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PROFILE
Certified economist, with fifteen years’ domestic and international experience, in both office environments and as a Manager of a Gas Station, where I managed a team, oversaw all administration and reporting activity, including stock management.  I have been able to develop my communication and time management skills to be able to complete tasks on time in both individual and team settings. I am looking for the next step with a business which could help me to further develop my professional skills. 



















PROFESIONAL SKILLS
· MS Office
· SAP BI, NEXUS

· Communication skills
· Time management
· Leadership skills
· Analytical skills 
· Issue resolution
· Critical thinking
PERSONAL QUALITIES
· Honest
· Diligent and organized
· Flexible
· Responsible
· Dedicated













[bookmark: _Hlk121574095]WORK EXPERIENCE
· Office assistant, June 2017 － present/ G&A Services London Ltd. － STAFFORD
• Assisting employee payroll processes by attendance logs, data entry, and expense monitoring.
[bookmark: _Hlk127353074]• Maintaining documentation, preparing reports, and correspondence related to the work, and building positive client relationships.
· Petrol Station Manager, June 2000 － October 2015 / Petrol AD Bulgaria － Sofia, Bulgaria
• Managed sales of goods on site, accurately maintained stock levels, and actively implemented marketing instructions and planograms.
• Completed all site administration on time, preparation of monthly reports on the implementation of the short-term business plan; cooperate with regional managers with a view to correct reporting and analysis of results.
• Organized and overseeing the training of new team members in line with the company´s training policy.
• Reported faulty equipment and overseeing repairs.
•Increased sales by 40% in the first year by diversifying the assortment of car accessories, asking about customers' needs, and providing exceptional service from well-trained staff.
· Warehouse Assistant, June 1997 － December 1999 / Bulgartabac AD － Sofia, Bulgaria
• Provided accurate, timely stock reports.
• Followed instructions and accomplished orders in a timeframe.
EDUCATION & QUALIFICATION
· CERT HE: Skills for the workplace_ Expected graduation May 2023 _ University of Wales Trinity Saint David
· English_ ESOL Level 2 (equivalent to a GCSE English) _ Expected graduation July 2023 _ NSCG - Stafford College
LANGUAGES
· Bulgarian _ Fluent in both written and verbal communication              
VOLUNTEER EXPERIENCE
· Retail Assistant, September 2019 – January 2020/ The Salvation Army, Stafford  
INTERESTS
· Painting 
· Meditation
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                                             ANELIYA   GEORGIEVA                        07513657022                                                                                                     a.kirkova.georgieva@gmail.com                                                             Stafford, Staffordshire       February 20, 2023   Hiring Manager   Staffordshire, West Midlands, ST16 2LP   ESSENTIAL EMPLOYMENT LTD   cvs@essentialemploy.co.uk       Dear H R   Manager,   I am excited to apply for the Business Support Coordinator positi on (Employer Reference:  5223478), which I   found using the “Find a job” service on the government’s website .   With a  strong background in administrative and operational support, as well as a passion for  providing excellent customer service, I believe I would   make a valuable addition to your  team.   As a detail - oriented individual with exceptional organizational  skills and adeptness, I   am  well - suited to manage multiple projects, prioritize tasks, and ensure that deadlines are met. I  have experience using a varie ty of software tools, including Microsoft Office , NEXUS   and  S AP BI , and I am confident in my ability to quickly learn new systems as needed.   In my previous roles, I have demonstrated a commitment to customer satisfaction by  maintaining clear lines of commu nication, resolving issues promptly and effectively, and  consistently delivering high - quality work. I am always looking for ways to improve processes  and increase efficiency, and I believe that my creative problem - solving skills and proactive  approach woul d enable me to excel in this role.   Thank you for considering my application. I look forward to the opportunity to further discuss  my qualifications and enthusiasm for the Business Support Coordinator position . My  contact  details can be found at the top of  this letter.     Y ours faithfully ,   Aneliya Georgieva  
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February 20, 2023

Hiring Manager

Staffordshire, West Midlands, ST16 2LP

ESSENTIAL EMPLOYMENT LTD

cvs@essentialemploy.co.uk





Dear HR Manager,

I am excited to apply for the Business Support Coordinator position (Employer Reference: 5223478), which I found using the “Find a job” service on the government’s website. With a strong background in administrative and operational support, as well as a passion for providing excellent customer service, I believe I would make a valuable addition to your team.

As a detail-oriented individual with exceptional organizational skills and adeptness, I am well-suited to manage multiple projects, prioritize tasks, and ensure that deadlines are met. I have experience using a variety of software tools, including Microsoft Office, NEXUS and SAP BI, and I am confident in my ability to quickly learn new systems as needed.

In my previous roles, I have demonstrated a commitment to customer satisfaction by maintaining clear lines of communication, resolving issues promptly and effectively, and consistently delivering high-quality work. I am always looking for ways to improve processes and increase efficiency, and I believe that my creative problem-solving skills and proactive approach would enable me to excel in this role.

Thank you for considering my application. I look forward to the opportunity to further discuss my qualifications and enthusiasm for the Business Support Coordinator position. My contact details can be found at the top of this letter.



Yours faithfully,

Aneliya Georgieva
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Business Support Coordinator  

Job details  

Posting date:  06 February 2023  

Salary:  £15.26 per hour  

Hours:  Full time  

Closing date:  08 March 2023  

Location:  Staffordshire, West Midlands, ST16 2LP  

Company:  ESSENTIAL EMPLOYMENT LTD  

Job type:  Contract  

Job reference:  MP128727CT1757 - 5223478 - 06022023  

Apply for this job   Summary   Business Support Coordinator based in Stafford and the rate is £15.26ph PAYE   This is a full time role working on a temporary contract.   Employer Reference: 5223478   The successful candidate Business support to a ne w service management team for  up to 3 months FT or minimum Monday, Tuesday, Wednesday.   They will be responsible for developing and maintaining files and records for clients  of the service and staff delivering the service. Collate and report on data for the   service. They will develop and maintain spreadsheets covering data on clients and  staff (e.g. timesheets, training, mileage expenses etc for payroll), order and monitor  equipment and PPE, deal with staff queries and calls  –   message taking for  management t eam and developing forms, templates and processes to ensure an  efficient service and data integrity.   Due to high volumes of CVs received we are not able to respond to all  unsuccessful applications. You will always however hear from us by phone if  we are ab le to take your CV forward to the next stage.  
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Apply for this job

Summary

Business Support Coordinator based in Stafford and the rate is £15.26ph PAYE

This is a full time role working on a temporary contract.

Employer Reference: 5223478

The successful candidate Business support to a new service management team for up to 3 months FT or minimum Monday, Tuesday, Wednesday.

They will be responsible for developing and maintaining files and records for clients of the service and staff delivering the service. Collate and report on data for the service. They will develop and maintain spreadsheets covering data on clients and staff (e.g. timesheets, training, mileage expenses etc for payroll), order and monitor equipment and PPE, deal with staff queries and calls – message taking for management team and developing forms, templates and processes to ensure an efficient service and data integrity.

Due to high volumes of CVs received we are not able to respond to all unsuccessful applications. You will always however hear from us by phone if we are able to take your CV forward to the next stage.

If you are interested in the role please apply on our website with your CV, alternatively you can email your CV to cvs@essentialemploy.co.uk quoting the reference number.

Essential Employment is acting as an Employment Business in relation to this vacancy. Essential Employment is an Equal Opportunities Employer.

All our roles may be subject to pre-employment checks including references so please be prepared.

You can also follow us at Twitter/Facebook/LinkedIn or via our website www.essentialemploy.co.uk
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