Job advertisement
Fontworths Real Estate Agency – Social Media & Admin Assistant (Lytham St Annes, England).
Role: Social Media & Admin Assistant (Hybrid / mostly remote with some in/person) 
Location: (Lytham St Annes, England).
Pay: £13 per hour (24-32 hours/week)
Responsibilities include: Managing Instagram and Facebook, creating posts & property videos, general admin, handling client calls.
Person specification: Confident with Instagram & Facebook, organised, proactive, good communication skills, reliable. Previous social media/admin or estate agency experience is a bonus but not essential.


TAILORED CV
Personal profile: 
A highly organised and motivated individual with strong communication skills and a keen interest in real estate, social media and administrative work. Experienced in customer-facing roles, hosting and supporting children in school environments. Confident with social media platforms, managing tasks efficiently and providing professional support both in-person and online. A fast learner who thrives in environments that offer growth and new challenges.

Key Skills:
· Social media content creation (Instagram, TikTok, Facebook)

· Strong communication & customer service skills

· Organisation, time-management & multitasking

· Administration & record-keeping

· Ability to handle calls and enquiries professionally

· Teamwork and independent working

· Basic MS Office (Word, PowerPoint, Excel)

· Creativity and attention to detail

· Fast learner, reliable, proactive


Relevant experience
Host – Various Hospitality Environments
(October 2023 – October 2024)
· Welcomed guests, managed bookings and provided a professional first point of contact.
· Maintained a calm and friendly atmosphere during busy periods.
· Demonstrated strong communication skills and attention to detail.
· Managed customer queries efficiently and supported daily operations.

School Assistant (Cover / Support Work)
(Recent)
· Supported children within the classroom and lunchtime settings.
· Assisted teaching staff with routines, admin tasks and maintaining a safe environment.
· Helped with behaviour support, engagement and student well-being.
· Developed patience, communication and child safeguarding awareness.

Social Media & Content Experience (Informal/Independent)
Ongoing
· Created content across platforms including TikTok and Instagram.
· Developed understanding of audience engagement, trends and consistent posting.
· Gained skills in video creation, editing, captions and maintaining aesthetic themes.

Education 
University of Wales, Trinity St David
October 2024 - August 2025
Subject studied: Level 4 Cert HE Business Skills for the Workplace

Big Creative Education 
September 2021 – April 2022
Subject studied: Music performance @UAL 3, GCSE - English Language (4)

Lilian Baylis Technology School
September 2018 – June 2021 
Subjects studied: 7 GCSEs including Maths (5), Combined Science (65), Geography (6), Music (7), Spanish (7), Performing Arts (D2)


Hobbies & Interests 
· Interested in real estate, passionate about personal growth, creativity and helping others.
· Confident handling phone calls, admin duties, and customer interactions.

References available upon request


COVER LETTER

Dear Hiring Manager,
I am writing to express my interest in the Social Media and Administration Assistant position. The combination of real estate, creative content and administrative support strongly matches my skills and passions.
I have experience working as a host, where I developed high-level customer service skills, professionalism and the ability to stay organised in fast-paced environments. In addition, I recently began working in schools supporting children and assisting staff with routines and administrative tasks. These roles strengthened my communication skills, attention to detail and ability to work calmly and effectively under pressure.
I also create content independently for social media platforms, which has given me confidence in using Instagram, Facebook and TikTok. I enjoy producing short-form videos, engaging posts and creative visuals that reflect brand identity — skills I believe would be valuable in promoting your properties and online presence.
I am a quick learner, reliable and committed to doing things to a high standard. I am genuinely interested in real estate and would welcome the opportunity to support your team while growing my experience in the field.
Thank you for considering my application. I look forward to the possibility of contributing to your team.

Kind regards,
Johnay Cox








