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Cover letter:
Hi,
I am interested in applying for the current vacancy you have for an Area manager in Manchester.
I have been with company for over 3 years, being part of multiple Operations improvement and leadership apprenticeship programs has allowed me to gain deep understanding of the operations of the company and acquire a range of problems solving, technical and leadership skills.  
As I have recently graduated and obtained a degree in Business Management, I am looking to step up into a management role within the company to fully utilize my skills and knowledge to support the rapid growth of the business.
Thank you for considering my application. I hope to have the opportunity to interview for the role and look forward to hearing from you. I am available on your earliest convenience.
Kind regards,
Daniel Olah
07368474461
olahdani@amazon.com
daniolah27@gmail.com



CV:
Daniel Olah
54 Trewyddfa Road, SA68NL, Swansea daniolah27@gmail.com
07368474461
Profile
Highly ambitious recent business management graduate, with 3 years of experience with Amazon with an interest in leadership and management roles. A proven record of spearheading numerous successful projects within the company.

Key Skills and Achievements 
Business Improvement 
· In depth understanding of the company’s policies, with a focus on Health & Safety.
· Taken part in 5 major projects with the aim of reducing waste and increasing quality and/or productivity. Took lead on three of the projects.
· Spearheaded the development of an ‘Inbound work’ tracing tool that helps identifying underperforming stages within the process of receiving work. This has decreased time lost in transit by 24% which as a result has improved the productivity of the affected departments with an average of 17%. 
· Undertaken a dozen smaller projects across Stow, Pick, Receive and VNA departments, with mostly focusing on improving the Health & Safety of the areas.

Instructing skills
· Extensive knowledge in Stow, Receive, Pick, Pack and VNA processes, including the relevant support roles.
· Successfully trained 97 new associates, who all have gained the required tools and skills in order to achieve their quality and productivity targets. 
· Delivered hundreds of coaching sessions to employees who had quality or productivity issues and helped them resolve them.
· Giving feedback.
· Writing observations and witness testimonies on employees’ performance and behaviour.

Workforce Management
· Supervision of the workflow across departments.
· Assignment of workers to work areas based on the department’s workload.
· Prioritizing work to be undertaken based on its importance.

Leadership and Problem-Solving Skills
· Team leader Proxy.
· HR Associate Proxy.
· Experience dealing with HR and Operation related enquiries and day-to-day duties.
· Creating ‘Problem Tickets’ and knowing the correct process in solving them.


Communication and IT literacy 
· Experience using various internal systems and MS Office package.
· Proficient in understanding and updating various trackers and spreadsheets.
· Highly proficient in verbal and in written communication, writing reports, delivering briefs and presentations.

Work History
Amazon CWL1 Fulfilment Centre:
Business Improvement Apprentice				April 2020- Present
Team Lead Proxy 						March 2020- Present
HR Proxy							May 2019- Present 
Instructor 							September 2018- Present
Agency worker							March 2018- September 2018

Prudential Reading:
Customer service administrator 					December 2017- March 2018

Huntswood:
Administrator and case handler					June 2017 - December 2017

OVB Hungary:
Financial advisor and salesman					June 2016 – June 2017

Education, Qualifications & Training
University of Wales Trinity Saint David:
BA Business Management 					2019-2021
CertHE Skills for the Workplace 					2018-2019

People Plus:
NVQ Level 2 Business Improvement Techniques 			2020-2021
Certificate Level 2 Business Improvement Techniques		2020-2021

Balassi Intezet Budapest:
Foundation year for higher education in Biology and Chemistry 	2014-2015

Dr Ruzica Ripp Vocational College of Medicine Sombor:
Certified Pharmaceutical Technician 				2010-2014

Other: Black belt in Karate, Multilingual: fluent in Serbian, Croatian and Hungarian.

Refences available upon request











Reflection:
For the purpose of this reflection, I will use David Kolb’s reflection model (1984).

