Adrian Christian Papuc Cocheci 
189 Slade Road 
Erdington , Birmingham 
B23 7Qx 

February 16th 2021 
 
Hiring Department Manager 
Person- Testing Centre 
38 Dale End 
Birmingham 
B4 7NJ 

Dear Sir/Madam , 

I am interested in your test centre administrator position at Person Test Centre, as advertised on indeed.com .After researching about your company , I feel my skills and qualifications match with your description for the ideal candidate.  I am currently not working , due to COVID I have lost my job as an Administrator at Jaguar. I believe that the skills and experience I have gained at this job makes me the ideal candidate for the Administrator position. I have gained strong communication , customer service and administrative skills. 

At my old job , I have developed strong IT skills due to the fact of being on the computer most of the time and doing the administrative duties. This duty requires good communication skills and writing skills .  

I would love to join your team and I believe that I can exceed your expectation for the job position . I am looking forward for an answer regarding my application. If you need more details feel free to contact me at any time. 


Yours sincerely ,


Adrian Christian Papuc-Cocheci 











Job Description: 
Job title: Test Centre Administrator 
Salary: £9.30
Job type: Full-time 

Your Opportunity: 

This is an indefinite term contract position.
You will be required to work a minimum of 20 hours per week
The pay rate is £9.30 per hour, paid to you at the end of every Friday. 
When you join us as Test Centre Administrator, you can look forward to working as an important part of our worldwide and life-changing organisation, along with our talented, motivated colleagues who all share our passion for helping customers throughout their learning and assessment journey.
This is a truly exciting opportunity as you’ll be responsible for supporting many different types of interesting and unique test-taking candidates visiting our Pearson VUE Test Centres to complete one of our exams/tests. The Test Centre Administrator is responsible for providing a secure exam/test delivery whilst offering an exceptional customer service in a comfortable, friendly environment.

Your Responsibilities:

In this important position, you will be required to:
•	Welcome, greet and check-in customers/test-taking candidates.
•	Comply with all exam testing security and procedures and follow company policies using careful judgment.
•	Verify customer/candidate personal identification documents and explain the exam testing process/rules.
•	Proctor / invigilate candidates while they are completing their exam/test.
•	Troubleshoot with internal departments, such as our IT department to fix any technical issues in the Test Centre.
•	Some housekeeping duties such as vacuuming floors and sanitizing keyboards/workstations after each candidate has finished their exam/test.
