OPERATIONS ADMINISTRATOR APPLICATION PACK
JOB ADVERTISEMENT 
Job details
Pay
£25,000 - £26,000 a year
Job type
Full-time
Location
Newport Pagnell
Benefits
Pulled from the full job description
Sick pay
Company pension
On-site parking

Full job description
North Bucks Machining are seeking an organised and proactive administrative assistant to join our fast paced, specialist engineering team. In this role you will directly support the Office Manager and Company Directors, ensuring the smooth daily operation of both our central office and precision manufacturing factory units. This is an established position ideal for a skilled administrator who thrives in a dynamic environment and can handle time-sensitive, confidential material with total discretion
Requirements & Skills
Proven Experience: Prior background in an administrative or office support role.
High Discretion: Demonstrated ability to manage sensitive, confidential business information.
Strong Organisation: Exceptional time-management skills with the ability to prioritize tasks in a fast-paced environment.
Communication Skills: Excellent written and verbal communication.
Technical Proficiency: Strong IT skills, including MS Office (Word, Excel, Outlook).
Adaptability: A flexible approach, comfortable splitting focus between office and manufacturing team needs.
Industry Experience (Desirable): Previous experience within an engineering, manufacturing, or precision parts environment is a plus but not essential.
Tasks
· General admin duties and data handling with attention to detail
· Data entry and filing
· Meeting and greeting visitors and servicing meetings
· [bookmark: _Int_hjyU6XYa]Assisting with dispatch and receipt of goods including logistics
· Record keeping plus achieving
· Producing documents for production control
· Assist Office Manager with IS09001 and quality paperwork
· Assist Office Manager and Directors with a variety of admin tasks
· Monitoring stock control of first aid kits and receiving general supplies
· Keep office environment tidy and clean
Qualifications
- GSCSE's in Maths and English or equivalent
If you are a proactive individual with excellent organisational skills and a willingness to learn we encourage you to apply for this exciting opportunity as an Administrative Assistant with North Bucks Machining
Application deadline: 15/7/2026
Job Type: Full-time
Pay: £25,000.00-£26,000.00 per year
Benefits:
· Company pension
· On-site parking
· Sick pay
Education:
GCSE or equivalent (preferred)
Experience:
· Customer service: 1 year (preferred)
· Administrative experience: 1 year (preferred)
Language:
English (required)
Licence/Certification:
Driving Licence (preferred)
Work Location: In person
https://uk.indeed.com/viewjob?jk=bcbb318cba99b312&from=shareddesktop_copy


COVER LETTER 
Raluca Moise 
Wellingborough, Northamptonshire 
07425xxxxxxx
Ralucamoisexx36@gmail.com
Dear Hiring Manager,
I am writing to apply for the Operation Administrator position.
I currently work as an Administrative Clerk at FedEx, where I provide administrative support to daily operations' responsibilities include maintaining accurate records, processing documentation, updating internal systems, handling enquiries, and ensuring operational procedures are followed correctly. Through this role, I have developed strong organisational skills, attention to detail, and the ability to manage multiple priorities while meeting deadlines.
My role requires me to communicate effectively with different departments, maintain accurate records, and support the smooth running of operational activities. I constantly work with documentation, data entry, and administrative processes that contribute to efficient business operations.
Along my professional experience, I am currently studying Level 6 Business at the University of Wales Trinity Saint David. My studies have strengthened my understanding of business operations, communication, management, and or process.
I am particularly interested in this opportunity because it represents the next step in my administration career. I enjoy supporting business operations, solving problems, and ensuring processes are completed accurately and efficiently. I believe my administrative experience, strong work ethic, and commitment to maintain ambitious standards would allow me to make a positive contribution to your organisation.
Thank you for considering my application. I welcome the opportunity to discuss my suitability for the role.
Yours faithfully, 
Raluca Moise 
CIRRICULUM VIATE 
Raluca Moise
Tel: 07425XXXXX
E-mail: ralucamoiseXX@gmail.com
Living area: Wellingborough, Northamptonshire

PERSONAL STATEMENT
I am a reliable and organized professional with experience in customer service, administration, and production environments. I work accurately with records and systems, follow procedures, and support teams under pressure. I communicate clearly, maintain ambitious standards, and adapt quickly to changing priorities.

SKILLS
Customer service and front desk support
Administrative support and documentation
Accurate data entry and record keeping
System updates and reporting
Team coordination and training support
Communication in English and Romanian
Health, safety, and hygiene compliance
ACHIEVEMENTS
Supported audits through accurate paperwork and checks
Trained new staff on procedures and systems
Maintained consistent production and quality records
Supported smooth daily operations across departments

EMPLOYMENT HISTORY
Customer and Administrative Support
Billington Foods, Wellingborough
January 2024 to Present
Completed daily operational checks and recorded data accurately
Updated internal systems and organized documentation
Reported issues and followed up with supervisors
Supported audits and compliance requirements
Trained inexperienced staff on procedures and systems
Worked closely with multiple teams
Followed hygiene and safety standards

Line Leader
Billington Foods, Wellingborough
October 2024 to Present
Organized staff and set up production lines
Monitored workflow and performance
Completed production and quality records
Carried out in process checks
Supported team training and development

Warehouse Operative
GXO, Wellingborough
October 2024 to December 2024
Handled goods in and out accurately
Recorded stock movements and updated logs
Followed safety procedures
Worked to deadlines in a fast-paced environment

Customer Service Volunteer
Smart Works Charity
March 2024 to July 2024
Welcomed clients and provided front desk support
Organized stock and supported presentation standards
Assisted visitors and delivered positive service

EDUCATION
University of Wales Trinity Saint David
Level 6 Business

UCB College
Business Level 3 BTEC
Entrepreneurship Distinction
Marketing Merit
Finance Merit

GCSEs
English Language 5
English Literature 4
Math's 4
Food Science 6
Science 4
Design and Technology 5
Geography 4
Citizenship 4
Statistics 4

REFERENCES
Available upon request














