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[bookmark: _Toc242405242]Selected Job Advertisement
Position: Office Manager/Business Support Coordinator
Organisation: Amey Ltd
On the street in Manchester, M1.
Address for the role as mentioned in the job description: Cardiff
Employment Type: Permanent 
[image: ]
Amey's website states it is a provider of "full life-cycle engineering, operations and decommissioning solutions for transport infrastructure and complex facilities. Safety, insight and collaboration are important values highlighted by the organisation.
[bookmark: _GoBack]This position is advertised as an Office Manager/Business Support Coordinator in the Consulting team, on a permanent basis. The primary role of the position is to provide business support to the Wales consulting and engineering business, according to the advertisement. Duties encompass office administration, financial matters, facilities, travel arrangements and general business support (Semlali and Beloucif, 2026). The successful applicant will also be responsible for maintaining a professional and well-managed office environment, providing support to project teams and management with financial controls, invoicing and reporting.
I have chosen this role as it is a good career path for me in the future. Currently studying Business Skills for the Workplace and transferable skills of communication, team working, organisation and time management. Although I do not currently have formal employment experience, the position demonstrates the professional level that I would like to work towards as I gain experience and develop my knowledge of business administration, coordination and management.


[bookmark: _Toc242405243]Cover Letter
[bookmark: _Hlk242406046]Elisa Plesca
Birmingham
07778659170 
Dear Hiring Manager,
Re: Office Manager/Business Support Coordinator
I am writing to inform you that I am interested in the role of the Office Manager/Business Support Coordinator at Amey Ltd. I am currently working towards my Cert HE in Business Skills for the Workplace at the University of Wales Trinity Saint David. I wish to pursue a professional career in business administration, co-ordination and organisational support and feel this would be a great opportunity to apply and enhance skills learnt in my studies.
The duties of the job are very similar to what I am doing right now and what I am interested in doing. I have been quite fortunate to have mastered some skills from my studies such as communicating, working in teams, communicating in organisations, time management and knowing what is expected at an organisation's work place. I know I will be able to handle various responsibilities, give directions and keep deadlines. The experiences have also helped to build an awareness of the need to plan efficiently, prioritise tasks and ensure accuracy which would support office administration and co-ordinating business operations.
Also, I like to work with others. I have been able to develop the ability to listen, think in other people's perspective and contribute positively to the completion of a shared task through university activities. This is especially of interest to me as collaboration is one of Amey's core values, along with safety and insight.
[bookmark: _Toc242405244]I am aware of what my accountant is supposed to be doing, planning to do and issues related to financial procedures, I understand what amounts to invoices, what is in reports and what is dedicated to facility maintenance and what is for doing picturesque things. Right where I am at, I have a way to go before I do them well. I am also very eager to learn, embrace advice and open to training to build my knowledge and strengths.
I have no professional background but, working with Amey, would be reliable, enthusiastic, organised and positive. I am looking forward to continuous professional learning and having a say in the consulting team, whilst gaining insight into the duties of a business support and office coordinator. I thank you for thinking about me applying for the position and will be happy if you call me to discuss my eligibility to apply.
Yours faithfully,
Elisa Plesca
[bookmark: _Toc242405245]Curriculum Vitae
[bookmark: _Toc242405246]Elisa Plesca
Location: Birmingham
Telephone: 07778659170 
[bookmark: _Toc242405247]Personal Profile
Business Skills for the Workplace student studying at the University of Wales Trinity Saint David, with a positive attitude, reliable and organised. I wish to pursue a career in the field of business administration, office co-ordination and organizational support. The University course and classroom experience has given me good base in team work, communication, organisation and time management. I will learn new systems and procedures, I will be open to feedback and can work well with others. I would like to find one opportunity to get some hands-on experience, and to be able to do something good for a professional organisation.
[bookmark: _Toc242405248]Education
University of Wales Trinity Saint David
This Certificate in Higher Education course is designed to equip students with the business skills necessary for their workplace setting.
Current study
My programme is enabling me to build knowledge and skills for use in the workplace that will help me to be effective in my career.
[bookmark: _Toc242405249]Key Skills
Organisation and Time Management
Can coordinate activities, arrange assignments and priorities tasks well.
Communication
Clearly express ideas to lecturer and fellow students, and actively engage in discussions and group work (Lundgren and Poell, 2023).
Teamwork and Collaboration
Easy to join in with others in shared activities and to listen to others and collaborate to achieve shared goals.
Reliability
To perform the tasks correctly and attentively to instructions (Brazier et al., 2024).
Willingness to Learn
Wants to acquire new skills & abilities within their job role and seeks out training, guidance and constructive feedback.
Adaptability
Is adaptable and pro-active in learning opportunity.
Experience
I am developing the employability skills and professional knowledge in the context of Higher and Classroom education. I have never worked in a formal job but as part of my studies I work independently, collaborate with others, communicate, organise and meet deadlines, and am responsible for completing work tasks.
Languages
Romanian: Native
English: Good level of working fluency
References
Available on request.


