OFFICE ASISTANT APPLICATION PACK 
Administration Assistant
Wyndale
Worcester WR1 2RS
Job detailS
Pay
From £20,000 a year
Job type
Part-time
Full-time
Shift and schedule
Monday to Friday
Benefits
Free parking
On-site parking
Full job description
Job title: Admin Assistant (Immediate start)
Working Hours: Monday – Friday / 10am – 3pm
Location: Worcester
Salary: £20k - £22k
Are you organised, positive, and ready to grow with a business that values you?
Are you looking for a job to work around a busy schedule or school run?
This could be the role for you!
We're a family-run business with big ambitions, and we're looking for someone who wants to grow with us. We're not just looking for someone to fill a seat, we want someone who'll take ownership, bring their personality to the role, and genuinely become part of the team. If you're the kind of person who loves variety, keeps calm under pressure, and takes pride in doing things properly, we'd love to hear from you.
· Being a key point of contact for clients - handling calls and emails professionally
· Supporting our accountant with weekly reports and keeping our spreadsheets up to date
· Chasing invoices and helping us stay on top of clients payment.
· Coordinating with our maintenance team to make sure property jobs are tracked and completed on time
· Working closely with our MD on day-to-day admin tasks - no two days will be the same
· Getting involved in social media and our online presence - whether you already have experience or are keen to learn, we're open to both (desirable not mandatory)
Experience matters but attitude matters more. We want someone who:
· Is positive, proactive, and takes initiative
· Communicates brilliantly whether on the phone, over email, or face to face
· Is naturally organised and doesn't let things slip through the cracks
· Has some experience in an administrative or office-based role
· Wants to progress and build a career, not just clock in and out
· Genuinely cares about doing a great job and being part of something
· Genuine progression opportunities - we want someone who wants to grow with us
· A close-knit, supportive team where you'll actually be valued
· Variety — this isn't a job where you'll be doing the same thing every day
· A business that values attitude and personality as much as a strong CV
· Stable business with 40 years of experience
If this sounds like the job and company for you, please apply today
Pay: From £20,000.00 per year
Benefits:
· Free parking
· On-site parking
Work Location: In person
https://uk.indeed.com/viewjob?jk=95dae1720b51d65d&from=shareddesktop_copy 





Maria David
Tyseley, Birmingham
Telephone: 07xxxxxxx
Email: mariadavidxxx@yahoo.com

Personal Profile

My name is Maria, I am a mom with a daughter who attends school in Smethwick and I am looking for a part time role within a school environment. I have previously worked in Spain and Romania gaining lots of valuable skills and experience. This includes, in Romania I worked as a healthcare assistant in a Red Cross Hospital with children and young people and older people. In Spain (Valencia) I worked in a school as an inter-cultural monitor at lunchtimes with children - this included supervising children at mealtimes and providing other support. Since arriving in the UK in 2016 I have worked a number of roles including manufacturing and logistics, but now I would love to put into practice the skills and work experience from school and hospital environments in a UK school.
Key skills

Multi-lingual, speaking English, Romanian and Spanish fluently
School experience
Experience of administering first aid and other minor medical treatments
Currently studying to gain skills relevant to a school setting
Organised and efficient with transferable skills from a UK career in logistics

Work Experience

Warehouse Operative – AM2PM Agency
November 2023 - present

Attention to detail in picking and packing orders for delivery
Following all health and safety guidelines
Working as part of a small team
Meeting tight deadlines and working efficiently

Picker/Packer – HelloFresh
December 2022 – November 2023

Attention to detail in picking and packing orders for delivery of fresh food products
Following all health and safety guidelines
Working well with other colleagues
Meeting tight deadlines and working efficiently to targets

Home maker
2014 - 2022
Organising the family home
Preparing meals for family
Taking my child to medical and other appointments
Helping child with schoolwork and reading with them in English

Healthcare Assistant – Red Cross Hospital, Constanta, Romania
2013 - 2014 

Supporting patients with minor medical treatments
Offering care and support to patients 
Supporting with eating, drinking and proper hydration of patients
Keeping parts of the facility clean and hygienic

Inter-cultural Lunchtime Monitor – Valencia, Spain
2012 - 2013

Supporting new starters at the school to settle in, including promoting them to integrate and play with other children
Using my language skills to liaise with different people within the school and also with parents
Looking out for any safeguarding issues or bullying
Supporting in giving children food at mealtimes

Qualifications

Intercultural Monitoring Course, Spain 2012

Customer Service Course 2011

Hobbies/Interests
In my spare time I am often busy raising my young daughter, outside of this I enjoy reading, music and cooking.

References Available upon request 
Maria David
Tyseley, Birmingham
07448 012029
mariadavid846@yahoo.com
Dear Hiring Manager,
I am writing to apply for the Administration Assistant position at Wyndale in Worcester.
I am a hard-working, organised and reliable individual with experience working in healthcare, education, manufacturing and logistics environments. Throughout my career I have developed strong communication, administration and organisational skills, which I believe make me a strong candidate for this role.
In my current and previous warehouse positions, I have been responsible for handling orders accurately, meeting deadlines, maintaining records and working efficiently within busy teams. These roles have strengthened my attention to detail, time management and ability to remain calm under pressure. I understand the importance of accuracy, reliability and maintaining high standards in all aspects of work.
My previous experience as a Healthcare Assistant in Romania and as an Inter-cultural Lunchtime Monitor in Spain helped me develop excellent interpersonal skills. I worked closely with patients, children, families and colleagues from diverse backgrounds, providing support, solving problems and communicating professionally. These experiences taught me how to build positive relationships and provide excellent service to those I support.
I am fluent in English, Romanian and Spanish, which allows me to communicate effectively with a wide range of people. I am confident using computers, maintaining records and learning new systems quickly. I enjoy working in organised environments, taking responsibility for tasks and supporting a team to achieve its goals.
What attracts me most to Wyndale is your commitment to creating a supportive, family-run environment where employees are valued and encouraged to grow. I am looking for a long-term opportunity where I can contribute positively, develop my skills and become a trusted member of the team.
I would welcome the opportunity to discuss my application further and explain how my experience and enthusiasm would benefit your business. Thank you for taking the time to consider my application.
Yours faithfully,
Maria David





