                                                                                                           September 24,2020
To whom it may concer,

I’m writing to you today to apply for the position of school receptionist because I found myself qualified for this job.

Currently I’m running my own online business but I have already worked as receptionist at Shenton house Loughborough for about an year. 

I am a jolly person. My friendly nature and professionalism enables me to control tensed circumstances in a calm manner. I’m confident that my skills and abilities would enable me to excel in this job. I enjoy working with like-minded people and I’m ready to take on position for this job.

Thank you for your time and for considering me for the position. I have included my resume and look forward to hearing back.

Sincerely,

Rukshana Begum.




	

	
	Rukshana Begum

	PROFILE
OBJECTIVE:
Seeking a challenging career with a progressive organization that provides an opportunity to capitalize my skills.


PERSONAL INFORMATION

Date of birth: 14-01-1984
Nationality:    British.
Language:    British and Bengali. 


CONTACT
PHONE# 07429199053
    
EMAIL: shanabegum84@hotmail.com
 	

SKILLS
MS Office.
Email.
Internet.
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	EDUCATION
University of wales trinity saint David
2016 – 2020
[Business level 4.]  (continue)

Loughborough college
2014 – 2016
[Business diploma level 3.]

Shenton house Loughborough 
2003-2004
[Introduction to customer services.]

Burleigh college
1998-2000
G,c,s,e. 
English. 
Mathematics.
Science. 
Design. 
Information and technology.
WORK EXPERIENCE
Online business
2016-2020
selling Asian clothes on social media.

Cobden primary school Loughborough
2011-2012
Teaching assistance voluntary work.

Big w Loughborough
2003-2004
Part time Sales assistance.

Shenton house Loughborough
2002-2003
Receptionist.

Fresh pak chilled foods Loughborough
2001-2002
Factory work. (Packing)

Anglian home improvement at Loughborough
2000-2001
Telephone sales.




	Job title
	School Receptionist

	Department
	Hospitality Services

	Grade
	

	Location
	9 Gray St, Loughborough LE11 2DZ, United Kingdom.
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Job Description 


	Special Conditions

	Working 3 full days a week, Mondays are essential, Tuesday and Wednesdays are preferable but negotiated.
The hours of work are term time,8:00 am to 5:30 pm with an hour for lunch.



	Staff management responsibility

	
None.


	Job Purpose

	A receptionist to provide reception services which includes:
1. Taking phone calls.
2. Handling students inquiries.
3. Scheduling appointments and meetings.
4. Receive and process payments.
5. Manage email inquiries within 24 hours.











Person Specification
	Criteria:  Qualifications and Training
	Essential
	Desirable

	Educated to A Level or equivalent
	
	√

	Educated to degree level
	
	√

	Other Professional qualifications
	
	√



	Criteria:  Knowledge and Experience
	Essential
	Desirable

	Experience of working in a reception/
reservations role 
	√
	

	Experience of financial procedures for handling payments
	√
	

	Experience of working within a school
	
	√



	Criteria:  Skills and Aptitudes
	Essential
	Desirable

	The ability to work within and contribute to a team
	√
	

	Excellent verbal and written communication skills
	√
	

	Experience of Microsoft Office applications
	
	√

	Experience of updating Database systems
	
	√
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