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Cover letter 
 

Sanduta Andrian 

+44 7821 934 562/ sanduta.andrian@email.co.uk / London, UK 

7th June 2026/ The Hiring Manager 

Crownstone Surveyors London 

Application for Office Administrator 

Dear Hiring Manager, 

I am applying for the role of Office Administrator at Crownstone Surveyors advertised on 

Reed.co.uk (Ref: 56828664). I am pursuing a Certificate of Higher Education in Business 

Skills for the Workplace at the University of Wales Trinity Saint David and am eager to apply 

my administrative skills and work ethic to a more dynamic business environment. 

The duties are remarkably similar to those I have acquired in my studies and experience. My 

job at Tesco Extra is to manage scheduling notes, to communicate with customers, to enter 

data and to create handover reports, which are all administrative tasks that you mentioned 

in your job description. In addition to my involvement with the Community Resource Centre, 

I also ran diaries and appointment systems, drafted letters on behalf of senior staff and 

organised logistics for regular events. I am sure I can take phone calls and emails and deal 

with them professionally, keep filing systems to a high standard and support multiple 

departments accurately and efficiently. 

I am especially interested in this position at Crownstone Surveyors due to the diverse aspects 

of the job: pre-construction, sales support & aftercare administration. I like to work in a 

demanding environment and enjoy working in an environment where no two days are ever 

the same. I am good at taking initiative and changing priorities. I have a strong background 

in the use of Microsoft Office and can learn quickly on new systems and processes. 

I have attached my CV for your consideration and will be happy to discuss my application at 

interview. Many thanks for your cooperation. 

Yours faithfully, 

Sanduta Andrian 

mailto:sanduta.andrian@email.co.uk
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