[bookmark: _Toc242405250]Mock Interview Preparation
1. Tell me about yourself.
I am currently studying for a Higher Education Business Skills for the Workplace Certificate at the University of Wales Trinity Saint David. My course has helped me gain communication skills, team working and skills in organisation and time management. I am now interested in developing these skills in the professional business environment. I am especially interested in Administration and Business Support, as I like to be organised and working with people. I am in the early stages of my career, but I am reliable, I am ready to learn and I am on a road to grow.
2. How will you improve Amey?
I am interested in Amey because they work in engineering, infrastructure and complex facilities, and as such, they have a need for effective business support to help them succeed in their projects. I also wanted to see the values that were stated in the advert – safety, insight and collaboration. The collaboration is specifically related to one of my strengths and is the thing that I like the most about working with others. I want to join a company that allows me to grow my career and be part of a team.
3. Why do you want to apply for this position?
The role is of interest to me as I am interested in a diverse range of areas within business support such as administration, coordination, financial processes, reporting and supporting project teams. It gives me a wide exposure in the profession, rather than being limited to doing just one administrative job. My current course has provided me with an underpinning of the skills required in the workplace and I would like to further develop these through work experience.
4. What is your greatest strength?
I feel that my strengths are Organisation, Team Work, Communication and my willingness to learn. For instance, when I am at university I have to work on a deadline and do various things, which means that I have to be good at time management (Aithal, 2026). I also engage in activities with other students where communication and cooperation are needed. I think these qualities would assist me to effectively support people and accomplish administrative tasks consistently.
5. No prior work experience. Why come to us for employment?
I know I am just starting my professional career, but think I have some good transferable skills, commitment and willingness to learn. The learning I have done has helped me to have organisation, communication and teamwork skills. I would be trained seriously, would ask questions of the right nature and would try to get a quick understanding of Amey's systems and procedures. In my opinion, especially when starting a new career, the attitude and reliability and willingness to grow would be most pertinent.
6. In what area do you need to grow?
I would like to build up my skills in financial administration including invoicing, reporting and financial controls as these are stated in the advert. I have not yet had work experience in doing these activities. But to me, this is an opportunity for growth. I would acquire the knowledge from training, competently trained colleagues and company procedures to be confident and accurate in these duties.
7. What are your plans for the next five years?
I would like to have established good business administration and coordination skills and advanced to a more responsible role in 5 years. My first priority would be to get the role and get it right and be confident in it. I would like to develop my career within business support, operations or management in the longer term.
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Fulljob description

Amey are aleading provider of fullife-cycle engineering, operations and decarbonisation solutions,
fortransport infrastructure and complex facilties. Working for us, you'lbe delivering sustainable
infrastructure solutions that enhance life and protect our shared future

Our people are driven by a set of strong values, based on safety, insight and collaboration.
‘The Opportunity

We have fantastic opportunity for a permanent Office Manager/Buisness Support Coordinator to
join our Consulting team in Cardiff.

The role

The main purpose of the role s to provide comprehensive business support services to the Wales.
consulting and engineering business, ensuring the efficient operation of office administration,
financial processes, facities management, travel coordination, and business support activities. The.
role i responsible for supporting project teams and management in maintaining robust financial
controls, delivering timely invoicing and reporting, and ensuring  professional and well-managed
office environment.




