Business Administrator Job Opportunity:
A full time role working 40hrs per week (Monday-Friday)  within our Birmingham branch. You will be working with our administrative team supporting them with their needs. Must be from Birmingham or willing to relocate. 

Requirements:
· Answering/transferring phone calls
· Greet clients upon arrival 
· Dealing with deliveries to the office
· Organising meetings and events
· dealing with staff holidays and sickness
· *GCSE grades 3 or above*

What you will need to:
· An enthusiastic individual 
· Passionate about your job 
· Be yourself  

Benefits:
· Free onsite parking
· Opportunities to grow within the company 
· Practical training provided 
· Company events
· Gym membership

Salary:
£18,000-£23,000 per year. 
Cover Letter:       Shakira Yasmin Akhter
46 Amberly Grove
Witton
Birmingham
B6 7AN

  February 27,2023
Hannah Smith
Recruiting co-ordinator 
[bookmark: _Hlk128302323][bookmark: _Hlk128302324]213 Chester Avenue
Handsworth Wood
Birmingham 
B20 3DT
                                                             
Dear Hannah Smith,
Please accept this cover letter alongside with my CV as my application for the business administrator role which was advertised on indeed on 26th February 2023. This position is of great interest to me as I enjoy the day to day tasks of a business administrator.
I have many skills and abilities to give to provide the company with. My strengths within this role would be great communication skills and working well under pressure I will also  ensure that I deliver all my strengths with a high level of standards making sure all targets are met effectively. 
I am very eager to learn and gain new skills and I believe this role will give me the opportunity to enhance the skills I already have and be able to learn as I go. I am willing to use the skills I already have from experience to benefit the company and I also believe that the skills and knowledge I have would make me an ideal candidate for this role.

Some skills I would bring to this role will be:
· Communication skills
· Teamwork and interpersonal skills
· Problem solving skills
· Technology and software skills
If there are any questions regarding my skills and ability please do not hesitate to contact me on 2130089@student.uwtsd.ac.uk or 07723914795. 
Many thanks for considering me for this role and I hope to hear from you soon.
Yours Sincerely,
Shakira Yasmin Akhter
























Shakira Yasmin Akther

46 Amberley Grove, 
Witton
Birmingham 
B6 7AN
07723914795
yasmin4972@hotmail.co.uk        

Personal Profile: 
I am an organised, keen conscientious and reliable person, who communicates and works well as an individual using my own initiative. I quickly adapt to any working environment and would like the opportunity to use my self-acquired skills in such a positive manner.

Work Experience: 
The ORB hair salon		Junior Hair Stylist			Apr 2018- May 2018

· Washing hair
· Booking appointments
· Cleaning 	
Second City Housing                    Business Administration                         April 2019 ( 2 weeks) 
· Filing 
· Photocopying 
· Inserting data onto system 
· Dealing with outstanding rent
· Writing letters and emails

Argos RFC Warehouse               Warehouse operative                           October 2020 – Ongoing 
· Picking & Packing orders
Education: 
Gordon Franks Training							Dec 2018- May 2019	
· Employability skills level 1

Sandwell college                                                                                                     Sep 2018- Dec 2018
· BTEC: Health and Social Care level 1

Stockland Green School                                                                                       Sep 2013- Jun 2018	
· GCSE: Maths (3), English (3) 
Key Skills: 
· Communication skills
· Active listening skills								
· Ability to deliver effective information, advice and guidance 
References available on requests.



