Cover Letter
Mahee
312 Nechells Park Rd
Nechells, Birmingham
B7 5NY
07780 575376
mahee_786@icloud.com
20th June 2026

Hiring Committee
Bartley Green School
Adams Hill
Birmingham
West Midlands
B32 3QJ

Re: Application for Administrative Team Leader and Headteacher’s PA

Dear Hiring Committee,
I'm applying for the Administrative Team Leader and Headteacher's PA role in Bartley Green School as advertised on TES. This is a senior position that supports at a high level with team leadership and aligned with my administrative background and supervisory experience.
While working in my last position as a Customer Service Advisor with UK Training Centre, I was responsible for all aspects of the administration including receipt and payment, telephoning clients and accepting telephone calls, and verifying and keeping records. Further developing my skills to prioritise workloads, identify issues and work efficiently and professionally under pressure were skills further developed during my time at RAC and this was essential to supporting a Headteacher.
This job intrigues me especially for the leadership role. Front desk Management, Payment Processing and overseeing high service standards at Roshon Banqueting. Additionally, I have proven my ability to work well in a team environment and have been able to coordinate with other employees to meet daily production quotas at Amazon Warehouse.
I have a good sense of organisation and excel at communication (written & verbal), and am technically competent in Microsoft Office and ICT systems. Having had experience with a variety of culturally different clients, I appreciate the necessity of working inclusively and the need for positive relationships with staff, parents and outside agencies.
I am totally dedicated to protecting and advancing the welfare of children and recognise the need for confidentiality and integrity in a learning environment. I feel that Bartley Green School's ethos of supportive leadership and professional development is strong.
I appreciate you looking into my application. I would be happy to speak with you about my experience and how I can help your school.

Yours faithfully,
Mahee


CV
Muhammed Hamza Mahee
312 Nechells Park Rd, Nechells, Birmingham, B7 5NY 07780 575376
mahee_786@icloud.com

I am reliable, hardworking, and keen to learn new skills and gain more experiences. Confident and outgoing, I enjoy working effectively with others from diverse backgrounds. With a solid foundation in customer service roles, I bring a unique blend of strengths and skills to the table. My vast knowledge and experience in customer relations make me highly adept at both team collaboration and independent work. I am dedicated to delivering exceptional service, managing customer interactions, and meeting performance targets. Passionate about leveraging my skills and experience, I aim to make a meaningful impact in a dynamic and customer-centric environment.


Education
Cockshut Hill school	September 2015 – June 2021 English	8
Maths	7
Science	8
Engineering	Distinction
Hisory	6
Geography	7
RE	8
September 2021 - 2022	Mathew Bolton College Business and finance	Distinction
Current
Receptionist – Roshon Banqueting
In my role as a receptionist at Roshon Banqueting, I manage front-desk operations, ensuring a professional and welcoming environment for customers. I handled cash transactions accurately, processed payments, and managed the till. My responsibilities included taking and managing customer orders both in person and over the phone, ensuring accuracy and timely service. I answered incoming calls, addressed customer inquiries, and resolved issues promptly. I focused on enhancing customer satisfaction by addressing complaints and ensuring a high standard of customer service. This role helped me develop strong communication and interpersonal skills, boosted my confidence, and taught me to work effectively under pressure. Additionally, I maintained attention to detail and accuracy, contributing to efficient and effective service delivery.

August 2024 – January 2025
Customer service advisor, UK Training Centre
I have worked in this company as an admin assistant. This role involved taking payments through card and cash, receiving inbound and outbound calls, assisting clients with their English language as well as translating. Within this job role I came across cliental from various background which introduced me to new cultures. By being able to experience this kind of work gave me the opportunity to gain valuable skills such are maintaining trust and exceptional communication skills, both listening and speaking.

