[image: A close-up of a letter

AI-generated content may be incorrect.]



[image: A close-up of a paper

AI-generated content may be incorrect.]





[image: A close-up of a document

AI-generated content may be incorrect.]

[image: A close-up of a white paper

AI-generated content may be incorrect.]





image1.jpeg
COVER LETTER

Igor Balaz

42 Ingot Close, Walsall, WS2 7DD

Phone: [+440123456789] | Email: [Your Email Address]
28-09-2025

Mrs Sandy Osman
School Business Manager
South Bersted CE Primary School

Dear Mrs Osman,
Re: Application for School Administration Assistant (Ref: SCHO01014)

My application is in response to the advertised post of School Administration Assistant at
South Bersted CE Primary School. Attached herewith is my CV.

| am an ambitious and well-organised person, undertaking a Certificate in Higher Education
in Business Skills for the Workplace at the University of Wales Trinity Saint David. My
coursework in Enterprise and Entrepreneurship has helped me develop high-quality
administrative skills, including creating detailed business plans, conducting market research,
and honing professional presentation skills. My IT skills are also strong, particularly in
utilizing Microsoft Office, which is a requirement for this position.

Handling multiple deadlines and prioritizing workloads have been part of my course, which
has demonstrated that | can work under pressure and make informed decisions. The
practical examination included creating a 1,500-word business plan and delivering a 10-
minute pitch in front of a panel, which allowed me to improve my organisational and
communication skills.

What is especially attractive to me about this job is that | can help a community of schools
run smoothly, coordinating extracurricular events, maintaining attendance, and offering
clerical services. | have prior UK work experience, where | have consistently demonstrated
reliability and professionalism in my conduct. My adaptable nature will align well with the
demands of booking school trips and visits.

| am an open-minded person who is flexible and a team player. | will be able to meet and
greet visitors professionally, as well as offer friendly assistance to children, parents,
guardians, and staff. My full UK driving licence is in place, and | will be available to
commence employment on 3rd November 2025. | am committed to promoting the values of
safeguarding at South Bersted CE Primary School.

1 hope to see you in the nursing field. | would be happy to discuss my contribution to your
friendly school team, and | would appreciate hearing from you.

Yours sincerely,

Igor Balaz
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JOB DESCRIPTION

School Administration Assistant - South Bersted CE Primary School

About Us

We require a self-motivated, flexible, adaptable, and well-organised individual to join our
friendly school team, commencing on or before 3rd November 2025. Responsibilities will
include making school visits and school trips, arranging extracurricular activities, providing
regular clerical services, answering telephones, receiving messages, and greeting all
visitors.

Job Details

. Salary: WS04 (SCP 5-6), starting at a salary of £25,583 pro rata (13.26/hour).
Actual salary £13,104

= Contract Type: Permanent

3 Work Schedule: Monday- Friday, 8.30 am-1.00 pm.
= Places: South Bersted CE Primary School.

a Monday 13th October 2025: Interviews.

What You Need to Succeed
To succeed in this position, you will be required to exhibit the following skills:

. Adaptable and adaptive way.

. Team working and communication skills.

. Be able to perform under pressure, prioritise, and exercise your own initiative.
. Excellent IT skills (must know how to use Microsoft Office)

. The capacity to sympathise with the children, parents, and guardians.

How to Apply

To apply to this position, download the job description and application form below. Fill the
application form and make sure to describe your motives to use and define what skills and
experience you can offer to the position (you can read the list of key skills in the job
description). Please send this back to the School Business Manager, Mrs. Sandy Osman,

once you have finished., sbm@southbersted.co.uk
Job Reference: SCHO01014
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Igor Balaz

42 Ingot Close, Walsall, WS2 7DD

Phone: [Your Phone Number] | Email: [Your Email Address]
Full UK Driving Licence (Categories A, B, C, D, BE, CE, DE)

PERSONAL PROFILE

A competent and structured person who has past UK work experience and is now building
on business and administrative skills with a Certificate in Higher Education at the University
of Wales Trinity Saint David. Has good IT skills, good communication skills, as evidenced by
professional pitch presentations, and a flexible attitude towards work. Trying to serve a
school community, offer practical administrative assistance, and not disorganise it.

EDUCATION

University of Wales Trinity Saint David
Certificate in Higher Education - Business Skills for the Workplace | Expected 2026

Relevant Module: Enterprise and Entrepreneurship

. Worked on advanced business planning skills such as market research, financial
forecasting, and competitor analysis.

. Wrote 1,500-word professional business plan and presented a 10-minute pitch to the
assessment panel.

. Developed experience in organisational planning and record-keeping as well as

professional communication.

WORK EXPERIENCE
Previous UK Employment | 2022-2023

. Acquired invaluable experience in the UK with a proven professional reliability.

. Grew up with a good work ethic, time management, and working with a team.

e Professionally managed workload.

. Proven skill to be a deadline worker.

SKILLS

. Administrative Support: Business planning, Database, record keeping, and visitor
management.

= IT Proficiency: Professional documentation of Microsoft Office Suite (Word, Excel,
PowerPoint).

. Communication: Voice delivery on the professional level, writing of reports, working

in a team, and presentation.
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. Organisation: Priorities in the workload, time management, attention to detail, and
planning of the project.

. Initiative: The autonomy of research (160 or more hours), critical thinking, and
flexibility.
REFERENCES

Auvailable upon request





