


Module Title: Employability and Career Development 

Module Code: LCLM4005

Assessment: Mock interview

Student Name: Andreea Rusu

Student Number: 2518426

Lecturer’s Name: Inderjit Grewal





Job Advert 
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21 May by Love Success Recruitment
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· £45,000 - £55,000 per annum, inc benefits
· London
· Permanent, full-time
· 
Skills: 
"Tech", "Startup"

Full job description
Permanent Office manager/ Personal Assistant
£45000-£55000 + excellent benefits
Based near Kings Cross (Hybrid working, 1 day from home)
A fast-growing and well-funded AI technology company is seeking a highly organised and proactive Office Manager / Personal Assistant to support its senior leadership team and ensure the smooth day-to-day running of the business.
Backed by leading investors and built by an exceptional leadership team with experience across major international technology businesses, this is an exciting opportunity to join a high-performing startup during a significant growth phase.
This is a varied and hands-on role combining executive support with office management responsibilities in a dynamic, fast-paced environment. The successful candidate will work closely with the founders and leadership team, providing high-level organisational support including complex diary management, scheduling, travel coordination, inbox management, and wider administrative assistance.
Alongside executive support, the role will also take ownership of creating a welcoming, efficient, and well-organised office environment for employees, visitors, and candidates. There will be involvement in a planned office move and ongoing operational coordination as the business continues to scale.
The company is looking for someone adaptable, solutions-focused, and happy to take ownership across a broad range of responsibilities. This role would suit an experienced PA, Office Manager, Team Assistant, or business support professional who thrives in a startup environment and enjoys being a central part of a collaborative team.
Key requirements include:
· Previous experience within a Personal Assistant, Office Manager, Team Assistant, or similar support role
· Experience supporting founders or senior leadership teams
· Exceptional organisational skills with strong attention to detail
· Excellent written and verbal communication skills
· Ability to manage multiple priorities within a fast-paced environment
· A proactive, reliable, and hands-on approach
· Confidence handling sensitive and confidential information
· A warm, professional, and approachable manner
This is an excellent opportunity for someone looking to join an ambitious and innovative business where they can play a key role in supporting both the leadership team and wider office operations.

Salary is dependent on experience.




ANDREEA RUSU




CONTACT



London



2518426@student.uwtsd.ac.uk



SKILLS
· Leadership
· Time management
· Communication 
· Problem solving
· Management 
· Attention to detail
· Research 
· Lone working 


LANGUAGES
Romanian: First Language
English:	
Proficient
Albanian:	

Upper Intermediate


HISTORY

Experienced administrative assistant with a proven track record in streamlining office operations, managing confidential information, and enhancing organizational efficiency. I demonstrate exceptional team leadership, time management, and problem-solving skills across diverse roles, including trainee shift manager and barista. Adept at fostering positive customer relations, maintaining attention to detail, and upholding integrity in all professional endeavors. Committed to driving operational excellence and contributing to organizational success through meticulous planning and effective communication.


EXPERIENCE
November 2021 - September 2025
Administrative Assistant Exclusive Care Services, Dartford
· Maintained comprehensive filing systems, both digital and paper-based, for easy retrieval of documents.
· Monitored office supplies inventory, placing orders to avoid
shortages and maintain operational flow.
· Responded to incoming requests for information or forwarded to appropriate individual.
· Managed confidential information with discretion, upholding data protection standards.
· Provided support to human resources, assisting with recruitment
processes and maintaining employee records.
· Liaised with clients and suppliers, fostering positive relationships and facilitating smooth operations.
· Managed diary for senior staff and management scheduling meetings and appointments to maximize efficiency.
· Scheduled and prepared for board meetings, including preparing agendas and taking minutes.

· August 2013-January 2015 - lived with
family and helped my aunt with babysitting, housework and daily tasks.
· January 2015 - November 2015, August 2016 - April 2019, September 2020 - September 2021 - Full time mother.
· I have started my learning journey a year ago (2024) completing my English GCSE; I am currently studying a Higher Education course, with the goal of feeding my learning hunger and continuing further education in university. I am a fast learner and a hard-working person, always looking for ways to grow, developing and enriching my skills and abilities. I believe there isn't a thing I can't learn to do and every goal is achievable with hard work, determination, resilience and passion for success. 
· 
Communicated ideas clearly across multiple channels to assist staff.
· Compiled and submitted reports detailing departmental performance and identifying areas for improvement.
· Delivered staff inductions and training sessions on administrative procedures, ensuring compliance with company policies.
· Organized company events, from venue selection to on-the-day
coordination, enhancing team morale.
· Championed adherence to company policies with meticulous attention to detail.
April 2019 - September 2020
Trainee Shift Manager McDonald's, Great Yarmouth
· Supervised teams of 15 staff, delegating tasks and managing schedules to optimize shift efficiency.
· Coordinated with kitchen and front-of-house teams to maintain seamless service during peak hours.
· Planned and communicated daily manufacturing tasks and targets.
· Monitored worker behaviors and enforced standards for consistent safety protections.





