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Nicoleta Elena Ispas
Leicester maria_alexandra1973@yahoo.com 07459590685

[bookmark: _Toc116236052][bookmark: _Toc116236355]
 Work Experience
[bookmark: _Toc116236053][bookmark: _Toc116236356]Data Print
Diam Uk - Loughborough June 2022 to August 2022
I worked in Data Print department

[bookmark: _Toc116236054][bookmark: _Toc116236357]Pc Operator
Bleckmann - Park
December 2021 to June 2022
6 months
About Bleckmann vision : is to enable sustainable growth of fashion, lifestyle & consumer electronics brands through data-driven logistics solutions. I worked for the returns department.

[bookmark: _Toc116236055][bookmark: _Toc116236358]Assembly operative
Kuehne and Nagel (Pharma) in Leicestershire, United Kingdom   February 2021 to October 2021
8 months
· Packaging items to specific quality standards
[bookmark: _GoBack]-Conducting quality checks

[bookmark: _Toc116236056][bookmark: _Toc116236359]Packer
Lemon Path - Loughborough October 2020 to January 2021

[bookmark: _Toc116236057][bookmark: _Toc116236360]Packing operative.
- Loughborough
 June 2020 to September 2020

September, 2019 - February, 2020 5 months
Lemon path are a full service logistics provider specializing in contract PACKING

[bookmark: _Toc116236058][bookmark: _Toc116236361]Machine operator
Dudley Associates - Lutterworth June 2019 to August 2019
Trimming plastic parts, operating moulding machine.

Assembly operator Aark Display in - Leicester May 2019 to June 2019
1 month
Assembly shelvs for Pacco Rabane, Dior.
Frontline Apparel in Loughborough, United Kingdom Warehouse operator

[bookmark: _Toc116236060][bookmark: _Toc116236363]Warehouse operator
Scaning parcel, sorting. Neovia Logistic in Leicestershire, United Kingdom December 2018 to February 2019

[bookmark: _Toc116236061][bookmark: _Toc116236364]Warehouse operator
Cml 1 - Park
August 2018 to December 2018
March, 2018 - May, 2018 2 months 8 GBP / month

[bookmark: _Toc116236062][bookmark: _Toc116236365]Food production, Operative production
February 2018 to March 2018

Warehouse  operator Scanning parcel - Desford November 2017 to December 2017
[bookmark: _Toc116236063][bookmark: _Toc116236366]Quality controler
Sc Emailu Sa - Mediaș, Romania August 1991 to August 2017
August 1991 to August 2017
26 years 
QC quality for enamel pots. 
ABOUT ME
My family consists of four members and I am dedicated to my work. Reading has strengthened my teaching skills and presentation abilities because it provides me with knowledge and perspective. My ability to plan, schedule, and handle many tasks simultaneously has contributed to my success in raising a family. My success at raising a family can be attributed to my ability to plan, schedule, and handle many different tasks at once. This flexibility will help me in my job, where there are many different personalities.
 

Education
[bookmark: _Toc116236069][bookmark: _Toc116236372]Diploma of Higher Education in Certificate of Higher Education Skills for the Workplace
University of Wales Trinity Saint David - Birmingham January 2022 to Present

High School / Vocational School 1979 to 1989

Skills
· computer skills Microsoft office 360 (7 years)
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08.Octomber.2022
Dear Hr,
I am writing to express my interest in the Administrative Assistant position. I am a self-motivated and progress-driven Administrative Assistant with an extensive background in this industry. I have developed and executed strategies that I believe will bring value to Kirtons Bakery Limited.
In my Administrative Assistant position with Bleckmann, your job advertisement described the tasks I handled very similarly. I am confident that I can quickly close any knowledge gaps so that I can become an asset to your company. In addition to reporting maintenance issues, retrieving and sorting program output, and entering data, I'm also proficient in data entry with my drive, knowledge, and experience, I am confident that I can make a valuable contribution to your company.
All employees at my current workplace have been furloughed until further notice due to the ongoing pandemic. At the moment, I am searching for a new job since I do not know when I will be returning to work. As a hardworking Administrative Assistant my experience and dedication make me an asset to your team at Kirtons Bakery Limited.
You can find my resume attached with additional details about my experience and qualifications. Please do not hesitate to contact me with any questions.     
Sincerely, 
Nicoleta-Elena Ispas.
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Administrative Assistant
                                                            Kirtons Bakery Limited – Leicester
Job details
Salary
£10 - £11 an hour
Job type
Part-time
Temporary contract
Permanent
Fixed term contract
Temp to perm
Qualifications
Administrative: 1 year (Preferred)

Full Job Description
Join a leading BRCGS accredited SME bakery business with a strong reputation of supply to well-known UK Food service and UK retail market.

Due to an organic growth within our business, we are seeking a talented Administrative Assistant to join the business.

The ideal candidate should be keen to have a varied role within our team and should show:

- A positive, hardworking and enthusiastic approach to work

- Strong written and verbal communication skills (Maintain polite and professional communication via phone & e-mail)

- Strong analytical and computer skills. Proficient in Microsoft Office

- Ability to support other departments within the company such as our quality, operations department etc…

- Naturally, you'll need to be flexible, able to use your own initiative at times, be efficient and well organised, with excellent attention to detail and a willingness to learn.

- Experience of working to and meeting tight deadlines, hitting and exceeding targets

- The ability to work well under pressure, with excellent organisational and prioritisation skills

Part-time hours: 32.5 per week
Monday-Friday 9.30am-4.30pm
Weekend availability also considered

Job Types: Part-time, Permanent, Fixed term contract, Temp to perm
Part-time hours: 32.5 per week

Salary: £10.00-£11.00 per hour

Schedule:

Monday to Friday
Weekend availability
Experience:

Administrative: 1 year (preferred)
Urgently needed
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Indeed (2022) Kirtons Bakery Limited.
https://uk.indeed.com/viewjob?cmp=Kirtons-Bakery-Limited&t=Administrative+Assistant&jk=aa45472016ae1187&q=Office+Administrator&vjs=3
 (Accessed: 08 Octomber 2022).
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