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COVER LETTER
Farah El Ferri
Tel: 07534312896
Email: farahnice90@gmail.com
Date: 12 March 2026
Hiring Manager, Adecco Recruitment, Lincolnshire Police Force

Dear Hiring Manager,
I am writing to express my interest in the Mailroom Assistant position advertised by Adecco.
I am extremely interested in this opportunity and believe that my organisational skills, attention to detail, and ability to work efficiently in busy environments make me a strong candidate for this role.
I have developed valuable skills through my education and training, including organisation,
communication, and time management. I am confident working independently as well as part. of a team and always aim to complete tasks accurately and on time. I am comfortable using.
computers and office software, and I am eager to continue learning new skills in a
professional environment.
The responsibilities of sorting and distributing mail, preparing outgoing mail, and
maintaining accurate records particularly interest me. I am a reliable and organised person. Who understands the importance of accuracy and confidentiality, especially when handling?
I would welcome the opportunity to contribute to the Facilities Management team and
support the efficient operation of mail services. I am motivated, hardworking, and keen to develop my experience within an office environment.
Thank you for considering my application. I look forward to the opportunity to discuss myself. suitability for the role.
Yours sincerely,
Farah El Ferri

TEL: 07534312896
farahnice90@gmail.com


              EL FERRI  FARAH

Education, Qualification& Further Learning

Free2Learn – Mar - Apr 2024

ICQ Level 1 Certificate in Personal Development and Employability Skills

ICQ Level 2 Certificate in Customer Service

ICQ Level 2 Principles of Team Leading

Sep 2014 to November 2015:CFA-Asmadec-Rabat College
Apprenticeship Diploma in Tourism

Jan 2006 to dec 2007 : professional qualification certificate

Jan 2019 to june : Interpretation Level 1


Employment History

Feb 2016 to Present 		Carer		24/7 Agence Slough 
 
Nov 2016 to present 	Sorter	 Manpower	 Royal 	Mail

My duties included:
	_Sorting mail, parcels
	_Organisation 
	_Attention to detail
_Teamwork
_Reliability
_Handling mail and documets

Jan 2010 to July 2014 Shop floor YAZAKI, Morocco(Global Automotie Parts Company)
During my 4 years with the Company I progressed through a number of roles including:
_Machinist
_Assembly
_Quality Control

Ap 2009 to Jan 2011	Accounts Assistance 		Ste Stadimco Accountants

Jan to March 2009 	Supermarket Cashier	Label Vie Supermarket

Ma to Dec2008	Sews Morocco

Volunteering &Unpaid Work

Dec 2015 to present    Volunteer Slough Refugee Centre
	_ Translator 
	_Reception
Mar to Apr 2007          - Unpaid Training in Accounts Banque Populaire

Other Skills:

· Languages: fluent in Arabic, Frensh, English. Conversant with Dutch and Spanish
· Microsoft Products: Word, Excel, Powerpoint, Access
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‘What We're Looking For:
To thrive in this role, you should have:
+ Aminimum of 3 GCE/GCSE Grade C o above, including English Language and Mathematics
(desirable).
Experience working in an office environment (essential).
+ Strong organisational and planning skills with an ability to prioitse tasks effectively.
+ Amethodical approach to work, ensuring accuracy and attention to detail
« Proficiency in Microsoft Word, Excel, and Outiook.
« Excellent communication and interpersonal skils, with  knack for building strong relationships.
« Aflexible and adaptable mindset, with a wilingness to lear and grow.

Why Join Us?

Be part of a team that values professionalism and integrty.
Engage in a role that supports key objectives and enhances the workplace.
Enjoy a friendly work environment that encourages development.

How to Apply:

I you'e ready 1o take on a rewarding challenge as a Mail Room Assistant, we want 1o hear from you!
Please submit your application today to embark on an exciting journey with our client.

Join us in making a diflerence and delivering exceptional service every day! We can't wait to welcome
‘you aboard!

confident employer. It is important to us that we run an indlusive and accessible
i 1o main conlent o support candidates of all backgrounds and allabiltes to apply. Adecco is
‘committed to building a supportive environment for you to explore the next steps in your career. If you
require reasonable adjustments at any stage, please let us know and we willbe happy 1o support you.

‘Adecco acts as an employment agency for permanent recruitment and an employment business for
the supply of temporary workers. The Adecco Group UK & Ireland is an Equal Opportunities Employer.

By applying for this role your details will be submitted to Adecco. Our Candidate Privacy Information
Statement explains how we wil use your information - please copy and paste the following lik in to
Your browser (url removed)

Type: Temporary.

Contract Length: NIA

Contact Name: Login o register to view

Job Reference: JN -032026-467033_1772641401

Job ID: 224818714

Romember You shouid never send monoy fo a prospectve employe o discioso any fnancil informatin. Shouid you

‘encounter any job stings requesting payments o inancial deta, lease reach out 1o us immediately. For urther
‘quidance, vist obsaware co.uk.

N ey 0224816714 oo Asstant ok screr i G2ecaT0. 544649 9200 LTS dom AT
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Find jobs, fast!
Upload your CV and be th first to apply

Register today

Adecco

Mailroom Assistant
Posted 3 days ago by Adecco
Lincolnshire
£12.83mour

Apply Now

Adecco are pleased to be recruiting for a Mail Room Assistant to work within Lincolnshire Police Force

Location: Nettisham, Lincoln
Contract Type: Temporary

Hourly Rate: £12.83 per hour

‘Working Pattern: Ful Time, 37 hours per week between the hours of 7am & 7pm Monday to Friday.
dynamic role in a supportive environment? Our client s seeking a motivated and
‘organisea man reoom Assistant to join their Facilties Management team! This i a fantastic opportunity
for someone who thrives in a busy setting and is eager to contribute 10 the smooth operation of
essential services.

Kip to main conty

About the Role:
‘As a Mail Room Assistant, you will play a vital role in ensuring the efficient handiing of all mail and
deliveries. Your responsibilfies wil include:

« Sorting and distributing incoming mail with precision and care.
« Preparing and franking outgoing mal, ensuring timely dispatch.
« Xraying al incoming external mail and parcels, adhering o saety prolocols.
« Signing and recording deliveries from couriers and the Royal Mail.
« Delivering urgent mail o various sites as needed.
+ Monitoring the franking machine and addressing any issues promptly.
« Placing courier orders and managing postage accounts.
« Producing monthly reports to track postage statistics
* Maintaining stock levels of mairoom supples and stationery.
« Assisting withfire alarm testing and supporting the reprographics team with print room duties.
« Providing general administrative support to enhance departmental efficiency.
s i 30y 224818714 Ao S 26T 5008 44559200 0BT
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