[bookmark: _Hlk214193741]LETÍCIA DA CUNHA SOUZA
Office Manager | London, UK
Phone: 07470 455297 | Email: leticiacunha102@gmail.com
LinkedIn: linkedin.com/in/letícia-cunha-34125a112

PROFESSIONAL SUMMARY
Proactive and committed leader with strong organisational skills and proven career progression. Experienced in team leadership, customer service, operations, and stock management. Strong background in managing a team of 20 people in Brazil, as a team we met the best KPI of the year. Completing studies in Higher Education Business in the Workplace in the UK and previously completed  in Human Resources Management (Brazil) with certificate. Adaptable, proactive, and looking to transition into an Office Manager role.
EDUCATION
	University of Wales Trinity Saint David – London, UK
	Higher Education Business in the Workplace
(Currently Studying)

	Universidade de Marília (UNIMAR) – Brazil
	Gestão de Recursos Humanos (Human Resources Management)
2014 – 2016



PROFESSIONAL EXPERIENCE
ALL GOOD THINGS – London
Assistant Manager | July 2025 – Present
Manage daily team operations including rota planning
Ensure sales targets are consistently met
Maintain an organised and tidy stockroom
Oversee deliveries and stock processing
Resolve customer enquiries and complaints
Supervisor | Aug 2024 – June 2025
Ensured the team completed daily tasks
Managed opening and closing of tills
Provided high‑quality customer service
Sales Assistant | June 2024 – July 2024
Delivered excellent customer service
Maintained shop floor standards
Processed transactions accurately
HACKETT – London
Sales Assistant | Dec 2023 – May 2025
Delivered premium luxury customer service
Performed suit alterations
Organised and maintained the stockroom
PRINCIPLE CLEANING – London
Cleaner | May 2023 – Nov 2023
Cleaned commercial buildings and offices
Maintained hygiene and safety standards
SKILLS
Leadership & Team Management
Office Administration
Customer Service Excellence
Inventory & Stock Management
Rota & Scheduling
Problem Solving
Fast Learner & Adaptable
Organisation & Attention to Detail
Communication
LANGUAGES
- Portuguese (Native)
- English (Fluent)


















LETICIA DA CUNHA SOUZA


Dear Hiring Manager
246 Westminster Bridge Road, London
SE1 7PD
16/11/2025

Dear Manager,
I wish to apply for the role of Office Manager, currently being advertised on Indeed. Please find enclosed my CV for your consideration. 
As you can see from my attached CV, I have over two years of experience in the retail industry, and I believe all the skills and experiences that I brought during this time make me the right/perfect candidate for the role.
In my current role as a Assistant Manager at All Good Things, I have been responsible for 
Help manage team rotas, ensure store targets are met, oversee stockroom organization, coordinate deliveries, and handle customer issues with professionalism and efficiency. All of this, coupled with my enthusiasm and dedication, have developed excellent organizational skills, clear communication, and the ability to manage multiple tasks simultaneously — all essential qualities for an Office Manager.
I am confident that I can bring this level of success with me to your organization and help the team to build upon their reputation as Office Manager, With my previous experience and expertise, I believe my contribution will have much positive impact. 

Thank you for considering my application. I look forward to the opportunity to discuss how I can contribute to your team.

Yours sincerely,

Leticia da Cunha Souza
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- Organise internal [ external events.
Marketing/PR Duties
- Provide support to in-house and external PR.

- Assist with the production of articles and
promotional material for the company.

- Organise project photo / video shoots.

- Support the PR Manager with social media,
online platform content and analytical reporting
where needed.

HR Duties

- Provide support to the Head of People, Culture
and Engagement.

- Assisting with the organisation and coordination
of training sessions and employee development
programs.

- Assisting with job postings, scheduling
interviews, and preparing onboarding materials

for new hires.

- Maintaining accurate and up-to-date employee
records.

- Assist with preparing and updating company
policies & procedures.
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Benefits / Additional Information

e Hours:9am - 5:30pm, Monday — Thursday
with half day Fridays 9am —1pm

e Theroleis office based in Waterloo, London

e Startdate: ASAP

e Subsidised gym membership

e Cycleto Work Scheme

e Pension scheme

e Travel cardloans

e Mental health and wellbeing support

e 23 days annual leave, with additional days
added after 3 years service

e Birthday Day Off

e Regular Socials

This role would suit someone who has worked in a
similar position before and thrives in a fast-paced,
people-focused environment. You'll be naturally
confident in your manner, an extrovert who enjoys
engaging with others and building relationships
across all levels of the business. A strong
communicator with a proactive and highly
organised approach, you'll be comfortable
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Office Manager [ Team PA

Nulty+ | Studio N | Nulty Bespoke
246 Westminster Bridge Road, London SE17PD

Profile insights

Here’s how the job qualifications align with your profile.

Skills

v/ Microsoft Office (required) v

v/ Time management Vv

Microsoft Powerpoint v + show more

Do you have experience in Microsoft
Powerpoint?

Yes No Skip

Languages

v/ English (required) v
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Full job description

Job Summary

We're looking for a confident, proactive, and
highly organised Office Manager [Team PA to join
our ambitious and fast-paced architectural
lighting design practice based in London.

This is a continually evolving role that requires a
high level of organisation, flexibility, ability to think
on your feet, resourcefulness and problem solving
skills.

Whilst acting as a responsible right-hand assistant
for the whole office, you will also coordinate
extensive diary and travel for the management
team, as well as providing seamless PA and
administrative support on a daily basis.

Furthermore you will have a can do attitude,
taking an intelligent approach to your work and
really wanting to make a difference.

You will be fluent in written and spoken English,
highly numerate, possess excellent

communication skills, and most importantly, have
plenty of common sense!

PA Duties
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For the Founder & Directors:
- Complex diary and travel management.

- Monitor emails and respond as necessary on
their behalf.

- Reminding Directors of tasks / deadlines/
meetings.

- Help complete timesheets and expenses on a
monthly basis.

- Some out of hours support may be needed on
occasion as the Founder works from the Dubai
office.

- Other ad-hoc duties as required.
Across the entire team:

- Act as the 'go-to’ person in the absence of any of
the team.

- Liaise with clients and suppliers.
- Arrange and book travel and accommodation.

- Type, print and collate correspondence,
presentations and other documentation.

- Other ad-hoc duties as required.
Office Manager Duties

- Maintain the smooth running and condition of
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Office Manager Duties

- Maintain the smooth running and condition of
the office, including:

-Overseeing the upkeep and maintenance of the
office space, coordinating repairs and
renovations.

-Managing relationships with suppliers for
services like cleaning, security, and maintenance.

-Ensuring compliance with health and safety
regulations, conducting risk assessments, and
managing emergency procedures.

-Managing inventory of office supplies, stationery,
and equipment, and coordinating orders.

- Greet and look after clients / suppliers.

- Answer calls, transfer or take messages where
applicable.

- Support the Operations Director with all office
and IT operations.

- Monitor and forward / respond to the @office
email inboxes.

- Schedule weekly product presentations.

- Maintain office databases and filing.




