Curriculum Vitae
Renata Grudzien
Email: renatagrudzien78@gmail.com | Phone: 07704550894
Profile
Organized, reliable and hardworking administrative professional with experience in office administration, payment processing, document preparation, data entry and customer service. Confident handling enquiries, maintaining accurate records, managing competing priorities, and supporting colleagues. Careful with confidential information and committed to completing work accurately and within deadlines.
Key Skills
Office administration, document preparation and data entry
Processing fees and payments and allocating payments accurately
Maintaining records and handling information securely
Telephone and face-to-face customer service
Following up enquiries and communicating with colleagues and customers
Organisation, time management and prioritising deadlines
Attention to detail, flexibility, initiative and teamwork
Microsoft Word, Excel, PowerPoint and Outlook
Employment History
Administrative Officer — Ministry of Justice | May 2023–Present
Process writs of control and preparing court and tribunal documents.
Create PBA accounts, take fees, and process payments received through an automated telephone line.
Allocate payments and process pay-outs, ensuring information is handled accurately.
Respond to telephone and face-to-face enquiries, pass on messages, and provide administrative support.
Support colleagues and the judiciary and operate office and court equipment.
Data Entry | December 2022–May 2023
Entered customer and account data and maintained accurate records.
Handled documents and information securely and prepared operational paperwork.
Followed health and safety and food hygiene procedures.
Technical Support — Service Care, Northampton | June–December 2022
Served and advised customers and assisted with returns.
Completed administration and tested and recorded returned items.
Warehouse Operative — Travis Perkins | November 2013–June 2022
Picked and packed orders for delivery.
Received and checked stock and accompanying documentation.
Education
Northampton College — ESOL Entry Level 3
Economical High School — Diploma of Higher Education in Techniques Administration (as listed on original CV)
Secondary education in Poland, including Maths, English, Science, History and Geography
Interests
Cooking, films, and spending time with family and friends.
References available on request.


Cover Letter — Administration Officer
Renata Grudzien
renatagrudzien78@gmail.com | 07704550894
Dear Hiring Manager,
I am writing to apply for the Administration Officer position advertised by Match Recruitment. I have several years of experience in office-based roles, including my current position as an Administrative Officer with the Ministry of Justice, where I prepare documents, process fees and payments, maintain accurate information and respond to customer enquiries.
My current role has developed my attention to detail, organization and ability to manage tasks in line with procedures and deadlines. I create PBA accounts, take fees, allocate payments, and support colleagues with administrative work. My previous data-entry role also strengthened my accuracy and understanding of handling customer information securely.
I am comfortable communicating by telephone and face to face, answering questions and passing information to the appropriate colleagues. I understand the importance of keeping records up to date, following up actions and ensuring documents are complete. I am confident using Microsoft Office and willing to learn new CRM systems and processes.
I believe my administration, payment-processing and customer-service experience would allow me to make a positive contribution to your client’s team. Thank you for considering my application. I would welcome the opportunity to discuss my experience further.
Yours faithfully,
Renata Grudzien


Job Description and Person Specification
Administration Officer
Salary: £27,000–£29,000 per annum, depending on experience
Contract: Permanent, full-time | Hours: 37.5 hours per week, Monday to Friday
Location: Fully office-based in the Weldon area of Corby
Job Description
Match Recruitment is recruiting an Administration Officer for its clients. This role involves managing a caseload from start to finish, keeping client records accurate and up to date, responding to queries, preparing documents and invoices, following up outstanding information and payments, and providing general office support.
Main Responsibilities
Maintain client case files on the internal CRM system and monitor outstanding actions.
Act as a point of contact for clients, external stakeholders, and colleagues by phone and email.
Chase missing information and documents to help prevent delays.
Prepare and issue offers, agreements, invoices, letters and other documents accurately and on time.
Manage client funds and invoicing, allocate payments, check fees, and follow up outstanding payments.
Provide workload updates and reports to management.
Answer calls, support colleagues, file documents and keep office records up to date.
Person Specification
Relevant office-based administration experience.
Strong organisation and attention to detail.
Ability to manage a caseload, workload and changing priorities while meeting deadlines.
Confident communication with clients, external stakeholders and colleagues.
Accuracy when preparing documents, maintaining records and processing fees or payments.
Ability to follow up outstanding actions and keep cases moving forward.
Reliable employment history and evidence of commitment to previous roles.
Willingness to learn and use the employer’s internal CRM system.
Additional information: The role is permanent and full-time, based in person in the Weldon area of Corby. Advertised benefits include free parking and on-site parking.
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