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Assignment 1
Job Advertisement 

Module code and name:
LCLM4005
Lecturer: Lizeta Demetriou

Job Advertisement – Temporary Administrator Position
Temporary Administrator
3 February by Love Success Recruitment
£14 – £15 per hour
London
Temporary, full-time
Temporary Facilities Administrator (x3 roles)
£15 per hour | Fully Office-Based | 2-Month Assignment
Description:
Our client is seeking three temporary administrators to support their busy Facilities team during a period of significant change. This is a 2-month assignment, ideal for candidates who enjoy detail-driven work and thrive in a structured, fast-paced environment.
The team is currently updating their internal processes as part of a move to an international operating model. This involves reviewing, amending and uploading a high volume of process documentation within a tight timeframe. Full training will be provided, so while system knowledge is not essential, strong admin skills and a sharp eye for detail are key.
Key Responsibilities:
Updating internal process documentation and records.
Accurate data entry and administrative support.
Working through repetitive tasks while maintaining consistently high standards.
Supporting the Facilities team during a peak workload period.
About You:
Previous experience in administration and/or data entry.
Highly organised with excellent attention to detail.
Comfortable working at pace and meeting deadlines.
Motivated, reliable, and able to maintain focus on repetitive work.
Happy to work fully office-based.
Hours
Monday to Friday, 8:00am – 5:00pm
Reference: 56415420

Curriculum Vitae (CV)
Mariana Priscila Castro Nogueira
Email: marinogueira1995@hotmail.com
Phone: +44 07716 840413
Address: Peterborough, United Kingdom

Personal Profile
Business Skills student with previous administrative and educational experience, developing strong organisational, communication, and document management skills. Experienced in administrative support, payroll documentation, record organisation, and data handling. Highly motivated, detail-oriented, and comfortable working in structured environments with deadlines. Interested in administrative roles that involve organisation, accuracy, and supporting team operations.

Education
Current Degree: Business Skills
Institution: University of Wales Trinity Saint David
Expected Graduation: 2028

Work Experience
Messias Distribuição Eireli (2019–2020)
Position: Administrative Assistant
Supported payroll processes, including verification of monthly payroll statements.
Managed working hours records and salary reports.
Organised payslip documentation and internal records.
Assisted with budgeting and purchasing processes.
Provided face-to-face and telephone support to employees and clients.
Maintained administrative accuracy and confidentiality.

NGO Santo Antônio Children’s House (2017–2018)
Position: School Assistant
Maintained and organised administrative documentation.
Created and updated spreadsheets using Excel.
Supported daily office administration.
Managed filing and record organisation.

Tico-Tico Early Childhood Education School (2014–2017)
Position: Teacher Assistant
Supported communication between teachers, students, and parents.
Assisted with educational planning and organisation.
Maintained records and classroom documentation.
Worked collaboratively in a structured environment.

Key Skills
Administrative support
Data entry and record management
Document organisation
Attention to detail
Time management
Communication skills
Teamwork
Confidentiality awareness
Ability to work under deadlines

Cover Letter
Dear Hiring Manager,
I am writing to express my interest in the Temporary Administrator position advertised by Love Success Recruitment.
I am currently studying Business Skills and I have previous administrative experience that has helped me develop strong organisational abilities, attention to detail, and confidence in handling documentation and records accurately.
In my previous role as an Administrative Assistant, I supported payroll documentation, organised records, prepared reports, and maintained administrative processes with confidentiality and accuracy. This experience strengthened my ability to complete repetitive tasks carefully while meeting deadlines.
I am particularly interested in this role because it involves document updating, data entry, and structured administrative work, which are areas where I feel confident and motivated. I also appreciate working in organised environments where accuracy and consistency are important.
I believe my previous experience, reliability, and willingness to learn would allow me to contribute positively to your team during this temporary assignment.
Thank you for considering my application. I look forward to the opportunity to contribute to your organisation.
Yours sincerely,
Mariana Priscila Castro Nogueira
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