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Job Description
 The Heathrow Shared Apprenticeship Scheme is one of the UK’s most exciting apprenticeship programmes. The scheme provides career changing opportunities for residents close to the airport.
Administrators, sometimes known in construction settings as Document Control officers, need a broad range of skills to work efficiently and to help increase business productivity. The function is integral to any construction organisation as they process and manage various procedures, paperwork, communications, permits, orders, etc. Duties typically include:
· Using content management systems to maintain internal databases
· Organising and storing paperwork, documents and computer-based information
· Devising and maintaining office systems
· Booking rooms, attending meetings, taking minutes and keeping notes
· Managing and maintaining budgets, as well as invoicing
· Liaising with staff in other departments and with external contacts
· Ordering and maintaining stationery and equipment
· Sorting and distributing incoming post and organising and sending outgoing post
· Photocopying and printing various documents, sometimes on behalf of other colleagues
· Organising & Delivering Site Inductions
· Collecting and Storing Health & Safety documentation
· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spread sheets and databases
Typical Work Patten
40 hours p/w with start time typically between 07:00 & 08:00 inclusive of paid 8 hours at college.
Person Specification
· A ‘can do’ attitude – willing to get stuck in, take accountability for decisions and actions and who takes pride in their work
· A love of variety in a role and ability to adapt to a dynamic, fast-paced working environment
· Ability to quickly prioritise tasks and the initiative to dive head-first into problem solving
· No two days are the same on the front line and not every day goes to plan, so you’ll need to be quick on your feet to respond! 
· Excellent communication and collaboration skills and enjoy working with multiple teams
· Ability to analyse and interpret information and effectively communicate this to different team members and audiences
· Ability to travel freely across our patch to visit different sites and travel to training days
· Curiosity to learn quickly in a reactive and dynamic working environment
· Ability to work in all weather conditions to serve our customers and protect the environment
·  Able to understand and follow health and safety protocols
Qualifications required/desirable
Minimum Requirements
English and Maths at GCSE Grade 3 or above, or Functional Skills at Level 1 or above.
Desired Requirements
It will be an advantage if you have some previous related work experience and you should be confident using ICT and Microsoft Office. 
Key Training/College Information
K10 will enrol you to the Level 3 Business Administration course and fund your qualifications through an accredited training provider.
The apprenticeship duration is 18 - 21 months.
Eligibility
To start this apprenticeship, you’ll need to be:
· living in England for the last 3 years and have right to work status
· ·not enrolled on any other courses
· 18+ due to site H&S rules
To be eligible for the Heathrow Shared Apprenticeship Scheme, you must reside in one of the following regions:  
· Hillingdon 
· Hounslow 
· Ealing 
· Spelthorne 
· Windsor & Maidenhead 
· South Buckinghamshire 
· Elmbridge 
· Slough 
· Runnymede




Elena-Beatrice Paun
Ealing, London W5
+44 7939967044
 beatriceelena207@gmail.com

Personal Profile
Motivated and reliable first-year business student with part-time experience in customer service and retail. I have developed strong communication, teamwork and organisational skills, alongside accuracy and attention to detail, while successfully balancing work and study. I am keen to start my career in Business Administration, where I can learn on the job, support a professional team and build practical administrative skills. I enjoy working with people, take pride in completing tasks thoroughly and correctly. I am always eager to follow processes, master new systems and develop the abilities needed for this role.

Education 
Certificate of Higher Education (Cert HE) – Business Skills for the Workplace: University (October 2025 – Present)
Level 3 Diploma in Applied Science (September 2023 - July 2025): Completed 
Work Experience
Sales Assistant (Part-Time) May 2022 – August 2024 (DM and NewYorker)

Key Responsibilities
· Assisted customers in a friendly and professional manner.
· Processed cash and card payments accurately.
· Replenished stock and maintained an organised shop floor.
· Responded to customer enquiries and resolved issues efficiently.
· Worked closely with colleagues to achieve daily targets.
· Maintained high standards of customer service.
· Follow company procedures and health and safety guidelines.
Key Skills
·  Organisation & attention to detail
·  Proficiency in Microsoft Office (Word, Excel, Outlook, PowerPoint)
· Task prioritisation & time management
·  Strong communication & teamwork
· Process compliance & quick learning
References
Available upon request.
















Elena-Beatrice Paun
beatriceelena207@gmail.com
07/07/2026 

Hiring Manager
Business Administration Apprenticeship 
Heathrow Academy 
 

Dear Hiring Manager,
I am writing to express my strong interest in the Business Administration Apprentice position with K10 Apprenticeships, which I found advertised on the National Careers Service website. 

I am currently working towards a Certificate of Higher Education in Business Skills for the Workplace, and I am especially drawn to the Heathrow Shared Apprenticeship Scheme for its structured training and the Level 3 Business Administration qualification it provides.

Through my part-time role as a Sales Assistant, I have learned to prioritise tasks effectively, follow strict procedures and health and safety guidelines, and communicate clearly with others. I am confident using Microsoft Word, Excel, Outlook and PowerPoint, and I can adapt quickly when plans change.

I understand that this role involves managing documentation, supporting site activities, and coordinating communications in a fast-paced environment. I am highly organised, reliable, detail-oriented, and eager to learn new systems and processes. Being based in Ealing, I am also able to travel freely to different sites and training locations as required.

Thank you for considering my application. I look forward to discussing my suitability for this role further.

Yours faithfully,

Elena Beatrice Paun
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