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Cover Letter




Dear Dream Housing Solution,

As a dynamic  professional who thrives on delivering harmony and efficiency into daily activities I am excited by submitting my application to Dream Housing Solution. With over eight years of experience in dealing with customers I can offer the company a combination of skills to achieve positive outcomes to the challenges of the available Administrative Assistant role in your company. During my previous employments I have developed admirable skills in:
· Communication
· Time Management
· Dealing with difficult clients
· Emotional Intelligence
· Understanding Semiotics
· Time Management
These recent years have been quite a journey as people´s lifestyle demands have been changing. My education and experience lend well to the administrative assistant position you advertised at Indeed. Thank you for taking the time to read my letter. 
I look forward to the possibility of speaking with you in person about my qualifications and what you have in mind for your hire.

Faithfully,

Luciana Di Napoli





 









 


Curriculum Vitae



Luciana Di Napoli

Sutton Coldfield- Birmingham
+44 7784994175
lunapoli@hotmail.com

	

Personal Profile


I am a professional with good communication skills and enjoy teamwork but can be self-sufficient, resilient, and organised.  I am careful with the details in activities I undertake.


Academic background

· Cert. H.E. Skills for the work place – University of Wales Trinity Saint David- pending  November 2020
· Neuro-linguistic programming course- 2014- Gestalt Institut- Barcelona- Spain 
· Educational Institutions – Gastronomy Course.  Anhembi Morumbi University- Sao Paulo, Brazil- finished on 2007
· Photography Certificate  – Istituto Europeo di Design Milán, Italy-  finished on 2004.

Work Experience
Administrative office 2007-2015			Movement – Barcelona- Spain
· Customer support - patiently listening and answering customer questions and supporting them with information about the service
· Claims – resolving disputes through e-mail and resolving accounts to ensure customer satisfaction and accurate records. 	
· Contract review - analysing temporary workers contracts and managing assessing the jobrole and work history for potential permanent work.
· Working with different internal Operational Systems and managing many sorts of information

2007-2016- private Spanish classes                         Private teacher- Barcelona

2013-2014- sewing sections                                     Escola Bressol Diagonal Mar ( public nursery school)
This recent builded school needed some help to increase the children´s appliances                               

Assistant photographer 2005-2007                   Thomas Kremmer Studio- Sao Paulo- Brazil 
A photographic section requires a preparation such as props availability and lightning placement. Furthermore, predicting events are important to save time. A general studio organization is a smart way to optimize the routine.

2000-2004- assistant photographer		            Studio Agnus- Milan- Italy 
A photographic section requires a preparation such as props availability and lightning placement. Furthermore, predicting events are important to save time. A general studio organization is a smart way to optimize the routine.


1999 - 2000 – women´s clothing department     	 Chocolate Store- Sao Paulo- Brazil	

During the period 2016 - 2019 I had family care commitments, therefore I was unable to participate in employment

Languages
Portuguese and Spanish- native speaker
English and Italian- advanced
Informatics: advanced knowledge PC and Mac





















Job Description



Administrative Assistant
Dream Housing Solution LTD - Birmingham
£11,935 - £28,667 a year - Part-time, Contract, Permanent

Job Description Your tasks will include, but not be limited to: · Housing Benefit Claims· Photocopying· Scanning· Data Input· Filing· Risk Assessments· Day to Day Email and Telephone Correspondence· Liaising with External Agencies· Liaising with Management and Support Staff· Handling Utility Bills· Starter Packs with New Tenants· Update and Organisation of Tenant Folders. The suitable candidate will: · Have Excellent Communication Skills· Have Strong Verbal and Written English· Be Proficient in the use Of Excel, Word and other IT Applications· Have Excellent Time Management Skills and the ability to prioritise work· Have Strong Administrative Skills· Have Experience in working within the Housing Sector or with Vulnerable Adults· Show Initiative and Enthusiasm· Have Good Timekeeping .
Reference ID: admin234
Part-time hours: 24 per week
Job Types: Part-time, Contract, Permanent
Salary: £11,935.00-£28,667.00 per year
Benefits:
· Flexible schedule
Schedule:
· 8 hour shift
· Monday to Friday
Experience:
· data entry: 1 year (Preferred)
· Administration: 1 year (Preferred)
· Administrative Assistant: 1 year (Preferred)
Education:
· A-Level or equivalent (Preferred)
Administrative Duties:
· Scheduling
· Carrying out requests from management as needed
· Maintaining stock and ordering supplies
· Answering emails and sorting post
· Answering phone calls and transferring them as necessary
· Managing website functions and social media
· Greeting and welcoming visitors
Financial Duties:
· Expense reports
· Processing payments
· Billing
Work remotely:
· No
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