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1. Curriculum Vitae


Pavlina Pavlova
86 Capstone Avenue
Birmingham
B18 6PJ 
7746555775 | 2133271@student.uwtsd.ac.uk 
PROFILE
I am a highly organised, devoted, and diplomatic individual with a track record of enhancing workplace conditions and a commitment to employee wellbeing. Responsive to employee concerns, I have excellent interpersonal skills and exhibit the highest caution and honesty when handling confidential information. I am also business-savvy, as evidenced by my experience with payroll systems and employment law.


EDUCATION & QUALIFICATIONS
University Of Wales Trinity Saint David - Skills for the Workplace Academic and Employability Skills 
Digital Skills and Research Methods 52 marks
Effective Team Working and Communication 53 marks.
Problem Solving and Decision Making 52 marks                                                                                 2023
Academic Skills 
Digital Skills 
Effective Team Working and Communication
Problem Solving and Decision Making 
Employability and Career Development 
Enterprise and Entrepreneurship 
2022


High School 123 Stefan Stambolov - Diploma of Completed Secondary Education: Mathematics – 6,
English Grammar/Communication – 6,
Physics – 6                                                                                                                                       2007
5.85 overall 


WORK EXPERIENCE
Manager | Crest Pharmacy, Coventry, UK                                                                 Jan 2022 to Present
Crest Pharmacy is a family-owned business with over 100 pharmacies in the United Kingdom.
· I am in charge of supervising the day-to-day commercial operations of a pharmacy, including the administration of prescription medications and counselling of customers. Additional responsibilities include supervising the pharmacy staff and inventory and assuring the secure storage of prohibited narcotics and prescription pharmaceuticals.
· • Improved personnel efficiency 
· • Augmentation of daily delivery prescriptions
· • Profit increased by 15% from the previous year.
COVID-19 Vaccinator: | Crest Pharmacy, Nuneaton, UK                                         Jan 2021 to Jan 2022
Turnover of the company is over £1,000,000 with over 400 employees.
· Accurate preparation and safe administration of vaccine dose to
· consented patients.
· Thorough execution of medical pre-screening during patient assessment.
· Provision of comprehensive support to patients and other members of the vaccine team, assisting to resolve queries or Issues raised.
· Management of the vaccination centre, ensuring accurate stock takes as well as generating staff rotas.
· Exercising consistent levels of hygiene as well as safe disposal of clinical waste.
· Reduce lines at peak hours. 
· Address patient concerns in a level-headed manner. 
· Increased the number of patients seen daily through improved communication with NHS Coordinators and stocking levels.


Company Secretary | REP PROPERTIES MANAGEMENT LTD, Birmingham, UK     Apr 2019 to Present
Family-owned business that has just recently opened its doors.
· Bookkeeping tasks, including accurate recording of financial transactions.
· Provision of customer service through arrangement of bookings as well as dealing with any complaints or issues in a professional manner.
· Controlling the company’s advertisement and initiating
· marketing strategies.
· Enhance my verbal and writing communication skills, interpersonal skills, and ability to work well with people at all levels. Improve attention to detail and a well-organized approach to work the capacity to prioritise tasks and perform well under pressure.


Company Director | Ina Cleaning Ltd, Birmingham                                                 Jul 2013 to Feb 2015
I start my own company. Had 10 employee and turnover £25,000 for the first year.
· Making of strategic and operational decisions of the company.
· Management of staff, including work allocation.
· Arrangement of consultations with clients to ensure a clear understanding of the services provided to them as well as their requirements.
· Utilized multiple digital technologies, social media, resume databases, and referrals from networking events to source eligible applicants while decreasing hiring costs by 35%.
· Engaged in community affairs to boost new and existing business possibilities and raise branch visibility.
· Delivered an exceptional level of client interactions and developed the culture of sales and service through coaching, direction, and employee motivation.


