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                      COVER LETTER
Aurita Cristovao
11 oxford road
audylila@gmail.com


 I wish to apply for the role of Administrative Assistant, currently being advertised on RGB network.com . Please find enclosed my CV for your consideration. 
As you can see from my attached CV, I have over 10 years of experience in the administration and finance industry, and I believe my background and skills during this time make me the perfect candidate for the role. 
In my previous role as Secretary to the Director General of Finance at the Government of East Timor, I was responsible for managing records, preparing reports, coordinating meetings, and supporting senior staff with day-to-day operations. During this time, I developed strong organizational skills, high attention to detail, and the ability to work under pressure, all of these experiences are directly relevant to a strong administrative role, also supporting the payroll and Invoicing to helping and Manage office supplies and equipment.
All of this, coupled with my enthusiasm and dedication, and my skills in Microsoft Excel, Word, PowerPoint, and financial record-management, has helped me deliver effective support and maintain high standards in my past roles. I am confident that I can bring this level of success with me to RGB NETWORK and help your organisation build upon its reputation as a professional and reliable business partner. With my previous experience and expertise, I believe my contribution will add real value to your team. 
Thank you for taking the time to consider my application. I look forward to the opportunity to the opportunity to discuss how I can contribute to your organisation.

Your sincerely,
Aurita Cristovao







	Aurita Cristovao
Assistant Administration




	
	
	

	+447878751330
	audylila@gmail.com
	

	
	
	

	Profile
	Conscientious and detail-oriented finance and administrative professional with extensive experience supporting senior management and managing financial operations. Highly organized, reliable, and skilled in coordinating office activities, maintaining accurate records, and ensuring compliance with regulations. Known for strong communication, problem-solving, and ability to work effectively both independently and as part of a team. Committed to delivering high-quality results in fast-paced work environments.


	Education and Qualifications

Additional Training — Indonesia, 2013


	University of East Timor
Bachelor's Degree in Finance and Management — 2007
Additional Training — Indonesia, 2013

· Finance and Accounting Training
· Advanced Microsoft Excel, Word, and PowerPoint
· Finance and Accounting Training
· Advanced Microsoft Excel, Word, and PowerPoint



	Key Skills
	· Administrative Management: Proficient in coordinating meetings, appointments, and travel, maintaining records, and supporting senior staff in day-to-day operations.
· Financial Management: Skilled in managing financial records, budgeting, forecasting, and ensuring compliance with regulations.
· Time Management: Expert in prioritizing tasks, organizing workloads, and meeting deadlines.

	· Attention to Detail: Accurate in documentation, record-keeping, and report preparation.
· Teamwork & Communication: Strong collaborative skills and ability to communicate clearly with colleagues and stakeholders.
· Problem-Solving: Capable of resolving issues efficiently while maintaining professionalism.
· Supporting the payroll: helping with the tasks needed to make sure employees are paid correctly and on time.

	Experience
	Government of East Timor
Secretary to the Director General of Finance — 2008 – 2012
Provided administrative support to the Director General of Finance, maintaining records and assisting with daily operations.
· Coordinated meetings, appointments, and travel arrangements for senior staff.
· Prepared correspondence, reports, and presentations for management.
Government of East Timor
Finance Officer — 2012 – 2016
· Managed financial records, prepared reports, and assisted with budgeting and forecasting.
· Ensured compliance with financial regulations and contributed to departmental financial planning.
· Monitored expenditures and supported senior staff in decision-making processes.



	Communication
	Excellent Communication Skill
Appositive attitude 

	References
	Available upon request. 
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Similar Jobs
Office Administrator
Caterham, Surrey

£28,000/annum

Office Administrator

TWS, Brentford, Greater Lond...
£33,000 - £37,000/annum Exc...

Office Administrator
Farringdon, Greater London
£31,000/annum

Office Administrator
Victoria Park, Greater London
£30,000 - £35,000/annum

Office Administrator

TW16, Sunbury-on-Thames, S...

£25,000 - £27,000/annum

Recently Viewed Jobs

Administrative Assistant
Bromsgrove, Worcestershire
£13.69/hour

save Q

Office Administrator
Posted 30/10/2025 by RGB Network ® rgb

Q oval network

The face of recruitment
£ £22,000 - £25,000/annum See jd
Apply Now

Office Administrator - Job Description
Overview
We are looking for a motivated and enthusiastic Administrator to join our team. This is a fantastic opportunity to kickstart

your career in business administration while gaining valuable experience across a range of office-based tasks. You will be
working closely with various departments and supported through on the job training.

Key Responsibill

es

As part of your role, you will receive training and support to assist with the following tasks:
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Administrative Assistant Key Responsibilities
Bromsgrove, Worcestershire
£13.69/hour AS part of your role, you will receive training and support to assist with the following tasks:

Supporting the payroll and invoicing process
Liaising with payroll providers and the Head Office team
Helping to check and follow up on compliance documentation
Assisting with the generation and distribution of contracts

Administrative Assistant
Woodbridge, Suffolk
£22,000 - £27,000/annum

Administrative Assistant
Guildford, Surrey
£26,000 - £28,000/annum

Carrying out general office admin tasks including data entry, scanning, and filing

Helping to manage office supplies and equipment
Updating and maintaining accurate records on company systems and databases

RGB Network

Supporting social media updates across platforms like Linkedin, Facebook, and Twitter
Helping to create engaging content for social media accounts
Assisting with internal recruitment by helping to attract and source candidates

View all jobs and profile

@I‘.lbrﬂrg

FIND JOBS, FAST!

Performing other general administrative duties as needed

What We're Looking For

This role is ideal for someone looking to begin their career in a supportive and dynamic office environment but equally suited
to candidates with experience who are looking for a new opportunity to grow and develop.

Upload your CV and

be the first to apply

Desirable Skills & Attributes:

BeciEgtoday) « Excellent communication skills - both written and verbal

« Apositive attitude and a willingness to learn
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£23/25K basic
‘Team incentives (regular social events and team-building activities)
Summer and Christmas parties

Early 4:30pm finish on Fridays when office targets are met
Holiday entitlement that increases with service

Perkbox membership - offering discounts, savings and free perks
In-house training and career development opportunities
Dress-down policy

Eye care vouchers

Apply Now

Type: Contract Start Date: ASAP
Contract Length: Contact Name: Login or register to view
Telephone: Login or register to view Job Reference: OVALRGB6

Job ID: 224269313

Remember: You should never sand maney o & prospective emploger or disclose any financial information. Should you encounter any job istings.
requesting payments or financial details, please reach ot to us immediately. For further guidance, visitjobsaware.co.uk.