February 2024 – July 2024
Customer service Advisor, RAC
As a Customer Service Advisor at RAC, I provided exceptional service by promptly responding to customer inquiries, resolving issues, and delivering tailored solutions to meet their needs. I demonstrated effective communication skills through clear and professional verbal and written interactions with customers, colleagues, and management. Utilizing strong problem-solving abilities, I identified customer concerns, addressed challenges, and ensured overall satisfaction. I maintained accurate records of customer interactions and transactions, adhering to company policies and procedures. Additionally, I collaborated with team members and departments to streamline operations, improve service delivery, and enhance the overall customer experience.

July 2023 – January 2024
Parcel Sorting, Amazon Warehouse
As a Parcel Sorter at Amazon Warehouse, I ensured efficient parcel stacking, optimizing space while adhering to safety regulations. I executed accurate scanning of customer parcels to maintain tracking and inventory integrity. My responsibilities included handling the unloading and precise organization of heavy parcels, contributing to enhanced warehouse operational efficiency. I demonstrated strong
attention to detail and accuracy in verifying package contents, labelling, and tracking information, which minimized errors and improved overall operations. Additionally, I collaborated effectively with team members to maintain a smooth workflow, prioritize tasks, and consistently meet daily production targets in a fast-paced warehouse environment.

May 2022
Volunteering, Event planning for charity fundraiser
As an Event Planner for a charity fundraiser, I contributed creative ideas and suggestions for fundraising activities and event themes, generating excitement and interest among attendees. I assisted with logistical planning, including venue selection, vendor coordination, and event setup, to ensure the smooth execution of the fundraiser. Additionally, I acted as a liaison between event organizers, volunteers, and sponsors, communicating effectively to keep everyone informed and engaged throughout the planning process.
Reference Available Upon Request
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Jobtype:  FullTime, Permanent

Startdate: 011092025

Apply by: 18 June 2028

Job overview

= sesking sn exceptionsl Adinistative Team Leader and Hescleacher PA (o play a key ol n the smooth and eflacive operaion f our school

varied and rewarding positon tht combines high-fevl execulive support 1 the Hesdleacher wit eadership of our admiistaton team. The
ecessfulcandidate willbe & Nighy organised, proacive and professionsl ndividusl who frves in & usy environment and is commited (> delivering
outstanding serioe

Attached documents

& Other dooument & Job Descgton

& Personspaseaion & ther document

About Bartley Green School




image2.png
About Bartley Green School

Bartey Green School
‘Adsms Hil Bimingham
West Midancs
832300

Urited Kingdom

View on Google Meps:

Bty Graen School s 3 mixe 11-10 converiad scademy with sbout 500 pupis o rol, some s iles south west of Brmingham City Cente. Batey
(Green School works cosely withother secondary schools in the Brmingham srea and he Osks Collgiateto broaden the opportunty o boh support
schers inother school i hey 20 wih, acding t thir own development and professionsl sstsfacton,or o work colborstivey with peer to develop
ew curicuum content

Professional Development
e o pertularly proud of our support o ol taf i thei professionsl development and nvest heavily n GPD scross the school

Ethos and Culture

(O of thefrst tings vistors ususlly comment o when they our our schoal i the climstefo earing, the ihos and culfre amongst the pupls and the
positve elatonships with esch oher snd safl.

Alot goes on i and out f schocl. On any given day. here may wellbe educationsl ist, workshops, enichment sciies, sudy skl lessons,
interveiion snd menioring sessions, adus rom sgences orthe commursty working with e pups and o course, erjoyabl lssons which are leary
el planned and taught

Lesdership

The Governing Bocy is extremely sfiscive, racognizing and valung high qusity Siff an thst Lasdarship st sl eves i the school s very supportive.
They understand tha averyday classroom practos and the good relstionships in the schoolare st the heart of s confinued success and as Ofsted in
March 2023 nates Viarm an espectu relationships characteris i o his school. Pupils are heppy and sef. Fup valus the support st give then

R, school contact details School page (1
Plesse o tht s re ol responsile forfoct checking i espec of th inforton provise by Schoots. Flesse sl sk forthe et viss s ek pamt

quirements hat may aply. Te is ot rsponsi o thacontent of svetements o th poliesacpted by scertin sools. Tes ask tha llchools ollow T
Eair BscnmentPolcy.




