Job Title: Office Manager
Location: Lydney 
Department: Office
Employment Type: Full-Time. Office/hybrid
Salary: 30,000 annually

About Us:
Mailing Group is a dynamic and innovative company that values creativity, collaboration, and growth. We are seeking a dedicated and experienced office Manager to join our team. As Manager, you will be responsible for ensuring the smooth day-to-day operations of the site office, supporting key administrative functions, and creating a positive, efficient workspace. This role is suited to a skilled professional with extensive experience in management, particularly in mailing distribution.

Key Responsibilities:
· Lead, coach, and develop a team.
· Manage day-to-day operations, ensuring smooth and efficient workflows.
· Set clear goals and objectives for the team, providing guidance and support to meet targets.
· Oversee project execution, timelines, and deliverables.
· Provide administrative support to senior management, handling calendars, coordinating meetings, and assisting with document preparation as required.
· Ensure a positive and productive work environment
· Monitor team performance and provide regular feedback to ensure continuous improvement.
· Manage budgets, resources, and other departmental metrics.
· Resolve any issues or conflicts in a timely and professional manner.

Qualifications:
· Minimum of 5 years of experience as an Office Manager or in a similar role, 
· Exceptional organizational and multitasking abilities with a strong attention to detail.
· Excellent interpersonal and communication skills, with the ability to build rapport with staff, and senior management.
· Experience with managing budgets, processing invoices, and ensuring cost efficiency within an office environment.
· Proven experience in managing or supervising a team, with the ability to motivate and develop others.
· Strong leadership and problem-solving skills
· Ability to adapt to changing business needs and priorities.

Why Join Us?
· Opportunity for career growth and professional development.
· Collaborative, supportive, and innovative work environment.
· Benefit our pension contract 
· 28 days annual leave (including Banks Holiday)
· Private health insurances 
· Additional payments 

How to Apply:
If you are ready to take the next step in your career and make a significant impact with a forward-thinking company, we encourage you to apply! Please submit your CV and a cover letter outlining your qualifications and experience to office.recruitment@gmail.com



Cover Letter 
Maria Moraru
Lydney, Gloucestershire 
2409965@student.uwtsd.ac.uk
07400000001
Hiring Manager
Mailing Group
Mallard Way 90  
Lydney 

Dear Hiring Manager,
I am excited to apply for the Office Manager position at Mailing Group. With over 5 years of experience in office management, I collaborate with companies from south England as councils, energy suppliers, insurances, and many more. I bring a proven record of achievement of leading teams, optimizing workflows, and fostering productive work environments. I am eager to contribute my skills to your dynamic and innovative team.
In my previous role as Manager at Latcham, I successfully led and developed teams, improve training programs, increase the productivity by 20%, on the daily operation I am designing efficient workflows that improve task completion times, I can managed budgets and resources to achieve cost efficiency, saving 15% annually without compromising quality. Coordinated cross departments projects, ensuring timely execution and alignment with organization goals.
With my qualification in business administration and management plus the experiences I have achieve over the years my communication, leadership, problem-solving abilities, and organization aligning perfectly with the responsibilities outlined for the Office Manager role at Mailing Group. I am particularly drawn to your emphasis on creativity, collaboration, and growth, as I succeed in environments that encourage innovation and teamwork.
I am passionate about creating positive and efficient workspaces where teams can excel. I am confident that my leadership abilities, combined with my dedication to continuous improvement, will make a significant impact at Mailing Group.
Sincerely,
Maria Moraru


Maria Moraru
Address: Lydney, Gloucestershire
Email: 2409965@student.uwtsd.ac.uk / Telephone: 07400000001

Personal statement 
Experienced Office Manager with over 5 years of success in overseeing administrative operations, managing teams, excellent communication and fostering positive work environments. Skilled in optimizing workflows, managing budgets, and driving team performance to meet organizational goals. Passionate about creating efficient and collaborative workplaces, with a strong background in mailing distribution and planning.
Employment history:
01/2020- present 
Latcham
Office Manager 
· Led and developed a team of 20 members, fostering collaboration and achieving departmental targets consistently.
· Managed day-to-day operations, ensuring efficiency in workflows.
· Set clear goals for team performance, providing guidance and feedback to drive continuous improvement.
· Communicate with the customers and provide valuable feedback.
· Supported senior management with scheduling, meeting coordination, and document preparation.
· Monitored budgets, processed invoices, and implemented cost-saving measures to improve financial efficiency.
· Resolved workplace conflicts and operational challenges, ensuring a productive work environment.

05/2018- 01/2020
Administrative supervisor
Latcham
· Supervised a team in a fast-paced mailing distribution environment, ensuring operational excellence and timely project delivery.
· Monitored team performance and provided training to address skill gaps, enhancing overall productivity.
· Keep record of wages, time framing.

Education 
10/2016-06/2018
Degree in business management/ University 
10/2015- 06/2016
NVQ Level 4 in office administration / course
Skills 
· Organisation
· Time Management
· Communication
·  Leadership
· Problem-Solving
· Proficiency in Office Management Software: 
· HR Knowledge: 
· Financial Management

