Olha Kolesnyk
RECEPTIONIST
Newtown, Powys Phone: 076513088828 Email: kolga7670@gmail.com
Professional Profile
A friendly, organised and reliable individual with customer service experience from Morrisons Café and administrative experience from Nidec Control Techniques. Skilled in communication, multitasking and handling confidential information. Seeking a Receptionist role at Nidec Control Techniques to support visitors, colleagues and the wider administrative team.
Key Skills
Customer service excellence • Reception and front‑desk duties • Telephone and email handling • Appointment booking • General administration • Confidentiality (GDPR awareness) • Microsoft Office (Word, Outlook, Excel) • Organisation and multitasking • Teamwork and communication • Attention to detail
Employment History
Production Operator Level 3 — Nidec Control Techniques, Newtown
Completed documentation accurately and efficiently • Communicated with engineers and supervisors • Followed safety and quality procedures • Supported the L3K Project • Worked effectively as part of a team
Customer Service Assistant — Morrisons Café, Newtown
Delivered friendly and professional customer service • Handled enquiries, orders and payments • Maintained a clean and organised front‑of‑house area • Worked under pressure during busy periods • Resolved customer issues professionally
Education
CERTHE Business Skills for the Workplace UWTSD, Birmingham Sep 2025 - Presen
Additional Training
Health & Safety Awareness • GDPR Awareness • Customer Service Training
References
Available on request.
COVER LETTER 
Olha Kolesnyk Newtown, Powys Phone: 076513088828 Email: kolga7670@gmail.com
21 June 2026
Application for the position of Receptionist
Hiring Manager Nidec Control Techniques ,Pool Rd, Newtown SY16 3BE, Powys
Dear Hiring Manager,
I am writing to express my interest in the Receptionist position at Nidec Control Techniques. With strong customer service experience from Morrisons Café and administrative skills gained as a Production Operator Level 3 at Nidec, I believe I would be an excellent fit for this role.
My experience at Morrisons Café strengthened my communication skills, professionalism and ability to remain calm under pressure. Since joining Nidec, I have developed strong organisational abilities, accuracy in documentation and a commitment to following procedures. My involvement in the L3K Project demonstrates my reliability, teamwork and willingness to take on responsibility.
I am confident greeting visitors, answering calls, supporting colleagues and maintaining a professional front‑of‑house environment. I am comfortable using Microsoft Office and handling confidential information appropriately. I would welcome the opportunity to bring my positive attitude, communication skills and strong work ethic to the Receptionist team at Nidec Control Techniques.
Thank you for considering my application. I would be pleased to discuss my suitability further.
Yours sincerely, Olha Kolesnyk.
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                         RECEPTIONIST
                 Nidec Control Techniques – Newtown
                    Full‑time • Permanent Role
──────────────────────────────────────────────────────────────
JOB DETAILS
• Employer: Nidec Control Techniques
• Salary: £12.50–£13.50 per hour 
• Hours: Monday to Friday
• Location: Pool Rd, Newtown SY16 3BE
──────────────────────────────────────────────────────────────
ROLE SUMMARY
We are seeking a friendly, professional Receptionist to join
our front‑of‑house team. You will be the first point of
contact for visitors, customers and colleagues, ensuring a
welcoming and efficient reception service.
 
Key responsibilities:
• Greeting visitors and managing sign‑in procedures
• Answering and directing incoming phone calls
• Managing the reception inbox and enquiries
• Handling incoming/outgoing mail and deliveries
• Booking meeting rooms and supporting staff with admin tasks
• Maintaining a clean, organised reception area
• Providing general administrative support to the wider team
──────────────────────────────────────────────────────────────
PERSON SPECIFICATION
• Strong communication and customer service skills
• Confident using Microsoft Office (Outlook, Word, Excel)
• Friendly, professional and well‑presented
• Excellent organisation and attention to detail
• Ability to multitask in a busy environment
• Previous reception or admin experience desirable
──────────────────────────────────────────────────────────────
WORK LOCATION
Nidec Control Techniques, Pool Rd, Newtown SY16 3BE, Powys
══════════════════════════════════════════════════════════════


