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Dear Hiring  Manager 
I am writing to express my strong interest in the office administrator position within your administration department. With over three years of hands-on experience in administrative roles based in Bristol, I am confident that my skills, work ethic, and proactive approach make me an excellent fit for this opportunity.
In my current role at Meridian Solutions Ltd. I have developed a thorough understanding of what it takes to keep an office running smoothly and efficiently. I manage filing systems and internal documents, handle all incoming calls and emails, coordinate meetings and team calendars, and prepare daily reports and correspondence. I also liaise with suppliers and oversee office supply management to ensure operations are never disrupted. These responsibilities align closely with those outlined in your job description. I am well prepared to step into this role with confidence.
Before this, I worked as an administrative assistant at Greenfield Recruitment, where I gained valuable experience supporting multiple departments in a fast-paced environment. This role strengthened my ability to prioritize competing tasks, manage high volumes of communication, and maintain accuracy under pressure- all skills I continue to apply every day.
I take pride in my attention to detail, my professional manner with colleagues and visitors alike, and my commitment to maintaining confidentiality and adhering to internal procedures. I am equally comfortable working independently and as part of a wider team, and I always bring a positive, problem solving attitude to my work.

I am excited by the opportunity to contribute to your team and would welcome the chance to discuss my application further. Thank you for your time.

Kind regards
Marlena Nowakowska 

	
	
	  

Marlena Nowakowska

Experience 
     Office Administrator
     Meridian Solutions Ltd, Bristol
· Managed and maintained filing systems, both digital and physical, ensuring documents were accurate, up to date, and easily accessible.
· Handled all incoming calls and emails, directing enquiries to the appropriate departments promptly and professionally.
· Organised and coordinated meetings, appointments, and team calendars for a team of 15+ staff members.
· Prepared reports, correspondence, and internal administrative documents to a high standard.
· Coordinated with suppliers, monitored stock levels, and managed office supply orders to ensure uninterrupted operations.
· Welcomed and assisted visitors, ensuring a professional and positive front-of-office experience.
· Supported compliance with internal procedures and maintained strict confidentiality of sensitive information.

Administrative Assistant
Greenfield Recruitment, Bristol | September 2020 – May 2022
· Provided general administrative support across departments, including data entry, document management, and scheduling. Assisted with the preparation of client-facing reports and correspondence.
· Managed office supply inventory and liaised with external vendors.
· Handled a high volume of inbound calls and emails in a fast-paced environment.
· Supported senior staff with diary management and meeting coordination
Skills
· Strong organisational and time-management abilities
· Professional written and verbal communication
· High attention to detail and accuracy in document handling
· Proficient in Microsoft Office Suite (Word, Excel, Outlook, Teams)
· Experience with data management and digital filing systems
· Ability to prioritise and manage multiple tasks in a fast-paced environment
· Confident working independently and collaboratively within a team
· Positive, proactive approach with a strong problem solving minds
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	Education 
BTEC Level 3 Extended Diploma in Business Administration
City of Bristol College | Graduated 2020
GCSEs – 8 subjects including English and Maths (Grades A–C)
Redland High School, Bristol | 2018
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