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Amanda Griffin Cover Letter 
 
 
I am proficient and a well organised, an excellent communicator with a big personality, with strong people skills, able to develop effective and positive working relationships with a wide range of clients, colleagues, and staff. 

I follow the processes inside-out, and implementation is with a view to understanding and improving the efficiency and effectiveness of its operations. It can be done by updating and maintaining efficient records and training to ensure certain steps are followed. An enthusiastic professional with exceptional written and verbal communication skills with a good eye for details. 

I have experience in warehouse management, sales, and accounts. Liaising with customers regarding quality of products and logistical requirements providing feedback and keeping all relevant departments informed and updated.  

In my previous role I provided support to the Sales team and our internal customers also. My role was to order stock, liaise with other dealerships for transferring of stock for a swift transaction. Check all orders and ensure they have supporting documents before processing them onto the system. Validate payments have been received before releasing the product. Invoice all orders making sure all relevant information and amount to be paid is correct. I provided weekly stock reports to ensure all was up to date, so stock is not held longer than necessary and amend the system. 

I Enjoy working as part of a team offering support to others when needed. 
I have the skills and experience to priorities, to get the best out of my daily work and others. Working with a busy Sale team, required excellent time management, as there are always changes, and deadlines to work to. Having the ability to re-arrange my workload and try to plan for changes which may occur.  

Thank you for taking time to read my cover letter and considering me for the position. 



























Amanda GRIFFIN
07843839217
amanda.griffin01@outlook.com

Skills
· 5* Customer service
· Planning & time management skills
· Focus on the job at hand 
· Prioritisation of workload according to business expectations
· Work well under pressure.
· Work well in a team and on own initiative.
· Good communicator at all levels, internally and with customers.
· Competent with computer packages: Excel, Word, PowerPoint, Sage, SAP, Vista, Efacs, Csd/ Kerridge, MRM, Opera, Brilliant, Outlook & Lotus notes, 
· Multi – line proficiency Avaya system, Meridian, Mitel


Work History

October 2019 – August 2020                                                          Jardine Motors
Sales Administrator 
· Highly organised 
· Assist retail/ Commercial sales team
· Action all paper work in accurate and within time scale
· Ordering New & Used Cars
· Certify all specifications and accessories are accurate to process the order 
· Processing sale documents
· Taxation of all vehicles 
· Collating with all departments
· Loading BCA with accurate information for Auction
· Invoicing 
· Month end reports
· Filing

Temporary Sept – Oct 2019        					 Mears Housing
· Carry out inventories
· support the smooth running of a portfolio of properties
· Support the Property Managers
· Key Management 
· Uploading All documents 
· Archiving
· Filing


February 2019 – Aug 2019					Vehicle Replacement Group 			
Purchase Ledger							
· Matching and coding invoices 
· Preparing and running BACS payments
· Reconciling supplier statements and working out VAT payments.
· Contacting suppliers or other departments that handle supplier relation
· Reconcile and identify overdue debtors.
· Validate, confirm, and process purchase and petty cash orders and expenses
· Liaise with clients, debtors, suppliers, and others.






Sales Administrator							Listers Land Rover	
May 2016 – Jan 2019
· Highly organised 
· Assist retail/ Commercial sales team
· Action all paper work in accurate and within time scale
· Ordering New & Used Cars
· Ensure all specifications and accessories are accurate to process the order 
· Processing sale documents
· Taxation of all vehicles 
· Collating with all departments
· Loading Sellers with accurate information for Auction
· Invoicing 
· Filing
                                                                                   
Admin/ Receptionist     							 
2015 - 2016
· Meeting and greeting clients.
· Keeping the reception area tidy.
· Answering and forwarding phone calls.
· Logging all calls
· Screening phone calls.
· Updating CRM
· Provide general administrative and clerical support
· Hosting
Sales Coordinator 							Holiday Inn M6J7
Mar 2015 – Jun 2015						               
· Plan a range of events, from meetings to conventions, weddings to funerals for regular and new business customers.
· Prepare and follow up on any sales quotations made for clients. 
· Negotiate terms, Price & fees to ensure continuation & enhancement of service 
· Enquiries via telephone e-mail and walk – in
· Booking Events 
· Schedule meeting space, accommodations, food drink, telecommunications, audio-visual needs and transportation. 
· The first point of contact for guests enquiring about room reservations 
· To conduct effective face-to-face show rounds as and when required for all potential and existing clients.
· Inputting bedroom reservations
· Ensuring all correspondence is correct and up to date
· Liaising with good communication to all departments 
· Secure bookings 
· Transcribe contract for the client to sign, indicating all of the details agreed upon.
· Filing.

October 2013 - 2015						             Stratstone Land Rover
Sales Administrator/ Receptionist 
· Supporting the sales team
· Processing sales-related paperwork and arranging appointments
· Point of contact for customers needing assistance, assisting with requests and complaints
· Providing data and reports to help the sales team
· Telephone inquiries 
· Screening visiting clients.
· Hosting



June 2008 – December 2008 						Wing Yip
National & International Sales & Marketing Administrator		
· Purchase Orders - Raising
· Processing Orders via: Mail, telephone, fax, email or internet, UK & International
· Pricing Quotations - Customers
· Queries – Pricing, Orders & Product
· Product & merchandise information dispatching
· Transport Organising – Preparation UK & International
· Liaise with Internal & External Dept.

