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[bookmark: _Toc214242387]Task 1: Full Job Description Analysis.
The Retail Manager job in Ted Lasso Store Richmond requires a full leadership role involving management in specialty retail. This is a full-time position with remuneration ranging between 45,000 and 50,000 in an annual payment, which places the shop in the high-end retail category.
Core Responsibilities
All the operational and commercial activities are headed by the Store Manager. The daily tasks will involve sales performance management, supervising the team, daily inventory management, and carrying out visual merchandising. The job focus is to adopt sales strategies which are aimed at maximising profitability without compromising high standards of customer services. The manager organises frequent team meetings, organises the staff based on the budget constraints, and oversees the best presentation of the stores.
Required Competencies
There should be proven experience in managerial pressure in retail or any other customer service. Good leadership skills are necessary in motivating and building multifaceted teams. The position requires good oral and written communication skills, sales management expertise as well as merchandising knowledge. There should be extraordinary organisational and time management skills. The time spent in the administration sector of a retail organisation is extra benefit.
Performance Expectations
The manager motivates the team to meet the sales goals and provide marketing experiences to customers. The position entails designing a friendly shopping atmosphere in terms of high presentation values. Acting in a business with a customer-focused attitude, managing to preach a favourable culture among the staff, and ensuring operational efficiency is a balance that defines success.
Work Environment
The job is based in Richmond TW9, and it should be attended in person. The employer is very engageable in that he as a response rate of 75 percent or more to applications received within three days over the last 30 days. This will mean that there are active recruitment and effective hiring.
Selection Considerations
The application form has certain questions including preferred start dates and knowledge of Ted Lasso, and strengths of candidates. These questions imply that the employer is interested in cultural fit in relation to professional qualification. The store is searching for candidates who will know the unparalleled position of the brand and admire the Ted Lasso franchise.

[bookmark: _Toc214242388]Task 2: Cover Letter
ABCD EFGH
12345 Street
Richmond, London
SW1A 1AA
07123456789
abcd@gmail.com
Hiring Manager
The Official Ted Lasso Store Blackberry.
Richmond
TW9
Dear Hiring Manager,
This is to apply to the role of a Retail Manager at The Official Ted Lasso Store Richmond. My experience career in customer services, team coordination, and operation administration makes me belong to your store in terms of its commercial performance and customer service levels.
My present experience as Site Admin and Liaison Officer at Higgins Partnerships has enhanced my administrative skills, organisational and communication skills. I deal with several operational activities such as scheduling, ordering of inventory, coordination of visitors and support of teams. I keep myself engaged in the community by ensuring there is newsletters and events, and this shows that I can reach different people. These experiences are converted to the retail management requirements.
My service delivery skills are reinforced by the previous work experience in different customer-facing roles. My jobs of a cashier, waitress, and various cleaning and welfare jobs taught me the value of high standards, customer interaction and working under pressure professionally. My optional experience in The Broadway Theatre perfected my customer care strategy and teamwork skills.
I am a good problem-solver and can remain calm during stressful circumstances. My knowledge and experience in organising deliveries, strong stock management, and the clean and organised environment comply with the description of tasks in the store presentation and inventory management in your job description. I do my assignments very precisely and comprehensively.
I acquire new systems and processes fast. I am proficient in Microsoft Excel, Word, outlook, PowerPoint, Microsoft teams, Microsoft 365, and Microsoft one drive. This technical will facilitate effective administrative processes and reporting processes.
I look forward to being part of a team that aims at the provision of high-quality retail experiences. The chance to collaborate with a brand that is related to Ted Lasso is the factor that I am interested in, and I am prepared to work on forming a memorable customer experience and satisfying sales goals.
I will be ready to begin now and would be glad to talk to you about my ability to fit the needs of your store.
Sincerely,
ABCD EFGH
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ABCD EFGH
12345 Street
Richmond, London
SW1A 1AA
07123456789
abcd@gmail.com
SKILLS
Meek and composed of soul.
Good communicator, a team player.
Sophisticated in IT tools: Excel, Word, Outlook, PowerPoint, Microsoft Teams, Microsoft 365, One Drive.
Collaborative in nature and team-player.
Secured in customer facing circumstances.
Very well organised and well-planned.
Obeys and does work in detail.
Persistent problem-solver
Quick learner and can cope with new duties.
EXPERIENCE
Liaison Officer and Site Admin.
Higgins Partnerships, Ledbury Estate Southwark, Peckham.
28/10/2024 - Present
Site Administrator Head Office Admin Role.
Coordinated schedules and can manage working hours.
