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Personal Profile
I am a friendly and reliable person who enjoys learning new things and taking on new challenges. I  enjoy working with people and being part of a supportive team. I am looking for an opportunity to start my career in office administration and continue developing my knowledge and experience.

Key Skills
*Microsoft Office    *Data entry and database management   *Filing and document management
* Diary and calendar management   * Organisation and time management * Teamwork
* Problem solving * Professional communication


Employment History
Administrative Assistant 
Avon Business Solutions
September 2025 – June 20266

Key responsibilities
· Scheduled appointments and meetings.
· Prepared business documents and reports.
· Maintained customer records using Excel.
· Organised paper and electronic filing systems.

Customer Service Assistant
Retail Store, Bristol
March 2023 – August 2025

Key responsibilities
· Assisted customers with enquiries and purchases.
· Processed payments accurately.
· Worked effectively as part of a busy team.



Education
Level 4 Higher Education
Employability Skills
2025 – Present

Modules include
· Business Communication
· Professional Development
· Team Working
· Digital Skills
College in Poland
Office Administration and IT 
· English Language
· IT Skills
· Business Administration

Additional Information
· Full UK Driving Licence
· Fluent English and Polish
· Advanced Microsoft Office Skills

References
Available upon request.











2. Cover Letter 

Aleksandra Maslich
3 Thomson Road
Bristol BS5 0JR
07827 074956
aleksandram1989@yahoo.com

Dear Requirement Team 
Dragon Digital Services Ltd
Cardiff, Wales
Sunday, 05 July 2026
Dear Requirement Team,
I would like to apply for the Junior Office Administrator position at Dragon Digital Services LTD. I am currently studying Level 4 Employability Skills at the University of Wales Triniti Saint David, and I am looking for an opportunity to start my career in office administration. 
I believe this role is a great match for me because I enjoy organising work, helping people and learning new skills. I always try to do my best in everything I do, and I enjoy working both independently and as part of a team.
In my previous roles, I gained experience in customer service and administration. I organised meetings, prepared documents, updated customer records, answered enquiries and worked with Microsoft Office. These jobs helped me improve my communication, organisation and time management skills. I understand how important it is to be accurate, professional and well organised.
During my university course, I have also developed my digital and administrative skills. I have learned how to communicate professionally, work effectively in a team and solve problems. I enjoy learning, and I am always happy to take on new challenges and improve my knowledge.
I am interested in working for Dragon Digital Services because your company offers training, career development and a supportive working environment. I would like to be part of a team where I can continue learning and build my experience in the office administration.
Thank you for taking the time to read my application. I would be very happy to discuss my application further at an interview. I look forward to hearing from you.
 
Best regards,
Aleksandra Maslich

3. Job Description (Provided by Partner)
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Job Title: Junior Office Administrator
Company: Dragon Digital Services Ltd
Location: Cardiff, Wales (Hybrid)
Contract: Permanent | Full-time (37.5 hours)
Salary: £25,500–£29,500 per annum
Bonus & Benefits
Annual performance bonus (up to 8%)
25 days annual leave plus bank holidays
Company pension
Hybrid working
Flexible hours after probation
Employee Assistance Programme
Paid training
Career progression
Free parking
Annual salary review
Wellbeing programme
Team-building events
About the Company
Dragon Digital Services Ltd is a growing business support company providing administrative and digital services to SMEs across Wales. The organisation values professionalism, innovation, teamwork and continuous learning.
Main Purpose
Provide efficient administrative support ensuring smooth office operations and excellent customer service.
Key Responsibilities
Manage calls and emails
Maintain digital and paper records
Prepare reports, letters and spreadsheets
Organise meetings and diaries
Support finance administration
Order office supplies
Update databases
Maintain confidentiality
Support senior managers
Work collaboratively
Identify process improvements
Essential Skills
Microsoft Word, Excel, Outlook and Teams
Excellent communication
Organisation
Attention to detail
Time management
Problem solving
Ability to work independently and in a team
Desirable Skills
Administration experience
Knowledge of CRM systems
Understanding of GDPR
Business Administration qualification
Personal Attributes
Professional
Reliable
Adaptable
Positive attitude
Willingness to learn
Training & Development
Full induction
Mentoring
Professional training
Six-month development reviews
Promotion opportunities
Why Join Us?
At Dragon Digital Services Ltd, we believe our people are our greatest asset. We are committed to creating an inclusive, supportive and collaborative working environment where every employee has the opportunity to learn, grow and achieve their career goals. Whether you are beginning your career or looking for your next opportunity, we will provide the support and training you need to succeed.
How to Apply
If you are an organised, enthusiastic and motivated individual looking to build your career in office administration, we would love to hear from you at recruitment@dragondigitalservices.co.uk .
Tailored CV
Cover Letter
Applications will be reviewed as they are received, and shortlisted candidates will be invited to attend an interview.
Closing Date: 31 July 2026
Interview Date: To be confirmed
Equal Opportunities Statement
Dragon Digital Services Ltd is proud to be an equal opportunities employer. We welcome applications from candidates of all backgrounds and are committed to creating an inclusive workplace where everyone is treated with dignity, fairness and respect.
Ready to Apply?
Ready to take the next step in your career? Join Dragon Digital Services Ltd and become part of a team where your ideas are valued, your development is supported, and your contribution truly makes a difference. We look forward to receiving your application!
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