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[bookmark: _Toc117345989]CV
[bookmark: _Toc117355596][bookmark: _Toc117345990]Name 
Mircea Catalin Dociu.

[bookmark: _Toc117355597][bookmark: _Toc117345991]Address 
Room 3 The Engine, Bridget Street, Rugby

[bookmark: _Toc117355598][bookmark: _Toc117345992]Contact Number 
07459023020

[bookmark: _Toc117355599][bookmark: _Toc117345993]Email Address
catalindociu@yahoo.com

[bookmark: _Toc117355600][bookmark: _Toc117345994]Professional Summary and Goals 
Being a self-motivated and highly experienced individual in the field of business management I aim to bring about a greater level of expertise to this field which allows me to show my value as well as my passion for the industry. My goal is to use my skills and expertise to onset corporate advancements and that too in an industrial environment that is highly competitive. My result-oriented approach can allow me to manage and even transform employees in a positive manner. This includes my abilities of leadership and teamworking which allow me to achieve my goals as well as corporate goals (Abu-Rumman, 2021). I am adept in the management of various business operations and maintenance, as well as individuals such as vendors and company staff. 
[bookmark: _Toc117355601][bookmark: _Toc117345995]Work Experience 
Warehouse Operative at D.H.L from 2017 – 2021

Responsible for:
· Storing products
· Managing new warehouse staff (Coda et al., 2018)
· Managing and keeping record of stock
· Receiving the deliveries of supplies and products
· Moving stock and making use of heavy machinery including forklift truck 
· Delivering and loading products 
· Packing orders
· Keeping paperwork updated 
· Checking for missing products and damaged products  

A salesperson at CORIDA PRODIMPEX from 1992 – 2017
Responsible for; 
· Providing customer service and assistance in the store
· Greeting the customers
· Explaining and discussing complaints with senior management 
· Keeping track of inventory 
· Checking for the stock in various branches 
· Requesting orders of stock for customers
· Providing relevant information about products to customers 

[bookmark: _Toc117355602][bookmark: _Toc117345996]Education
· Level 4 Certificate in Higher Education Skills for the Workplace at University of Wales Trinity Saint David January 2021 – Current 
· Vocational High School Aeronautics 1984 – 1988 

[bookmark: _Toc117355603][bookmark: _Toc117345997]Business Management Skills 
· Financial Intelligence and current industry knowledge 
· Knowledge of information technology and current advancements in business management 
· Computer skills 
· Problem-solving ability 
· Critical thinking 
· Innovation and creativity (Groskovs and Ulhøi, 2018)

[bookmark: _Toc117355604][bookmark: _Toc117345998]Soft Skills 
· Motivation and inspiring employees 
· Effective communication and listening skills 
· Delegating tasks to employees efficiently 
· Networking skills 
· Recognition of employee efforts
· Relationship development 
·  Decision-making ability in challenging and stressful scenarios 
· Empathy and understanding of employee’s feeling and motives 
· Provision of benefits and incentives for employee’s efforts 

[bookmark: _Toc117355605][bookmark: _Toc117345999]Cover Letter 
Mircea Catalin Dociu
07459023020
catalindociu@yahoo.com
20th October 2022

Respected Hiring Manager,
YXZ company.
I’m glad that I’ve gotten the opportunity to apply for the position of business manager in a company such as YXZ company which has gained international acclaim and respect due to its high-profile business managers. Being an individual that can provide the company with unique skills in terms of leadership, business management, and motivation which is enhanced through my confidence and expertise I aim to bring about corporate success for the company through my efforts as a business manager. My excitement about this job role within the company has been heightened as I could finally reach my true potential as a professional so that I can make use of my natural soft skills and my solution-oriented views through which I will be able to help in terms of innovation within the company which is aligned with the corporate objectives. This experience is mainly fueled by the prolonged period of time I have spent in different jobs as the total years of my experience is a staggering 29 years. This great level of experience throughout a prolonged period of time can allow me to provide business and management insight to a very high degree for the YXZ company. The main highlights of my past jobs include being a warehouse operative for D.H.L which is also a widely known company. This job role allowed me to manage the various warehouse operations including management of stock and inventory and keeping track of orders while also managing and overseeing the new recruits within the warehouse. I was able to improve efficiency within this D.H.L warehouse to a great extent which allowed me to become an effective and valued personnel gaining great managerial skills in the process. I aim to use these skills as well as gain various new skills when being employed under the YXZ company as a business manager. Through my experience, I have also gained business management skills such as coaching employees, leading major business operations and even leading new changes within the business (Eyjólfsson and Reinfelds, 2018). These skills will allow me to improve customer service success, productivity, efficiency optimisation, and profitability all of which will result in driving business success for the YXZ company. I thank you for considering me fit for this prestigious position within your company and I will be looking forward to more discussions in the near future regarding my role and responsibilities as a business manager. I believe that with my skills, passion, determination, and motivation the company will be able to reach new heights in business success. 
Yours truly,
Mircea Catalin Dociu. 

[bookmark: _Toc117355606][bookmark: _Toc117346000]Job Advertisement
[bookmark: _Toc117355607][bookmark: _Toc117346001]Job Brief 
We at the YXZ company are looking for an individual who can provide a great level of expertise and experience in the role of business manager. The position will include overseeing the staff and their work activities within the company. The selected candidate will be tasked with making sure that the business operations are being performed efficiently along with the setting of strategic goals for employees which are in line with the goals of the company in the future. The ideal candidate for this position will be able to showcase effective leadership abilities being able to guide employees in a fruitful direction that focuses on enhanced competence while also incorporating the culture and vision of the YXZ company in guidance and business operations. The main goals here will include making sure that the company’s activities are performed in a profitable manner along with being able to drive internal development which will lead to the long-term success of the business. 

[bookmark: _Toc117355608][bookmark: _Toc117346002]Major Job Responsibilities 
· Development of strategic aims and objectives which result in prosperity and growth 
· Making sure that the company has suitable and adequate resources in order to carry out business operations and activities 
· Implementing and developing the business strategies and plans in order for the promotion of goal achievement 
· Maintaining and creating positive relations with suppliers, vendors, and partners 
· Assessment of overall business performance 
· Making sure that employees adhere to the guidelines and rules of the business (Nwaonumah, 2022)
· Interpreting, analyzing, and gathering information 
· Representing the company in meetings, conferences, and events 
· Supervising as well as overseeing the tasks and working of employees along with provoking feedback to them and coaching and counseling them for the improvement of their effectiveness and work efficiency  

[bookmark: _Toc117355609][bookmark: _Toc117346003]Requirements and Skills  
· More than 5 years of experience as a business manager or similar position 
· Great level of leadership and organizational skills 
· Computer skills mainly relating to database management, information systems, and the use of MS Office (Sousa and Rocha, 2019)
· Relevant education such as a degree in Business Management 
· Effective and current knowledge of the regulations and policies in the business industry
· Knowledge of ongoing business trends and the industry 
· Analytical thinking ability
· Good verbal and written communication skills 
· Great understanding and usage of data analysis techniques and business research methods
· Good interpersonal skills  


[bookmark: _Toc117355610][bookmark: _Toc117346004]References 
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