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Job Title

Office Administrator
Company
Burke Demolition Ltd
Location
Rainham, UK
Job Type
Full-time
Salary
£14.80 per hour
34 hours per week
Job Summary
Burke Demolition Ltd is looking for a highly organised and detail-oriented Office Administrator to join their team. The successful candidate will be responsible for managing administrative tasks and ensuring the smooth operation of the office. The role requires strong communication skills, attention to detail and the ability to support daily office activities.  
Key Responsibilities
· Perform accurate data entry tasks.
· Organise files and maintain office records.
· Schedule meetings and manage calendars.
· Assist with daily office operations.
· Handle incoming phone calls and correspondence professionally.
· Support team members with administrative tasks.
· Maintain office supplies and order materials when needed.  

Required Skills and Qualifications
· Experience in an administrative role (preferred).
· Strong data entry and typing skills.
· Good IT skills.
· Excellent organisational and communication skills.
· Ability to work independently and as part of a team.
· Strong attention to detail and problem-solving abilities.  
Benefits
· Company pension
· Free parking
· On-site parking 







CURRICULUM VITAE

Beatrice Elena Petrache
London, United Kingdom
Phone: 079…..672
Email: bpbeatrice11@yahoo.com
Personal Profile
Motivated and organised Business Management student currently studying at the University of Wales Trinity Saint David in London. I’m a reliable and detail-oriented individual with strong communication and organisational skills. I’m able to manage administrative tasks, maintain accurate records and support daily office operations. I work well both independently and as part of a team and I’m eager to develop my professional skills within an administrative environment.
Education
University of Wales Trinity Saint David
BA Business and Management
London, United Kingdom
2024 – Present
Relevant modules include business communication, organisational management and professional development.
Key Skills
· Strong organisational and time management skills
· Excellent written and verbal communication
· Good IT and computer skills 
· Ability to manage administrative tasks and maintain records
· Attention to detail and accuracy
· Ability to work independently and in a team
· Problem-solving and multitasking abilities
Experience
Self-employed / Freelance work
London, UK
· Managed personal administrative tasks and scheduling
· Communicated with clients and handled service enquiries
· Maintained organisation of documents and information
· Demonstrated responsibility and time management while balancing university studies
Languages
Romanian – Native
English – Professional working proficiency
Additional Information
· Strong interest in business administration and office management
· Ability to adapt quickly to new systems and procedures
· Reliable, organised and motivated to learn












Cover Letter

Dear Hiring Manager,
I am writing to apply for the Office Administrator position at Burke Demolition Ltd that I found on Indeed. I am currently studying Business and Management at the University of Wales Trinity Saint David in London, and I am interested in gaining experience in an administrative role.
During my studies I have developed good organisational and communication skills. I am a reliable and responsible person who pays attention to detail and is able to manage different tasks at the same time. I enjoy working in an organised environment and supporting the daily activities of a team.
I am confident that my motivation, willingness to learn and strong work ethic would allow me to contribute positively to your office team. This role would also give me the opportunity to develop my administrative and professional skills in a real working environment.
Thank you for considering my application. I would welcome the opportunity to discuss my application further.
Kind regards,
Beatrice Elena Petrache