Jan 2008 – June 2008							Tyco waterworks
National Customer Service Adviser 				      	
· Processing Orders- 250 orders per week
· Price & Order Queries- Mail, telephone & E-mail
· Pod Retrieve- Adobe Reader and Internet
· Invoice/ Purchase Order Scanning- 
· Efacs – Adobe Reader
· Optimising
· Setting out the invoice supplier information 
· Verifying; Invoice lines; dates, numbers & totals

Education / Training
Customer Service Level 2, Computers Level 3, Business Studies Level 2, Excel, Word & Power-point Level 3, 
English A Level, Math A Level, Law A Level, Sociology A Level, History Level 3
First Aid at Work Level 2, Impact & Influence Course, Assertive Course
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Store Manager (4

APPLYNOW

L4 BBOR

£41,000 up to £53,000 per annum (pro ata) - This ole i ofered as a 475 hour contract and a 40
hour contract.

Thisfs't loking ateryour local store. This s bulding a gobal business.

Store Managers spend a ot of ime on the shop flor,werking alongside the team, keeping our
customers happy and ensuring the scor s iting I targets They take pride n thefr team,

developing them and leading fom the font, as f running thelr own bustness.

s 1 your opportunityto bud & career fnan fnternatonal company that' growing year on year.
Taking full ownership o a Lid store, you'l experience the Ul of Hiting targets,sobving problems

and reaching your potential

When you oin us, we'l support
processe:
can be challenging, but we know you'l ove leading our tears, providing excellent senvice (0 our

1 0 get stated, showing you our best pracice and opimal

hen 165 up 0 o1 to make your store  success, We can't promis it il b= 35, ant

customers and our unique culure. Find ot more and applyfor & career a Ll lessorcinary.

Please note that your pplicaton will nclude thee onlne exercises, designed to provide us with a
‘more in-depth understanding of you s 2 potential futue leader for LidL To find out more and
Wateh videos of our tests, it etstarted.cut-ecom

The process will also nclude a telephone interview and a face-to-face selection event. We look

~ B s

Location
Store

640 Kingsbury Road
824 991 Birmingham

Contract
Fulltme

Business area
Stores

Job closing date
27102021

Entry Date
13102021

Reference Number
GB-070019
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Experience of eading and developing a team i a fast-paced, target-driven
environment
Excellent time-management, delegation and problem-solving skill

+ Acustomer-focused manner, proritsing the customer experience at ll times
Willingress to be continuously on the go, working alongside your team,
Excellent communication skl so you can provide your colleagues with feedback to

help develop themselves and the store

T st getting by This s etiing what you deserve. Working at Ll s rewarding, I every sense,
because we give you the training to succeed i yous role and plenty of opporturities to progress
your carer here. We'te proud o offr a competitive salary f1om £41,000 up to £53,000 pro rata
(*depending on experience) with 35 days'holday per year pro rate) and a fully expensed company
o Save foryour future with our pension scheme, o save today with a 10% i stoe discount,plus

extra discounts on days out, cinema tckets and much more

Please note your employment is conditional upon the Company' receiptofsatsactory eferences.
‘andifrequested by the Company,a satisfactory Dislosure and Barring Servce check.

Disclaimer:due o th high volume of applications we receiv, we reserve theright o close a
vacancy earer tha th aversed date.Tis s o nsure our teams can manage applaton levels
il mainaiing  posiive candidat experience. Oncea vacancy has closed,we are nableto
‘consider further applications, 5o please submit your application as so0n as possible to avoid
dsappontment
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can be challenging, but we know you'll love leading our teams, providing excellent service to our Entry Date <
customers and our unique culture. Find out more and apply for a career a Lidl less ordinary. 1310.2021

Please note that your application will include three online exercises, designed to provide us with a Reference Number

‘more in-depth understanding of you as a potential future leader for LidL. To find out more and GB-070019
watch videos of our tests, visit: getstarted.cut-e.com

The process will also include a telephone interview and a face-to-face selection event. We look
forward to receiving your application. A < =

- Lead and motivate your team, in accordance with our Leadership & Company
Principles, to work to their full potential every day and provide an environment
where colleagues can produce their best work

- Create an environment where every member of your team can do their best work

- Take full responsibility for the performance and day-to-day operations of your store

- Effectively delegate workload and motivate your team to achieve your store’s key
performance indicators

- Optimisation of store process through regular process analysis and implementation

- Solve problems swiftly to enable your team to focus on their tasks

- Identify employee potential and apply specific measures to develop employees

- Recruit, train and develop your team

- Ensure and provide excellent Customer Service throughout your store

- Monitor, manage and improve key performance indicators throughout your store

Now N <
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