QUALITIES
· Punctual
· Resilient 
· Multitasking 
· Resourcefulness 
· Ambitious
· Initiative
· Willingness to learn
· Attention to detail
· Honest
· Reliable
· Empathic
· 
Maintained workplace safety by observing occupational and environmental health requirements.
· Conducted regular performance reviews, providing constructive
feedback and setting clear objectives for team members.
· Maintained strict adherence to health and safety regulations, conducting regular audits to ensure compliance.
· Led training sessions for new hires, focusing on customer service excellence and operational procedures.
· Achieved productivity targets by motivating and incentivizing
manufacturing teams.
· Facilitated team meetings to discuss targets, celebrate achievements, and address areas for improvement.
· Acted as a liaison between staff and upper management, effectively communicating feedback and suggestions for improvements.
November 2015 - August 2016
Barista Baxterstorey, London
· Operated espresso machines and other coffee-making equipment with expertise, ensuring high-quality beverage production.
· Maintained a clean and sanitary work environment, regularly cleaning coffee machines, counters, and customer areas.
· Delivered exceptional customer service, responding to enquiries and
offering recommendations on beverage selections.
· Maintained highest standards of conduct and personalized customer service.
· Managed inventory levels of coffee beans, milk, and other supplies, ordering stock as necessary to maintain optimal levels.
· Led training sessions for new staff on coffee preparation techniques
and customer service excellence.
· Resolved customer complaints with diplomacy, maintaining the establishment's reputation for outstanding service.
· Organized and displayed merchandise, including coffee beans and brewing equipment, to maximize sales


EDUCATION
Certificate of Higher Education Business Skills for the workplace University of Wales Trinity Saint David, London
· Started course October 2025 - 1 year course to be completed October 2026

GCSEs English Language Activate Learning, Online
· Grade 6
· Received Distinction for my Spoken Language Assessment
· Course date September 2024 to June 2025

HOBBIES AND INTERESTS
Activities with my children | Gym and a healthy lifestyle | Discovering new places| Cooking | Music
Days Out in Nature | Travelling | Developing new skills and growing on a professional and personal level
· DRIVING LICENCE 
Category B auto


· References available on request 


							ANDREEA RUSU
								London 
						2518426@student.uwtsd.ac.uk

Emma Ellis
Love Success Recruitment
London, UK
info@lovesuccess.co.uk

18/07/2026

Subject: Permanent Office manager/ Personal Assistant

Dear Ms. Ellis, 

I am thrilled to submit my application for the position of Office Manager at the AI technology company you represent. Having worked as an administrative assistant for more than four years, and in customer service for more than six years, I bring the operational rigorousness, people-first mentality, and pace tolerance that a rapidly expanding AI company requires to keep its teams operating efficiently.

I am confident in my ability to contribute towards achieving excellence for the company you represent. I am the best candidate for this office manager role because of my flexibility in fast-paced settings and my ability to handle multiple priorities. In my former position as an administrative assistant, I supported executives and cross-functional teams while continuing to show off my outstanding organizational abilities and attention to detail. 

My empathetic nature is connected to my experience in customer service. I communicate quickly and professionally, effectively expressing the company's brand, whether I am welcoming customers, responding to facility needs, or coordinating with vendors. My coworkers are aware of my responsiveness, dependability, and initiative in addressing obstacles before they become problems.

I have selected this expanding AI technology company because of your focus on creating revolutionary AI products and your need for a reliable, efficient, and friendly workplace. Supporting high-achieving technical teams and fostering an environment where individuals can perform at their highest level inspire me. As the business grows, I want to be the trustworthy foundation of everyday operations since I have a strong interest in detail, culture, and trust. My vast experience in office administration guarantees the day-to-day seamless operation of the company, promoting its growth. providing high-level organizational support, including complex diary management, while collaborating directly with the founders and leadership team as a dependable and accountable member. I am responsible for creating a welcoming, productive, and organized work environment for employees, visitors, and candidates while upholding the company's standards.

It would greatly appreciate the opportunity to discuss how I can help level up office operations at the AI technology company. I am available for interview Monday to Friday from 9am to 5pm.
Thank you for your time and consideration. 

Yours sincerely, 
Andreea Rusu
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