Concrete Experience:
I have written a cover letter and a CV as part of a mock application for an Area Manager role in Amazon UK.  CV stands for Curriculum Vitae and it is defined as “a short written description of your education, qualifications, previous jobs, and sometimes also your personal interests, that you send to an employer when you are trying to get a job” (Cambridge Dictionary, n.d).
Reflective Observation: 
Before starting to write I have analysed closely the requirements of the role on the job advert I found on the company’s website. I tried highlighting my Employability Skills in way that they match as much as possible the job specification.  Employability skills can be clearly defined as:
A set of achievements, - skills, understandings and personal attributes – that make graduates more likely to gain employment and be successful in their chosen occupations, which benefits themselves, the workforce, the community and the economy (Yorke, 2006, p.7). 
For the purpose of this assignment, I have included in the CV under qualifications section that I have gained a BA in Business Management, which currently is not true but will be accomplished within the next few years.
Besides the CV, I have written a cover letter as well. The purpose of the cover letter is to gain the attention of the reader, in this case the recruiter, for them to read the CV attached.  It must include what role is the application for, the most relevant skills and experiences and their benefit for the employer. It should be addressed to the recruiting person by name, if it is available, and it should be ending with a request for an interview, followed by a professional signature (Cv-library, 2020).
Abstract conceptualization:
The first steps towards gaining employment are writing a well-structured CV accompanied by a cover letter. If the employability skills and qualifications mentioned match the requirements of the role, then the last steps before getting hired would be one or multiple interviews, perhaps even some form of assessments. It is crucial to have a great CV and cover letter, otherwise advancing to the next stages of the hiring process is highly unlikely.
My dream job is to work in management, which would allow me to reach Maslow’s self-actualization stage in the hierarchy of needs (1943). I have been focusing for the past few years to acquire as much relevant knowledge and experience as I can, so that I would have a wide range of presentable employability skills. Acting on the first habit, ‘be proactive’ of Stephen Covey’s 7 Habits of Highly Effective People (1989), I have taken the initiative an enrolled into university in order to gain a higher education certificate to aid me in gaining employment in my desired field of work.
Active experimentation:
Obtaining a degree while also continuously gaining work experience should increase my employability skills and value as a potential employee. There is some evidence supporting the theory that students who undertake jobs during their studies, even if they are unrelated to their field of study, will be beneficial in finding employment after graduation (Bowlby, Evans and Roche, 2000).
I will continue to acquire additional Employability Skills and qualifications relevant to management which should allow me to produce a more appealing CV and cover letter in the future.  As I improve over time and have more details that I would like to share with employers about me during the first stages of application, I will try drafting up more mock CVs to practice including these in the most presentable way.
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Job ID: 1383465 | Amazon UK Services Ltd.

DESCRIPTION

As an Area Manager, you'll have responsibility for the day to day management of a Delivery Station, providing
leadership to Shift Managers, Operations Supervisors, Operations Assistants and Delivery Service Providers,

managing external agency relationships and performance. This team will be entrepreneurial, wear many hats, and
work in a highly collaborative environment that's more start-up than big company. We're in unchartered territory,
doing what's never been done. The adopted attitude is that no idea is a bad idea, and the best ideas are the ones

that should be tested and tried. You will need to thrive and deliver results in an ambiguous, fast paced, dynamic
environment. If you have a quality focused, customer obsessed industry background which carries with it
experience of working in a fast paced, ever changing and ambiguous environment this is the role for you.

Key responsibilities

- Overseeing the operation that focuses on the delivery of Amazon orders direct to customers

« Support your team of Shift Managers and the operations leadership team in daily management of the delivery
station, including allocating labor, leading meetings, assigning job duties, and communicating with internal and
external suppliers, including agency management representatives and their drivers.

« Working to KPIs such as Delivery On Time, First Time Delivery Success and Enhancing Customer Service «
Thinking analytically about project management with attention to detail, the ability to influence others and
exceptional organisational skills.

« Being obsessed by metrics and diving deep to find root causes quickly, to drive improvements « Finds practical
and simple solutions to complex problems without sacrificing quality or core functionality

« Ability to utilize exceptional problem-solving, and communication skills to influence business and technical
audiences

« Provide day-to-day support during the rollout/implementation of newer systems/processes and gather
feedback

« Map business requirements, understand business process, study and analyze workflows, design solutions.

« Continuously utilize software and hardware tools to ensure normal day to day operations. Ensure associates
have proper tools to perform the job and coordinate repair or replacement when needed. - Communicate daily
metrics and report exception

BASIC QUALIFICATIONS

- Degree qualification or equivalent
- Has knowledge and experience in direct-to-customer fulfilment operations as well as excellent technical,
problem-solving, and communication skills

- Experience defining projects, collecting requirements, designing process solutions

- Aforward thinker, with an ability to manage high levels of ambiguity and thrive on change.

- Excellent written and verbal communication skills; ability to communicate effectively and build partnership
relationships with both agency management representatives and their delivery providers

- Experience with performance metrics and process improvement with demonstrable problem solving skills and
analytical skills

- Ability to work for different managers: we move managers around to meet business needs and as

our business grows and you must adapt to changes in management

- Excellent customer service skills and interpersonal skill

- Direct management experience for employees and their performance

- Willingness to work flexible schedules/shifts/areas

PREFERRED QUALIFICATIONS

We're looking forward to receiving your application preferably in English.

Amazon is an equal opportunities employer. We believe passionately that employing a diverse workforce is

central to our success. We make recruiting decisions based on your experience and skills. We value your passion to

discover, invent, simplify and build.

Protecting your privacy and the security of your data is a longstanding top priority for Amazon. Please consult our

Privacy Notice to know more about how we collect, use and transfer the personal data of our candidates.
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Related jobs

Training Program Manager
GB, Virtual Location - UK

Operations Manager - Nights
GB, Hemel Hempstead

Operations Manager - Nights
GB, London

Senior Insurance Manager EU
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B, London

Instructional Designer
GB, Virtual Location - UK