Personal Assistant | London/Birmingham/Liverpool, UK                                       Jan 2012 to Apr 2018
Football Player
· Generating marketing and advertising strategies for assigned
· products.
· Assisting with handling of business accounts through organisation of documents as well as finances.
· Contacting of the appropriate individuals in order to deal with and resolve inquiries.
· Daily administrative tasks, including thorough organisation of charity events.
· Enhance my work ethic


Technical skills 
REFERENCES
Kymberley White | Regional Manager at Crest Pharmacy


Ali Shiraz | Company Director of Crest Pharmacy


Marry Armstrong | NHS Coordinator for Warwick












2. Cover letter


86 Capstone Avenue,
Birmingham,
B18 6PJ
2133271@student.uwtsd.ac.uk
 February 2023
 
Dear Sir/Madam,
Application for Sales Administrator.
I would like to express my interest in the Sales Administrator advertised on your website. I am pursuing a bachelor's degree in Skills for the Workplace at University of Wales Trinity Saint David, Birmingham. I aspire to pursue a Sales career that will allow me to not only effectively apply but also expand my extensive knowledge in this field. 
Researching Workwear career opportunities on the company's website, I learned that Workwear is proud of its progressive and stimulating workplace. I greatly admire and strive for progression because it allows for both personal development and the acquisition of skills – I seek out any opportunity to do so. I was also impressed to read numerous positive reviews of former Workwear employees' experiences on rating platforms; the company's treatment of employees, even those with less experience, is commendable. 
Prior to working with Crest Pharmacy, I had held a wide range of jobs before settling on this one. Working at REP PROPERTIES MANAGEMENT LTD has helped me develop my ability to think critically and solve problems. Due to my experience in this area, I am able to see the big picture when it comes to the complex issues that a firm faces.
While working in several different of companies, I have demonstrated a variety of practical skills. Not only have I overseen the coordination of sales, but I have also improved my time management skills by completing multiple tasks on time. Volunteering at a primary school for several months also enhanced my communication skills, as I frequently conversed with students and colleagues of varying ages and departments, highlighting my adaptability to various situations. 
Your consideration is greatly appreciated for taking the time to review this cover letter and my attached resume. I eagerly anticipate your response and would be delighted to elaborate further.


Your faithfully,
Pavlina Pavlova

3. Job Application
Sales Administrator
Birmingham
£20,384 - £21,673 a year - Full-time, Permanent
Job type
Full-time
Permanent
Qualifications

· Administrative: 1 year (Required)
By 15 March 2023 at 5 o’clock, all applications must be uploaded on https://www.workwearexpress.com. If any further information is required, please contact Elena Ivanova recruiter at 01210000000.

Full Job Description 
My Workwear seeks a highly motivated and diligent Sales Administrator to join our phenomenal team. 
You are tasked with providing administrative support to our sales team. Emailing quotations in response to sales inquiries, answering the phone, and accepting payments.
About Us
My Workwear is one of the leading providers of embroidered and printed clothing in the United Kingdom. Our skilled team in Telford, Shropshire, produces thousands of garments per week, supplying businesses of all sizes throughout the United Kingdom. 
Our office and production staff are proud of their knowledge of workwear and uniforms, as they have over 40 years of experience in the industry. By putting the needs of our customers at the centre of everything we do as a small, amiable team, we strive to provide the highest level of customer service, quality products, and excellent value every day. 
At My Workwear, we strive to provide an exceptional workplace for all our employees. We strive to be a welcoming and inclusive workplace with a team of diverse individuals who share a commitment to providing superior service and high-quality workwear. 
We actively promote on-the-job training, with long-tenured team members always willing to share their vast expertise, and we are open to supporting career advancement. 
Our goal is for My Workwear to be a place where people want to come to work and considering that some of our team members have been with us for more than 30 years, we believe this may be the case.
About the role 
This is primarily an administrative position that assists the sales team in achieving their monthly sales quota by creating quotes and orders on our internal systems. To convert as many quotes as possible, you will also be required to follow up with customers via phone and email. 
You may also be expected to filter incoming sales inquiries and respond directly to smaller opportunities as additional support for the sales team.
About you
This is a varied role so excellent time management and organisation skills are a must. Experience of working in a telephone-based Customer Service or Sales environment would be beneficial.
Experience in the Workwear industry is also desired but not essential as ongoing training will be provided.
More than anything else we are looking for an individual who is committed to providing excellent customer service and who thrives in a busy, high-pressure environment.
Responsibilities
● Support the Sales Team as required.
● Receiving and processing customer enquiries via telephone or email.
● Creation of customer quotations, and processing of sales orders
● Verifying orders, including customers' personal information and payment details.
● Contacting customers via phone or email to respond to inquiries and collect missing data.
● Maintaining and updating sales and customer records on all customer management systems.
● Directing feedback from customers to relevant departments.
● Supporting the sales and customer services department with other administrative tasks, as requested.
Job Types: Full-time, Permanent
Salary: £20,384.00-£21,673.00 per year
Schedule:
· Monday to Friday
Application question(s):
· Do you drive and have access to a vehicle?
Experience:
· Administrative: 1 year (required)
Work Location: One location
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