





LCLM4005 LON Employability and Career Development




Table of Contents

CV …………………… 3
Cover letter …………. 4
Job advert ……………6





	
	Johnson Anane
	London, UK
07458 321674
johnson.anane@gmail.com



	PROFILE
                                                                                
Organised and proactive professional with experience in customer-facing service, documentation, scheduling, and relationship management in fast-paced environments. Now seeking to transition into a Business Development Executive role where strong interpersonal skills, research capability, stakeholder support, and administrative coordination can contribute to client development, cross-team collaboration, and wider business growth.

EXPERIENCE
                                                                                
Young Transport Company - Delivery Driver
London, UK
01/2019 - 02/2024
• Managed daily customer-facing service responsibilities across a high-volume schedule, ensuring timely and professional delivery support in a fast-paced environment.
• Built and maintained positive customer relationships through professional communication, reliability, and responsive service.
• Coordinated changing priorities and schedules effectively, supporting smooth day-to-day operations and consistent service delivery.
• Maintained accurate customer records, delivery information, and supporting documentation with strong attention to detail.
• Worked independently while remaining aligned with wider business procedures, demonstrating accountability, organisation, and dependable execution.

DRIVING LICENCE
                                                                                
• Category B 
	
SKILLS
                                                                                
• Business development support
• Client and customer communication
• Stakeholder support
• Administrative support
• Business support coordination
• Team collaboration
• Research and information gathering
• Scheduling and diary coordination
• Record keeping and documentation
• Problem-solving
• Time management
• Attention to detail
• Professional communication
• Customer relationship management
EDUCATION
                                                                             
University of Wales
Business Education
2025 - 2026


National City College
2024

IT Skills
                                                                             
• Microsoft Word
• Microsoft Excel
• Email communication
• Data entry







COVER LETTER

Johnson Anene
johnson.anene@gmail.com
07432529269

19th March 2026 

Hiring Manager
Russell-Cooke
London, UK

Dear Hiring Manager,
I am writing to express my interest in the role of Business Development Executive at Russell Cooke. I am applying for this role because it involves building relationships, working across teams, research, and providing support for business growth. My experience has primarily been based in delivery operations, customer service, and coordination, but I have also acquired a wide range of skills that I believe would enable me to make a positive contribution to your business development team.

Throughout the last three years of working with Young Transport Company, I have worked in an environment characterised by speed and customer interaction, where being organised, professional, and able to communicate effectively were critical aspects of the job. The responsibilities included managing schedules, keeping accurate records, attending to customer queries, working with colleagues to ensure the smooth operation of the business, and dealing with changes and pressures in a professional and efficient manner. This experience has given me a strong foundation in teamwork, stakeholder communication, and operational support, all of which I consider critical in supporting business development activities at Russell Cooke.

I find this position especially appealing because of the prospect of contributing to the full range of business development activities. In my last position, I communicate information precisely, address problems in a timely and effective way, and adhere to professional standards of service that protect customer confidence and corporate reputation. These experiences have prepared me to make significant contributions to situations that demand responsiveness, precision, cooperation, and service commitment.

I will add value to Russell-Cooke through my proactive approach, willingness to learn, and genuine interest in helping both colleagues and clients. I am interested in working in an organisation where there is organisation, follow-through, and helping to ensure teams function effectively, and I am motivated by the opportunity to progress my career in business development within a successful law firm. The nature of this role, working in collaboration with different teams, and being able to contribute to the overall growth strategy of the firm are aspects that particularly interest me.

Alongside my work experience, I am currently completing a one-year college programme, which has strengthened my commitment to professional development and continuous learning. I am also confident using Microsoft Word, Excel, email, and internet-based tools, and I would welcome the opportunity to further develop these skills in a business development environment.

Thank you for considering my application
Yours sincerely,

Johnson Anene

JOB ADVERT


https://careers.russell-cooke.co.uk/job/809089


BUSINESS DEVELOPMENT EXECUTIVE

Hours	 Full-time, 9:30am – 5.30pm 
Department	Marketing & business development

The firm
It’s an exciting time to join Russell-Cooke, a top 100 UK law firm, and this year crowned Independent Firm of the Year by the Lawyer and Outstanding Corporate Culture Award at the British Legal Awards.

