School, Cardiff
1) Completed Maths GCSE (grade B), English GCSE (grade B) and GNVQ (Merit)
References Available on Request
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