Order PPE and materials
Deliveries and coordinate inductions.
Book meetings, office areas and slots of delivery.
Sign in and out visitors
Make weekly cheque of offices and welfare places.
Provide clean conditions in kitchen, toilet, and canteen, up-to-date posters.
Keep stocks and place orders in the kitchen and welfare goods.
Laminate and print documents.
Assist with charity events
Unemployment office agents and direct local workers.
Ornament office and welfare sections during celebrations and special occasions.
Have newsletters and community noticeboards every month.
Assist in administration tasks, such as filing, typing memos, letters and reports.
Make reservations and serve meals.
Respond to telephone calls and receive messages and manage complaints/issues document.
Scan and upload information, support site-surveying departments.
Send and send copies of faxes, letters and emails.
Perform reception duties
Stationery to be ordered by Head Office.
Send and receive delivery notes once in a week.
Support Community involvement with newsletters, posters and events.
Administrative support of Project Manager, Head Office staff, Resident Liaison Officer and site team.
Make personal contact with site office and community events such as maintaining eye contact with residents.
Lift Operator
Wates 41 Lothbury Project 672, Bank station, MadiganGill.
29/08/2024 - 25/10/2024
Welfare
Wates Gascoigne East Phase 3B, MadiganGill, Barking.
25/07/2024 - 19/08/2024
Showered toilets, canteen, and changing rooms.
Welfare/Cleaner
Southbank, Multiplex 76 Upper Ground Project SouthBank, MadiganGill, Waterloo.
02/07/2024 - 13/07/2024
Offices, changing rooms, canteen, and toilets cleaned.
Welfare/Cleaner
MadiganGill, Lewisham Gateway Phase 2, Lewisham Station DLR.
10/06/2024 - 21/06/2024
Student apartments Toilet cleaning, kitchen cleaning, floors, sweeping, removal of paint, removal of descaler, mopping, door, handle cleaning and stairways of apartment blocks.
Welfare/Cleaner
Beam Park Dagenham, Countryside Properties Plc.
23/05/2024 (One day)
Maintained and clean canteen and offices.
Welfare
Mace Group, North Acton
29/04/2024 - 20/05/2024
Toilets, female/male changing, female/male shower, and hallway maintained and cleaned well.
Cashier/Sales
Romanian Store Satu mare, Manor Park.
30/03/2024 - 27/04/2024
Pos’s systems and money in hands.
Organised and logistic goods such as stocking shelves and de-stocking of expired products.
Set prices
Served customers
Cleaned shop
Operated till
Provided customer service
Carpet Cleaner
Pontoon Dock: Britannia Force Ltd.
17/03/2024 - 18/03/2024
Cleaned carpets
Cleaning products and vacuums.
Worked in team environment
Waitress
Prime Lounge, Highams Park
03/11/2023 - 14/11/2023
Served customers
Handled money
Took orders
Maintained and clean coffee shop.
Provided customer service
Worked in team
Operated till
Handled goods
Voluntary Work
Barking acting upon, The Broadway Theatre.
12/01/2023 - 05/07/2023
Voluntary Work
Peckham Christmas Fair, Tree Shepherd and Southwark Council, Host (Higgins Partnerships).
07/12/2024 (10:00 - 17:00)
Hosted arts and crafts stall
Voluntary Work
Christmas Hamper Making, Epping Forest Foodbank (Higgins Partnerships).
19/12/2024 (09:30 - 16:00)
EDUCATION
Higher Education Business Skills Certificate of Workplace Business.
University of Welsh, Trinity Saint David London.
February 2025 - Present
Creative Media
Tower Hamlets New City College.
September 2023 - January 2024
BTEC Level 2 Diploma in Performing and Production Arts (Merit Pass)
Barking and dagenham college, Barking.
September 2022 - July 2023
Entry Level 3: Functional Skills: English, Maths and IT.
Newham College, East Ham
February 2022 - June 2022
AWARDS
Functional Skills Level 3 Certificates: ICT, English, Mathematics.
Diploma, BTEC Level 2 Performing and Production Arts (Double Merit).
Edexcel level 1 Functional Skills qualification in Mathematics.
PERSONAL STATEMENT
I am a 20-year-old working class individual who has excellent experience and administration skills in customer services. Organisational, communication, and problem-solving skills are the skills that I have cultivated in my work as I perform several roles. I am social, tolerant, and confident when dealing with customers. Working as a part of The Broadway Theatre volunteer enhanced my abilities of providing customer service and cooperating with others. I am willing to become a part of team achievement and at the same time a learner of the retail management art.
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