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Professional Summary
Experienced business owner with over 17 years of management and customer service experience across the cleaning, hospitality, and care sectors. Proven ability to lead teams, manage operations, and deliver excellent client satisfaction. Skilled in organization, budgeting, and staff supervision. Currently studying Business Skills at the University of Wales Trinity Saint David to further develop professional and management ability.

Work Experience (Most Recent First)
Part-Time Personal Assistant | Private contractor | United Kingdom | February 2024 – September 2025
· Provided personal care and daily living support for a disabled individual.
· Helped with mobility, appointments, and household management.
· Ensured confidentiality, dignity, and respect in all aspects of care.
Restaurant Owner | Family Restaurant | Morocco |March -November 2024
· Established and managed a small restaurant offering authentic cuisine and quality service.
· Supervised staff, handled budgeting, and kept hygiene and food safety standards.
· Oversaw daily operations to ensure smooth and efficient service.
Owner | RB Cleaning Contractors | United Kingdom | February 2007 – Present (2025)
· Manage and run a successful cleaning business serving commercial and residential clients.
· Recruit, train, and supervise staff to keep high cleaning and service standards.
· Oversee client relations, quotations, and service contracts to ensure long-term partnerships.
· Handle budgeting, invoicing, and buying of cleaning supplies and equipment.
· Ensure compliance with UK health and safety and environmental regulations.
Waitress | Local Diner | United Kingdom | June 1998 – December 2006
· Delivered friendly, efficient customer service in a busy environment.
· Assisted with order taking, food service, and supporting cleanliness.
· Worked closely with kitchen staff to ensure prompt and correct service.
Career Break / Personal Development | Poland | 1994 – 1998
· Focused on family responsibilities and personal development, including raising a child.
· Maintained organizational, time management, and problem-solving skills during this period.

Education (Most Recent First)
University of Wales Trinity Saint David – Business Skill
February 2024 – Present | United Kingdom
High School Diploma – Poland
Completed in 1994

Key Skill
· Business management and leadership
· Customer service and client relations
· Budgeting and financial management
· Staff training and supervision
· Cleaning and maintenance operations
· Organization and time management
· Communication and interpersonal skills
· Caregiving and personal assistance
· Fluent in polish language 



Moray sport centre                                                                                  17/11/2025
Linkwood Road                                                                                       
Elgin,IV30 8AR



Subject: Application for Receptionist Position

Dear Sir/Madam 

I am writing to formally express my interest in the Receptionist position recently advertised by Moray Sport Centre. With a dedicated focus on delivering exceptional customer service and possessing strong organizational skills, I am confident that I can make a valuable contribution to your team.

I am fully aware of the responsibilities involved in being the primary point of contact for clients and visitors. I take pride in creating a welcoming, professional, and amicable environment. I am comfortable handling inquiries, resolving concerns, and providing exceptional service to clients of diverse backgrounds—both in English and Polish. Through my previous customer-facing roles, I have honed my communication skills and adeptness at remaining composed, attentive, and efficient in fast-paced environments. I am adept at multitasking, handling inquiries, scheduling, maintaining accurate records, and providing comprehensive support for front-desk operations.

The specified shift pattern of Tuesday and Thursday evenings and Saturday mornings align well with my availability, and I am committed to delivering consistent and reliable support during these hours.

I am eager to contribute to your team and ensure every visitor experiences a positive first impression of your organisation. Thank you for considering my application. I am looking forward to the opportunity to discuss my qualifications further.

Yours sincerely,

Renata Boguszewska 


[image: ]
[image: ]
[image: ]






image1.png
19:29 5G@ )
7ndeed2 Signin QeI NElY =

Receptionist

Moray Sports Centre
Linkwood Road, Elgin IV30 8AR

Job details

& Jobtype

Temporary

Location

@ Linkwood Road, Elgin V30 8AR

Benefits

Pulled from the full job description
e Employee discount

e Gym membership
e On-sitegym

Apply now

uk.indeed.com
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Full job description

Overview

We are seeking a professional and friendly
Receptionist to join our team. The shifts will be
Tuesday and Thursday evenings and a Saturday
morning. The ideal candidate will be the first
point of contact for our clients and visitors,
providing exceptional customer service. This role
requires strong organisational skills, attention to
detail, and the ability to manage multiple tasks
efficiently in a fast-paced environment.

Responsibilities

e Greetand welcome visitors in a warm and
professional manner.

e Answer phone calls promptly, directing
inquiries to the appropriate personnel
while maintaining excellent phone
etiquette.

e Manage incoming and outgoing
correspondence, including emails.

e Perform data entry tasks accurately and
efficiently, ensuring all records are up to
date.

e Maintain an organised reception area,
ensuring itis tidy and presentable at all
times.

Apply now

e Strona computer skills with proficiencv in

uk.indeed.com
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e Maintain an organised reception area,
ensuring itis tidy and presentable at all
times.

Requirements

e Strong computer skills with proficiency in
Microsoft Office Suite (Word, Excel)

e Strong interpersonal skills with a
professional demeanour when interacting
with clients and colleagues.

Job Type: Temporary
Contract length: 12 months

Pay: £10.00-£12.00 per hour
Expected hours: 15 per week
Benefits:

e Employee discount
e Gym membership
e On-sitegym

Language:
e English (preferred)

Work Location: In person

Apply now
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