Recognised in the legal directories by peers and clients. Our strong connection with London and our local communities is reflected in our clients, our partnerships and in our enduring commitment to social justice.

Our current strategic plan anticipates that our growth will continue in a consistent upward trajectory and core to this will be business development and client service. We have, therefore, identified a need for greater BD capability and have created a number of new positions to meet that need. A new Director of Marketing and Business Development was put in place in October 2023 and Head of BD in January 2024. BD is becoming a routine consideration in how our lawyers plan and win their business. The head of BD also takes responsibility for our events provision.

The Role

We are looking for an energetic, organised and enthusiastic Business Development (BD) Executive to join us in a role within the business development arm of our Marketing and Business Development team.

Based in our Putney office, but with the opportunity to work across all of our three offices, the role will provide a high degree of visibility for the successful candidate and will involve working closely and collaboratively with senior stakeholders and lawyers across the firm.

The successful candidate will have some marketing and/or business development experience ideally gained within a professional services firm, although that is not essential. The role would be suitable for an experienced BD Assistant, looking to step up, or an existing BD Executive who is looking for a new challenge in a specialist business development role at a firm where they can work across a number of key departments, helping shape their growth. Alternatively, you may be in a role in a related area such as research or marketing but interested in specialising in business development.

Reporting to the BD Manager, this role will also work closely with the head of BD to deliver the firm’s BD activity and the team’s key projects and objectives. This will involve elements of cross over and liaison with colleagues specialising in marketing activity. Duties will include but are not limited to:

Working closely with departments across the firm to implement BD and client/ referrer relationship management best practice activities and provide guidance on effective marketing and BD to reach identified target audiences.

Working with the BD Manager and Head of BD to support relevant 
opportunities, helping create and ensure delivery and seeking feedback on outcomes.
	Being a link between departments, spotting opportunities and facilitating progress around cross departmental and team collaboration.
· Support on routine and opportunity focused firm-wide BD initiatives and projects for specific departments and involving collaboration with multiple departments at once.
· Lead routine and opportunistic/ pro-active research projects, aimed at targeting clients and providing an infrastructure for the firm and individuals/ teams to win work.
· Acting as a gateway between the lawyers and the wider marketing and business development team, helping the firm understand effective marketing and business development is and who in the team supports on what.
· To support on targeted events and mailings where needed, focused on reaching the right audiences in the right way and on event execution geared towards winning work.

Technical skills and expertise
· Experience working in or with a business development and marketing department, preferably within professional services.
· Experience working on client facing documents, ideally proposals and work winning opportunities with clients.
· Energy and an appetite for working with a range of stakeholders in different areas of the business.
· Strong interpersonal and communication skills.
· Comfort with challenge, working towards being considered ‘the expert’ on BD and a point person to stakeholders across different levels of seniority around best practice and skills.
· A team player, with an interest in all areas of marketing and business development.
· Ambition, to come into a relatively new team and make a positive impact.
· There is a requirement to work across our 3 offices in Holborn, Putney and Kingston as required with this role, a minimum of 3 days a week.
· For the right candidate there will be an opportunity for advancement in the firm. We are an equal opportunities employer.


Salary and benefits

We offer competitive salaries and generous benefits.

For more information or to apply please follow the link on the portal.

We welcome direct applications. If you would like any further information about the firm please contact a member of the HR team.
We have a diverse workforce and aim to attract high calibre applicants that reflect the demography of our geographical location and client base. Individuals will be employed solely on merit and the requirement of the position. No applicant or employee receives less favourable treatment on the grounds of sex, race, marital status, disability, age, sexual orientation, gender Identity or religion. Reasonable adjustments will be made to eliminate or reduce disadvantage.
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https://www.russell-cooke.co.uk/careers

Privacy Policy

© 2026 Russell-Cooke Solicitors. All rights reserved.
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