Finance Admin Assistant – Crown Holdings Inc. 
Job Description: 
This role offers a dynamic opportunity to support both UK and US sites through a variety of administrative and finance related tasks. This role is ideal for someone with strong organisational skills and a collaborative mindset. We are looking for someone to join us on a part time basis, working 25 hours per week, Monday to Friday. 
Main Responsibilities: 
Data inputting of purchase orders for both Wantage and Chicago sites, and dealing with any inputting queries 
Raising customer invoices and credit control 
Maintenance of CT supplier and customer address books
Provide cover for travel/car hire bookings 
Scanning & filing of delivery documentation Coordinating meetings, visitors and catering requests 
Providing EV charging support Ad hoc duties as required 
Required education, qualifications and experience:
English and Maths GCSE or equivalent 
At least 3 years’ experience of office administrative duties
Required skills and competencies: 
Competent with Microsoft Office applications 
Excellent communication skills, attention to detail, organisation skills and a strong team player Ability to multi-task and work to deadlines 
Flexible and positive attitude 
Beneficial education, experience and skills 
Experience working within a Finance team 
Experience using accountancy software


Martha Andrade Souza 
To Crown Holding Inc.
22nd March 2026

Dear Hiring Manager,
I am writing to apply for the Finance & Administrative Assistant position advertised on LinkedIn. With over 10 years of experience in finance and administrative roles, along with recent supervisory experience in the UK, I bring a strong blend of organizational, financial, and people – management skills.
My background includes accounts payable/receivable, invoicing, credit control, purchase order processing, and maintaining accurate financial records. In my roles at Meyer Group and Miramar Empreendimentos Imobiliarios, I supported audits, managed documentation, coordinated office operations, and ensured smooth financial workflows.
Since 2019, I have also worked as a cleaner supervisor, where I coordinate staff, manage schedules, maintain compliance standards, and handle reporting and administrative tasks. This role strengthened my leadership, communication, and multitasking abilities – skills that transfer directly into a finance and administrative environment.
I am confident that my attention to detail, strong organization, and positive, proactive attitude would make me a valuable addition to your team. I would welcome the opportunity to contribute to Crown Holding Inc. and support the continued success of your organization.
Thank you for considering my application. I look forward to the opportunity to discuss how my experience aligns with your needs.

Your sincerely,
Martha Andrade Souza




Martha Andrade Souza
High Wycombe, Buckinghamshire
Email: martha1581@hotmail.com
LinkedIn: www.linkedin.com/in/martha-andrade-de-souza

Profile
Reliable and detail‑driven Finance & Administrative Assistant with strong experience in accounts payable/receivable, invoicing, credit control, purchase order processing, and financial documentation. Skilled at maintaining accurate records, supporting audits, and ensuring smooth financial operations. Recognised for excellent communication, strong organisation, and the ability to multitask effectively under pressure. Brings a flexible, positive attitude and a collaborative approach. Bilingual in Portuguese and English.

Skills
· Excellent communication skills
· Strong attention to detail
· Highly organised and methodical
· Ability to multitask and work to deadlines
· Flexible and positive attitude
· Strong team player
· Problem‑solving and initiative
· Confidentiality and professionalism

Professional Experience
Cleaner Supervisor – Danfo LTD, UK
2019 – Present
· Supervise and coordinate a team of cleaners, ensuring high standards of hygiene, safety, and compliance across all assigned areas.
· Plan daily workloads, allocate tasks, and monitor performance to maintain efficiency and quality.
· Train new staff on cleaning procedures, equipment use, and health & safety regulations.
· Conduct regular inspections, identify areas for improvement, and implement corrective actions.
· Maintain accurate records of cleaning schedules, stock levels, and equipment usage.
· Liaise with management, contractors, and site staff to ensure smooth operations and timely issue resolution.
· Support administrative tasks such as rota planning, reporting, and documentation.
· Provide excellent customer service and respond promptly to requests or concerns.

Meyer Group – Santos, Brazil
Administrative & Finance Assistant 2011–2018
· Processed accounts payable and receivable, ensuring accurate and timely payment handling.
· Raised customer invoices and managed billing documentation for medical and occupational health services.
· Conducted credit control, contacting clients regarding overdue invoices and arranging payment dates.
· Supported monthly payroll processing with accuracy, confidentiality, and compliance.
· Managed purchase order data input, resolving inputting queries for multiple sites.
· Maintained supplier and customer address books, ensuring up‑to‑date financial records.
· Handled payment agreements, financial documentation, and contract‑related administration.
· Supported internal audits through organised record‑keeping and document preparation.
· Scanned, filed, and organised delivery documentation to support logistics and compliance.
· Coordinated meetings, visitors, and catering requests, ensuring smooth daily operations.
· Provided cover for travel and car hire bookings.

· Supported EV charging processes and general office operations.
· Supported general office operations.
· Delivered a range of ad hoc administrative duties to assist the wider team.

Miramar Empreendimentos Imobiliários – Santos, Brazil
Administrative & Finance Assistant 2005–2011
· Managed accounts payable and receivable, ensuring accurate processing of financial transactions.
· Raised customer invoices and supported credit control activities.
· Assisted with purchase order processing, data input, and resolving discrepancies.
· Maintained supplier and customer financial records with accuracy and attention to detail.
· Supported financial documentation, contract administration, and audit preparation.
· Managed document control, including scanning, filing, and organising operational and financial records.
· Coordinated meetings, visitors, and office logistics.
· Provided support with general administrative tasks.
· Provided support with travel arrangements and general administrative tasks.
· Completed a variety of ad hoc duties to support management and operational teams.



Education
Diploma in Law – Level 3
Sep2025 – in progress
South London College – London, UK
CertHE Business in Workplace 
Jun 2025- Apr 2026
University of Wales Trinity St Davis – London, UK
Bachelor of Law 
Feb 2003 – Dec 2008
Equivalent to a UK undergraduate degree (Level 6)
University Mont Serrat – Sao Paulo, Brazil


Additional Information
· Right to work in the UK
· Strong understanding of UK administrative and financial processes
· Bilingual: Portuguese & English

