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📧  Gabrielage@outlook.it
☏ 07927837609
Personal Profile 
A motivated and detail-oriented professional with strong foundational knowledge in business operations and office administration. Currently studying a Certificate of Higher Education in Business Skills for the Workplace, I have developed key competencies in professional communication, digital tools, and teamwork. I am an approachable, reliable, and quick learner who adapts easily to new procedures and environments. I work well under pressure, possess excellent time-management skills, and understand the importance of maintaining data confidentiality. I am eager to secure an entry-level administrative role where I can apply my skills, support daily office operations, and contribute positively to a dynamic team.
Skills
· Strong IT skills (including MS Word, PowerPoint, Excel, and front-of-house systems)
· Time management
· Teamwork
· Spanish and Italian speaker with full professional proficiency in English and Portuguese
· Excellent interpersonal skills and strong multitasking abilities
Education
· University of Wales Trinity Saint David (UWTSD), London. Certificate of Higher Education (CertHE) – Business Skills for the Workplace February 2025 – Present
Work Experience
Reception Team Support | IQ-EQ |Jan 2025 –  2026
· Provide general administrative support to colleagues in the London office.
· Answer, screen, and forward incoming phone calls.
· Receive, sort, and distribute daily mail and deliveries.
· Greet and welcome all guests upon arrival at the office.
· Maintain office security by following safety procedures and controlling access.
· Ensure meeting rooms are kept tidy.
· Keep the reception area clean, tidy, and presentable at all times
· Update directory folders and spreadsheets as needed
Intern | KBM Training & Recruitment |Jul 2024 – Dec 2024
· Assisted with data entry of financial transactions during accounting training.
· Reviewed and recorded supplier invoices and verified payment details for accuracy and completeness.
· Performed bank reconciliations and assisted in the preparation of VAT returns.
· Developed practical skills using Xero, Sage 50, and QuickBooks accounting software.
Hospitality Assistant | Norton Rose| Mar 2022 – Jun 2024
· Ensured all rooms were arranged according to the specific requirements of each meeting or event.
· Provided high-quality services including tea, coffee, buffets, light refreshments, and other food and beverages.
· Met and greeted conference organisers and attendees, ensuring a warm and professional welcome. 
Receptionist | Beauty Aesthetic Clinic | Jan 2021 – Mar 2022
· Greeted incoming visitors and customers professionally and provided friendly, knowledgeable assistance.
· Confirmed appointments, communicated with clients, and updated client records.
· Kept the reception area clean and neat to give visitors a positive first impression.
 Interest
I enjoy travelling, discovering different cultures, and meeting new people. I also have a keen interest in professional and personal development, actively seeking to learn new software and workplace skills. In my spare time, I like reading, socialising, and maintaining an active lifestyle
References available upon request.


Cover letter
Gabriela Garcia
 London, N15 6AT
12/10/2026
Hiring Manager / Recruitment Team
Embassy of Peru in London
52 Sloane Street, London SW1X 9SP
RE: Application for Junior Administrative Assistant Position
Dear Hiring Manager,
I am writing to express my enthusiastic interest in the Junior Administrative Assistant position at the Embassy of Peru in London, as advertised on your official announcement. Currently pursuing a Certificate of Higher Education (CertHE) in Business Skills for the Workplace at the University of Wales Trinity Saint David (UWTSD), I possess a strong background in reception operations, administrative support, and event hospitality. As a native Spanish speaker with full professional proficiency in English, I am eager to contribute to the day-to-day operations and diplomatic service of the Embassy.
In my current role as Reception Team Support at IQ-EQ in London, I deliver daily administrative support, manage phone lines, coordinate mail distribution, and welcome high-profile guests while maintaining strict security and confidentiality protocols. Previously, as a Hospitality Assistant at Norton Rose and Receptionist at Beauty Aesthetic Clinic, I gained extensive experience in assisting with events, preparing meeting logistics, and delivering high standards of visitor support. These roles have strengthened my organizational skills, attention to detail, and ability to prioritize tasks effectively under pressure.
Joining the Embassy of Peru allows me to combine my administrative expertise with my bilingual capabilities to support Embassy staff, correspondence, and public inquiries. Thank you for your time and consideration. I welcome the opportunity to discuss in an interview how my skills align with the Embassy's needs.
Yours sincerely,

Gabriela Garcia
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JOB OPPORTUNITY | EMBASSY OF PERU IN LONDON

The Embassy of Peru in London is looking for an Administrative Assistant to support
the day-to-day operations of the Embassy, including reception, administrative tasks,
correspondence, office logistics, events and hospitality.

We are looking for someone who is organised, reliable and professional, with
excellent communication skills in English and Spanish, good judgement and strong
attention to detail. Proficiency in Microsoft Office (Word and Excel) is also required.

Applicants must have the right to work in the UK.

Interested in applying? Scan the QR code for full job details and application
information.
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