Curriculum Vitae
Anna Ryba
Mobile: 07719138932 | Email: annaryba946@gmail.com
Professional Profile
Resourceful and dedicated professional with experience in administration, data entry, cheque processing and customer service. Experienced in handling personal and account data securely, processing documents, responding to client emails and working in fast-paced environments. Organised, adaptable and able to work effectively under pressure while maintaining high standards of service.
Key Skills

Teamwork and collaboration
Clear written and verbal communication
Understanding others’ needs and adapting accordingly
Organisation, time management and prioritising tasks
Customer service and handling payments
Secure data handling and accurate data entry
Administrative support and record keeping
Career Summary
Administrative Officer — County Court Business Centre | 2023–Present
Process charging orders and cheques.
Handle personal data carefully and securely.
Respond to client emails.
Data Entry Operative — Oasis Group | 2023
Handle data and documents securely.
Enter customer and account data from source documents into a secure database within required time limits.
Service Care — Administration / Technical Support | 2021–2022
Complete administration duties.
Test and record returns in the system.
Warehouse Operative | 2020–2021
Warehouse operative duties.
Square One Café | 2019–2020
Prepare food and drinks.
Serve customers and handle payments.
Costa Coffee | 2010–2019
Prepare food and drinks.
Serve customers and handle payments while maintaining service standards.
DHL, Daventry — Warehouse Operative | 2008–2010
Picking, packing and put-away duties.
IPSL — Cheque Processing Clerk | 2006–2007
Cheque processing duties.
Data Force — Production Assistant | 2005–2006
Production assistant duties.
Education
Private College — Computer Programming and Data Entry (1999–2001)
Hairdressing College (1997–1999)
Technical College (1996–1997)
Primary School (1988–1996)
Hobbies and Interests
Travelling, fitness, reading, gardening and sport.
References available on request.


Cover Letter — Administration Officer
Anna Ryba
Mobile: 07719138932
Email: annaryba946@gmail.com
Dear Hiring Manager,
Re: Application for Administration Officer
I am writing to apply for the Administration Officer position advertised by Match Recruitment. With experience in administration, data entry, cheque processing and customer service, I believe I have the skills and experience needed to make a positive contribution to your client’s team.
In my current role as an Administrative Officer at the County Court Business Centre, I process charging orders and cheques, handle personal data securely and respond to client emails. This has helped me develop strong attention to detail, organisational skills and the ability to handle information responsibly.
My previous experience as a Data Entry Operative involved entering customer and account information accurately into a secure database and working within time limits. I also have experience as a Cheque Processing Clerk, which has given me relevant experience in processing financial documents. In addition, my years working at Costa Coffee and Square One Café strengthened my communication, teamwork and customer service skills.
I am organised, reliable and comfortable working in a busy environment where priorities can change. I understand the importance of keeping records up to date, responding to enquiries professionally, preparing accurate documentation and following up outstanding information. I am also willing to learn your client’s CRM system and procedures.
I would welcome the opportunity to bring my administrative experience, accuracy and positive attitude to this position. Thank you for considering my application. I look forward to the opportunity to discuss my suitability for the role.
Yours faithfully,
Anna Ryba


Job Description and Person Specification
Administration Officer
Salary: £27,000–£29,000 per annum, depending on relevant experience
Contract: Permanent, full-time
Hours: Monday–Thursday, 8:30am–5:00pm; Friday, 8:30am–2:30pm (37.5 hours per week, with a 30-minute unpaid lunch)
Location: Fully office-based, Weldon area of Corby (NN17)
Benefits: Free parking and on-site parking
Job Description
The Administration Officer will manage client cases from start to finish, maintain accurate records, respond to client and stakeholder queries, prepare and issue documents and invoices, follow up outstanding information and payments, and provide general office support. The role requires strong organisation, attention to detail and the ability to manage changing priorities and deadlines.
Main Responsibilities
Maintain accurate client case files on the internal CRM system and monitor outstanding actions.
Respond to clients, external stakeholders and colleagues by telephone and email.
Chase outstanding information and documentation to avoid delays.
Prepare and issue offers, agreements, invoices, letters and other documents accurately and on time.
Manage client funds and invoicing, allocate payments correctly, check fees and follow up outstanding payments.
Provide management with updates and reports on workload and case progress.
Answer calls, assist colleagues, file documents and keep office records up to date.
Person Specification
Relevant office-based administration experience.
Excellent organisation and attention to detail.
Ability to manage a caseload, changing priorities and multiple deadlines.
Confident written and verbal communication with clients, stakeholders and colleagues.
Accuracy in record keeping, document preparation, invoicing and payment processing.
Ability to follow up actions and help cases progress efficiently.
A reliable employment history and commitment to previous roles.
Willingness to learn and use the organisation’s internal CRM system.
Recruitment note: The advert states that relevant office-based experience and a strong track record of longevity in employment are required. The role is fully office-based and permanent/full-time.
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