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Application for Office Assistant Position






Module Title: Employability and Career Development
Module Code: LCLM4005
Assessment 1: Mock Interview
Student Name: Renato Cafaro
Student ID: 2511420
Lecturer: Dr. Lizeta Demetriou
Date: 20th July 2026
Job Advertisement 
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(Caterer, 2026)
“Office Administrator
Southwest London
£30,000
Our client, a growing London event catering business, is looking for an organised and proactive Office Administrator to join their team based in Southwest London.

This is an excellent opportunity for an experienced administrator looking to develop their skills within a fast-paced hospitality and events environment while gaining exposure to finance and accounting processes.

Working closely with the Finance Director, you will provide administrative support across the business and help ensure the smooth day-to-day running of the office.


The Role
· Providing administrative support to the Finance Director and wider management team
· Assisting with finance administration and accounting processes
· Maintaining accurate records, filing systems and company documentation
· Managing office administration duties and supporting daily operations
· Handling correspondence, data entry and reporting tasks
· Assisting with invoicing, supplier administration and financial paperwork
· Supporting internal teams with administrative requirements
· Helping maintain efficient office systems and processes


About You
· Previous experience within an administrative, office support or coordinator role
· Excellent organisational skills and strong attention to detail
· An interest in finance, accounts or bookkeeping would be advantageous
· Strong IT skills including Microsoft Office
· Excellent communication and interpersonal skills
· Able to prioritise workload and manage multiple tasks
· Positive, proactive and willing to learn
· Previous hospitality, catering or events experience would be beneficial but is not essential


The Package
· £30,000 salary
· Southwest London location
· Full-time position
· Opportunity to work within a growing events business
· Exposure to finance and business operations
· Supportive and collaborative team environment

This is an excellent opportunity for someone looking to develop their administrative career within the hospitality and events industry.

To apply or find out more, please send your CV in confidence.



Change Hospitality are acting as an Employment Agency in this instance & due to the volume of applications we regret that only successful candidates will be contacted.

We are proud to be an equal opportunities employer. Change Hospitality is committed to fostering a diverse, equitable, and inclusive workplace. We welcome applications from individuals of all backgrounds and experiences, and we strive to ensure that every employee feels valued, respected, and supported. We believe that a diverse workforce strengthens our organisation and enhances our ability to deliver excellence.”

(Caterer, 2026)
Renato Cafaro
Cafaro3renato@gmail.com
+44 7709091606
Professional Summary
Business and Management student with over 10 years' experience in supervisory and operational roles, and administrative support within luxury hospitality. 
Proven track record of reducing 15% monthly cleaning consumable expenditure through streamlined procedures, waste reduction and more effective stock control. 
Seeking to begin a career as an Office Assistant, bringing strong organisational, administrative, communication, and problem-solving skills to a professional office environment.
Work Experiences
Public Area Supervisor 
Park Plaza Westminster London Bridge (10/2024 - Present)
· Provided administrative support by maintaining accurate records, operational documentation, daily reports and up-to-date information to support efficient business operations ensuring information was accurate and available for management decision-making
· Coordinated teams of up to 8 employees and agency staff during large events, ensuring effective communication and smooth operational delivery
· Supported management through staff briefings, KPI monitoring, training coordination and process improvements
Floor Supervisor 
Hilton London Metropole (03/2023 – 10/2024)
· Prepared reports, shift handovers and operational documentation while maintaining accuracy and attention to detail
· Planned workloads, prioritised tasks and coordinated daily activities to support efficient department operations
· Worked with different departments to resolve issues, improve communication and maintain high service standards 
Housekeeper 
Hilton The Biltmore Mayfair (02/2019 – 03/2023)
· Maintained accurate records, updated operational systems and reported issues in line with company procedures, health and safety regulations and quality standards
· Delivered high-quality service within a luxury hospitality environment requiring strong organisation and attention to detail
· Developed strong organisational skills, reliability and adaptability while working within strict procedures and quality standards.
Key Skills
· Office Administration and Administrative Support
· Documentation Management and Record Keeping 
· Microsoft Office (Word, Excel, Outlook, PowerPoint) 
· Data Management and Report Preparation 
· Organisation and Workload Prioritisation 
· Communication and Team Coordination 
Education
Cert HE Business Skills for the Workplace 
University of Wales Trinity Saint David (September 2025 - Present)
Languages
· English
· Italian
References: Available upon request.
I consent to the processing of my personal data for recruitment purposes in accordance with the UK GDPR and the Data Protection Act 2018.
Cover Letter
Renato Cafaro
208 Nether Street, N3 1JD
Barnet, United Kingdom
Cafaro3renato@gmail.com
+44 7709091606

20th July 2026
Hiring Manager 
Change Hospitality
London, United Kingdom

Dear hiring manager,

I am writing to apply for the Office Assistant position advertised by Change Hospitality on Caterer.com. This opportunity particularly interests me because it combines office administration, finance support and the hospitality industry, allowing me to transfer my operational and supervisory experience into an administrative role. I am also attracted to Change Hospitality's personalised approach to recruitment and its commitment to understanding candidates' career ambitions and matching them with organisations where they can contribute and develop professionally. The opportunity to support a growing events catering business particularly appeals to me, as it offers the chance to build my administrative career within the hospitality industry.
Throughout my career in luxury hospitality, I have developed strong organisational, communication and problem-solving skills while supporting daily operations in fast-paced environments. In my current role as Public Area Supervisor at Park Plaza, I contribute to efficient business operations through accurate documentation, operational records, reporting and team coordination during large-scale events. I have also supported process improvements through more effective stock control procedures, contributing to a 15% reduction in monthly consumable costs.
My previous supervisory experience has strengthened my ability to manage competing priorities, prepare reports and collaborate with different departments to achieve operational objectives. These skills are directly transferable to office administration, maintaining efficient processes and supporting management teams.
Alongside my practical experience, my studies in Business Skills for the Workplace have strengthened my understanding of business administration and organisational processes. I am confident using Microsoft Office applications, particularly Word, Excel and Outlook, and I am keen to continue developing my knowledge of financial administration processes and digital systems.
I believe my combination of operational knowledge, administrative skills and willingness to learn would allow me to make a positive contribution to your team.
I would welcome the opportunity to discuss my application further at interview and demonstrate how my skills could support your organisation.
Thank you for considering my application.

Kind regards,

Renato Cafaro.
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Caterer (2026) Office Assistant. Change Hospitality. Available at: https://www.caterer.com/job/office-accountant/change-hospitality-job107587774 (Accessed: 08 July 2026).
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