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Job Description
Our promise to you
- Competitive salary
- 25 days' annual leave (full-time roles) plus Bank Holidays
- Pension scheme
- Life insurance
- Discretionary bonus scheme
- On-the-job training and progression
- Recognition scheme
- Flexible benefits, including retail savings, cycle to work scheme, Gymflex, holiday purchase and more
- Access to an Employee Assistance Programme and the Best Doctors Service via our Wellbeing Platform
What will you be doing?
- Preparing accurate Statements of Main Terms of Employment and contract amendment letters
- Ensuring new starter documents, signed contracts, references and right to work documents are received and verified
- Updating and maintaining confidential personnel records and the HR system
- Ensuring Payroll is fully informed of starters, leavers and contractual changes each week
- Producing supporting documents such as disciplinary, grievance, absence or appeal letters
- Handling telephone calls on behalf of Senior HR Business Partners and relaying clear messages
- Providing administrative support to the HR Team as required
- Supporting the Recruitment Advisor with advertising vacancies internally and externally
- Providing cover for other HR Administrators as needed
- Carrying out any reasonable task required by the HR Business Partner
What are we looking for?
- Experience in an administrative role, ideally within a busy HR team
- Strong Microsoft Office skills (Word, Excel, Outlook)
- Accurate and efficient keyboard skills
- Knowledge of HR or Payroll systems
- Excellent organisation and the ability to prioritise workloads and re-evaluate tasks
- A positive, flexible “can-do” attitude
- The ability to work independently and as part of a wider team
- A warm and professional communication style and confidence engaging at all levels
About Us
We are FCC Environment, one of the UK’s leading waste and resource management companies. Our goal is to minimise the amount of waste that ends up in landfill by transforming it into valuable resources wherever possible.
Operating over 200 facilities across the UK and employing around 4,200 people, we’re on the frontline of tackling climate change. We need ambitious, innovative professionals like you to help us shape a sustainable future.
FCC Environment is an equal opportunities employer. We value diversity and are committed to creating an inclusive environment for all employees.










Sulita Aminta Camara
 | 2438447@student.uwtsd.ac.uk 
PROFILE
A committed business management student who aims to provide an effective, proactive HR service and supporting all HR function. Highly Organised HR Administrator with experience in HR Administration and a strong desire to build a career in Human Resources within a university setting. Possessing excellent interpersonal and organisational skills, I am adept at communicating effectively with people at all levels and managing my own workload independently or as part of a team.
EDUCATION & QUALIFICATIONS
University of Wales Trinity Saint Davids - CertHE Business skills for the workplace Effective Teamworking and Communication, Problem Solving and Decision making
	2026
College of Northeast London - Entry Level Certificate ENGLISH ESOL AND LEVEL 3 (2021-2024)
Maths Grade 4
GRUPO ESCOLAR DOCENTES UNIDOS, GUINE-BISSAU (2017-2018) Grade 12th.	2024
WORK EXPERIENCE
Cleaning Services | Bird & Bird	Nov 2021 to Present
Core Duties: Regular maintenance includes sweeping, mopping, vacuuming, and dusting furniture, shelves, and baseboards; Hygiene & Sanitization Orderly Maintenance Methods Stage Types
· I supervised a team of fifteen, includes covering for other people´s work.
· I worked for the same company for 6 years.
· i managed relationships with customer ensuring services levels were continually met.
· I managed our company with dignity, loyalty and respect, I intent to continue in this way.
· I implemented new cleaning schedules or routines, reducing cleaning time by 30%.
· I maintained 95-100%plan to health, safety, and hygiene standards.

Technical skills 
REFERENCES











Cover Letter 
Dear Hiring Manager
I am writing to express my interest in the position of the Administrative Assistant at Admin Master. My current experience as a student of the BA in Business Administration complemented by two years of professional experience in dynamic office environments makes me an ideal candidate for this position. 
During my studies at my current work part-time in retail, I have strong attention to detail and organization skills, I proven experience in commercial administration and hospitality environments.
I would like to have the opportunity to join the team at administrative assistant and use my skills to create an efficient, stress-free office environment for your executives. I believe that I can meet and exceed the expectations that you have for this role. I look forward to speaking more with you about my candidacy. Feel free to contact me at any time.
Thank you for your considering my application, I  am available to discuss further details about my application and demonstrate how my skills and experience reliable  and punctual with a strong work ethic for a team.
Yours sincerely,
Sulita
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