Assignment 1- Mock Interview 

Job Title - Operations & Executive Support Coordinator
Eco Buildings Group
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                                 Desislava Terziyska 
London, United Kingdom  |  desi.terz@gmail.com|  +44 7460288793
EXPERIENCE
Administrator —Chartered Accountants 
                                                                                                                                                         January 2026 – Present
1. Act as first point of contact for client queries, directing them to the appropriate accounts team.
1. Coordinate client meetings for the Director, including diary scheduling and preparing paperwork.
1. Carry out anti-money laundering checks, handling sensitive client data with accuracy and discretion.
1. Post client invoices to internal accounting system.
1. Prepare and issue letters of engagement as part of client onboarding.
1. Manage incoming post, including scanning and filing documents

Administrative Assistant — RJK Security Systems	October 2023 – March 2024
1. Greeted clients and visitors and handled incoming calls, maintaining professional communication across departments.
1. Processed and dispatched key fob and parking remote orders, including verification, invoices and payments.
1. Created a digital programming guide for key fob and remote setup.
1. Scheduled engineer callouts and coordinated customer appointments.
1. Managed filing, data entry, and general office organisation.

Catering & Waitress Roles — Various Venues	July 2022 – September 2023 
1. Delivered friendly, efficient service in fast-paced environments.
1. Assisted with catering events, demonstrating teamwork and adaptability.
1. Maintained reliability and professionalism under pressure.

Teacher's Assistant — Chace Side School 	Year 12–13
1. Supported teachers with classroom activities and organisation.
1. Helped prepare lessons and supervised students.
EDUCATION
Business Skills for the Workplace Course — University of Wales Trinity Saint David 
October 2025 – Present
Level 3 Health and Social Care
September 2020 – May 2022
GCSEs
2018 – 2020 — Maths and English achieved
SKILLS
1. Microsoft Office (Word, Excel, Outlook)
1. Client communication and customer service
1. Invoicing and financial administration
1. Compliance and AML checks
1. Document and record management
1. Scheduling and diary management
1. Organisation and multitasking
1. Adaptability and teamwork
REFERENCES
Available upon request.


COVER LETTER
Desislava Terziyska 
London, United Kingdom
Desi.terz@gmail.com
+44 7460288793
18 July 2026
Dear Hiring Manager,
I am writing to apply for the Operations & Executive Support Coordinator role at Eco Buildings Group. My background is in client-facing administration within an accountancy firm, where I've developed strong organisational skills, attention to detail, and the ability to work around several priorities at once which I believe would make me a strong fit for this position.
In my current role as an administrator at Thickbroom Chartered Accountants, I act as first point of contact for client queries, so I make sure they reach the right team quickly and professionally. Part of this involves managing my director's meeting calendar whenever a client wants to book meeting, I find a suitable time, arrange catering if the group is larger, and make sure any paperwork he needs is ready before they arrive. It's a fast-paced role, so I've had to become assertive.
I also carry out anti-money laundering checks on new and existing clients, working carefully with confidential documents such as proof of address and identification. Data protection is crucial and to make sure all information is correct and treated with care I have got into the habit of double checking my own work. Alongside this, I handle a range of financial administration, including invoice processing, preparing letters of engagement and new client onboarding documents.
In a previous role, there was no formal process for programming key fobs and remote devices — it existed only as handwritten notes passed on by the colleague I was replacing. I realised that if I were off and someone else had to cover, that knowledge would be lost. Therefore, I created a simple, step-by-step digital guide covering the whole process with images and directions for anyone of my colleagues to use. It's still used by the team today and has made the task far easier for anyone to pick up.
I also bring experience from catering and waitressing roles, which strengthened my ability to stay calm and professional under pressure.
I recognise that my background is administrative rather than purely operational, but I see this as a strength as it has given me experience in coordination, compliance, and client relationships which are all things that are key for good operations work. I am now looking to build on this and take the next step into a role with broader operational level.
I look forward for the opportunity to discuss how my skills and experience could contribute to your team.
Yours faithfully,
Desislava Terziyska 
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Operations & Executive Support Coordinator
22 June by Eco Buildings Group

£ £26,000 - £28,000 per annum ® Permanent, full-time
© London

Apply now Q save

Full job description
Pay: £26,000.00-£28,000.00 per year

Job Description:

We are seeking a highly adaptable and proactive Operations & Executive Support
Coordinator to support the smooth day-to-day functioning of our office and wider
teams. This is a dynamic, varied role requiring someone who is comfortable handling
operational issues as they arise, coordinating across teams, preparing
documentation, and providing high-level personal assistant support to senior
stakeholders.
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Liaison & Communication

o Liaise with internal teams to coordinate information, actions, and follow-ups
¢ Communicate clearly and professionally with stakeholders at all levels
¢ Track actions and ensure timely follow-up on outstanding items

Executive / PA Support

¢ Provide high-level personal assistant support to senior leaders, including diary
management, meeting coordination, and preparation of briefing materials

¢ Assist with travel arrangements, expense processing, and confidential
correspondence

¢ Anticipate needs and manage priorities to ensure executives can operate
efficiently

Skills & Experience
Essential

¢ Proven experience in a varied support role (operations, office coordination,
executive support, or similar)
e Stronag oraanisational skills with the ability to manage multiple priorities
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The successful candidate will be highly organised, an excellent communicator, and

able to work independently while juggling competing priorities in a fast-paced office
environment.

Key Responsibilities
Operational & Office Support

* Act as a central point of contact for day-to-day operational issues within the
office, responding to and resolving matters as they arise

 |dentify inefficiencies or recurring issues and proactively suggest improvements

¢ Coordinate with internal teams and external suppliers to ensure smooth office
operations

* Support ad-hoc operational projects and urgent tasks as required

Documentation & Administrative Support

¢ Prepare, format, and maintain a range of documents, including reports,
correspondence, presentations, and internal communications

¢ Ensure documents are accurate, well-presented, and produced to deadlines

¢ Maintain organised digital and physical filing systems




image4.png
Reed.co.uk Jobs Courses Career advice Recruiting? Post a job

eee
Opergt!ons & Executive Support Coordinator Apply now (W)
Eco Buildings Group

* Strong organisational skills with the ability to manage multiple priorities

simultaneously

¢ Excellent written and verbal communication skills

¢ High level of discretion and professionalism when handling confidential
information

* Strong problem-solving skills and a proactive, solutions-focused mindset

Desirable

¢ Experience supporting senior executives or leadership teams
* Exposure to operational or project-based work in an office environment
¢ Confidence working with minimal supervision in an evolving role

Personal Attributes

¢ Highly adaptable and comfortable with ambiguity

e Calm under pressure and able to respond effectively to unexpected issues

¢ Detail-oriented but able to see the bigger picture

¢ Approachable, collaborative, and confident dealing with a wide range of
stakeholders

Job Type: Full-time




