I am writing to apply for the position of *********. I find the role extremely appealing due to its varied scope and because I feel it will make the best use of the skills I have developed throughout my education and work experience. I feel I would be the most comfortable working in an office environment as it would be a stimulating environment for me to begin a long term career. I see this role as a great opportunity to build on my experience.
Studying Philosophy and Sociology at the University of York has greatly improved my organisational skills, my ability to work to strict deadlines, prioritise workloads and manage my time effectively. The Philosophy course in particular has improved my problem solving and analytical aptitude, and my high examination marks have proven that I excel when working under pressure. In addition, the assignments required me to become proficient at using all Microsoft Office products and allowed me to develop strong written and verbal communication skills. 
Whilst working in the Education department at The British Library, I learnt how to carry out administrative duties effectively and efficiently. These duties included maintaining and updating databases, collecting accurate contact information, sending out letters and emails, bulk photocopying, using an OCR scanner, collecting post, checking and coming up with new ways to improve the filing system, word processing documents, inventory management of office supplies and maintaining a tidy workplace. As a result, I am very comfortable working as part of a team in an office environment. Whilst at the British Library I also had the opportunity to work on the main reception desk as part of visitor services. Working with the general public required me to use my own initiative to respond to a variety of queries and situations. I am able to work in a methodical manner according to set procedures. I have further built on these skills in a high pressure environment during my employment at J.D. Wetherspoon. I have also gained extensive experience working with young people through volunteering as a playworker at the British Museum and Camden Square Playschemes, leading a team for the YMCA Playscheme and assisting the Jam Space children’s music workshop. 
Whilst at the University of York, I was an active member of the Go-Karting Society (part of the Athletic Union). In my second year I was elected into the committee for the role of social secretary. My main duties involved promoting the club and attracting new members whilst making current members feel comfortable and welcome. I organised weekly activities for the members and their friends to get to know each other outside of go-karting. My other duties involved attending weekly committee meetings, sending out club emails to large numbers of people, and keeping the information on the website updated. I also organised karting events, which involved booking the track, being responsible for the cash box, booking transportation to the event and being the club’s main off-base first aider.
Upon graduation I spent the summer working for the Centre for English Language Teaching at the University as a social organiser. This involved looking after the welfare of a group of international students. I was responsible for organising trips and social activities, encouraging the students to practice English outside of a classroom environment and helping them settle into life in another country. Most importantly I was a friendly face and first point of contact for any issues which arose. I found the job very rewarding and committed a lot of my time beyond what was strictly required and this was reflected in the feedback I received from students upon the completion of their course. I am able to adapt very quickly to new situations and thrive on meeting new people. I most enjoy helping people find information and looking after the needs of others.
I have attached a copy of my CV which includes full details of my skills and qualifications. I look forward to hearing from you.

Yours sincerely,

Jazmine Fleet
07920 409018

