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Title: Program Administrative Assistant
Job Type: Full Time
Salary: £24,433 - £26,060 a year

Job Summary:
We are looking for a detail-oriented and organized administrative assistant to support our daily office operations and ensure a smooth workflow. The three skills we will be needing you to have are: excellent communication skills, strong multitasking abilities, and a proactive approach to administrative tasks.

Education:
A Level 2 Diploma in Business and Administration, strong GCSE results in English and Maths, and administrative assistant training.

Key Responsibilities and Skills:
• Organize team schedules and department meetings
• Act as a point of contact for clients, customers, and suppliers via email, phone, and in person
• Handle incoming queries and provide requested information
• Must know how to speak English and Welsh fluently
• Excellent interpersonal and communication skills
• Maintain filing systems and update office databases

Benefits:
• Competitive salary
• Professional development and training opportunities
• Flexible working option
• Supportive work environment

How to Apply:
If you are a motivated and detail-oriented individual looking for an exciting administrative role, we'd love to hear from you. Please submit your CV and a cover letter to: barbarabagi07@gmail.com



Page 2 - Cover Letter
Fatou Bojang
60 Crumlin Drive
St Mellons, Cardiff, CF3 0HD
07749 471118
fatoukombeh@outlook.com

Barbara Bagi
Hiring Manager
[Via email: barbarabagi07@gmail.com]
03,07.2025

Dear Barbara Noemi Bagi,

Re: Application for Program Administrative Assistant

I am writing to express my dedicated interest in the position of Program Administrative Assistant as advertised. With a strong background in administration and customer service, as well as hands-on experience in supporting office operations and working with diverse teams, I am confident in my ability to contribute effectively to your organisation.

My previous roles, including my voluntary work with Women Connect First and my skills as a Secretary at Karibs Hotel in The Gambia, have rig out me with a wide range of administrative expert. These include scheduling meetings, handling phone and email impart, managing filing systems, and preparing reports. I am also skillful in the use of Microsoft Office and other regulation office software.

I hold a Level 2 Health and Safety qualification, alongside other certifications in reading, writing, and ESOL. I am fluent in English and have strong communication skills that help me interact professionally with clients, customers, and colleagues. I am also confident in my ability to multitask, work independently or as part of a team, and adapt to changing work environments.
records and updating databases
- A proactive, organised, and detail-orie
Key strengths that I bring to this role include:
- Proven experience in maintaining accurate approach to administrative tasks
- Excellent interpersonal and verbal communication skills
- Fluency in English and the ability to remain calm and composed in fast-paced settings

I am particularly attracted to the opportunity to work in a supportive environment that promotes professional development and offers flexible working options. I am eager to apply my skills and enthusiasm to contribute positively to your daily operations and ensure smooth workflow across the compartment.

Thank you for considering my application. I have attached my CV for your review. I would welcome the opportunity to further discuss how my expertise and skills line up supple with your team’s needs.

Yours sincerely,
Fatou Kombeh Bojang
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PERSONAL PROFILE
Knowledgeable, skilled and experienced in customer service, I am able to get on well with colleagues and customers. I have good communication skills. An efficient team player with an talent to use my own capability, I can carry out set tasks swiftyly and efficiently. Well organised, enthusiastic, and with attention to detail, I enjoy working in a fast-paced environment. Flexible in my approach, I am able to do extra hours at short notice. Healthy and reliable, I have an exemplary attendance record.

SKILLS AND QUALITIES
• Languages Spoken: Mandinka, Wolof and English
• Administration skills
• To be thorough and pay attention to detail
• The ability to work well with others and on my own
• Sensitivity and understanding
• To be flexible and open to change
• Excellent verbal communication skills
• Customer service skills
• Patience and the ability to remain calm in stressful situations
• The ability to organise my time and workload
• A desire to help people
• To be able to use a computer and the main software packages competently

WORK EXPERIENCE
2013 - Celtic Manor Hotel, Newport - Public Area Cleaner
• Cleaning rooms, public areas, offices, children's area, changing rooms and toilets within the hotel
• Vacuuming carpeted areas and washing floors
• Following Health and Safety guidelines (HSE)
• Maintaining the professional image of the hotel
• Working as part of a team

2012 - 2013 - Women Connect First, Cardiff - Voluntary Admin Assistant
• Handling phone, email and social media queries
• Greeting visitors at reception
• Typing letters, reports and business documents
• Updating records and ordering office supplies
• Assisting in basic skills course delivery and ICT training support

2007 - 2012 - KARIBS Hotel, Gambia - Secretary
• First point of contact for visitors, phone calls and emails
• Arranging meetings and taking minutes
• Diary and travel management
• Producing letters, reports, spreadsheets and invoices
• Managing records and handling confidential information

EDUCATION AND TRAINING
2024 - City & Guilds, Cardiff – Entry Level 1 Writing
2022 - Highfield Qualifications, Cardiff – Level 2 Health and Safety
2022 - Cardiff and Vale College, Cardiff – ESOL Level 1 Reading
2021 - Cardiff and Vale College, Cardiff – Level 1 Speaking and Listening
1987- 1995 Gambia High School, Y.M.C.A Training School, Gambia
INTEREST
Enjoying keeping up to date with recent
 Happenings and upgrading my professional skills
REFERENCES AVAILABLE UPON REQUEST
Thank you for taking the time to read my cv. Fatou
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