Professional Career Developement

BMSW4012

student id:2308292

student name: Creata Penina Cirpaci Cover
Cover letter

Dear Hiring Manager,

Hello my name is creata penina cirpaci | am writing to apply for the Office Administrator
position at ProDesk Administrative Services. With my experience in office management and
strong organizational skills, | believe | can help keep your operations running smoothly. | am
excited about the chance to contribute to your team, especially because of ProDesk’s
excellent reputation in fire safety solutions. In my previous job as an Administrative Assistant,
| handled tasks like scheduling, managing documents, and supporting the team. I’'m confident
these skills will help me support your engineers and ensure everything runs efficiently. | look
forward to the opportunity to discuss how | can contribute to your team. Thank you for
considering my application.

Sincerely, Creata Penina Cirpaci

Essay
The Office Administrator Role at ProDesk Administrative Services and Its Benefits

The Office Administrator position at ProDesk Administrative Services offers a great
opportunity for an organized person to join a company with over ten years of experience in
fire safety solutions. ProDesk is looking for someone to manage documentation, assist the
CEO, and help keep the office running smoothly. The role also comes with several attractive
benefits.

Key Responsibilities



The main job of the Office Administrator is to organize and manage project documentation,
ensuring all records are accurate and up to date. They will also address any issues with
missing or incorrect documents to prevent delays.

Additionally, the Office Administrator will work with engineers to ensure clear communication
about projects. They will also assist the CEO with daily tasks, appointments, and organizing
company events. This role requires good time management and the ability to handle multiple
tasks.

Employee Benefits

ProDesk offers several benefits to support its employees:

1. 25 Days of Holiday: Employees receive 25 days of paid holiday each year to maintain a
healthy work-life balance.

2. Pension Scheme: The company offers a pension scheme to help employees plan for their
future.

3. Company Events: ProDesk organizes events to build team spirit and improve employee
morale.

Conclusion

The Office Administrator position at ProDesk Administrative Services is a great opportunity
for someone who enjoys staying organized and supporting a team. In addition to managing
important documentation and assisting the CEO, ProDesk offers great benefits, including 25
days of holiday, a pension scheme, and company events. This role is ideal for someone
looking for a supportive and rewarding work environment.

post office Clerk

Post Office Counter Clerk
Location : Broadmead Gallery BS1 3XB
Salary: 15,000-20,000+15 days holiday+ Pension

Prodesk post office services has been providing mail, financial and government services to
the public through its nationwide network of post office branches for over 200 years.



Key Responsibilities:

. meet and greet customers and give a good impression of the Post Office.
. sell financial and retail products and services to meet targets.

. sell stamps and deal with letters and parcels

. pay out pensions and benefits.

. accept bill payments

. deal with vehicle registrations and car tax.

Requirements:

. customer service skills.

. to be thorough and pay attention to detail.

. the ability to work on your own.

. excellent verbal communication skills.

. the ability to think clearly using logic and reasoning.

. the ability to accept criticism and work well under pressure.
. the ability to work well with others.

Benefits:

.15 days holidays
. Pension scheme
. Flexible Working

Location:
Bristol, with commutable locations including Port Talbot, Neath, and more.

If you're interested, please apply now. We look forward to hearing from you .



