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21st  October

John Preston

Fresh Farm Produce

Dronley by Dundee, B43 7RT


Dear John,

I have recently been informed of a new position available at your company as an Retail manager and I have attached my CV to this letter. As you can be seen in my CV, I have years of experience in retail and with client relations which I believe are central to any business and therefore I dedicate a great deal of my time to improving communications and human relations within the workplace. 

I have much experience in financial support as in my past endeavors I oversaw and managed weekly account payable and receivables, daily bookkeeping arranging 
meetings and daily couriers. 

I feel I would be able to offer new ideas and a fresh perspective to your company and look forward to our future collaboration. 

Thank you for considering my application. For any further details or references, do not hesitate to contact me.


Yours sincerely
Sana Arif







	[bookmark: _Hlk117272188]
	Sana Arif
Manager
	

	
	
	

	

[Phone Number]
[Email]

	
07898835159
Sana_88@live.co.uk


Profile:

Proactive, confidant manager with over 7 years of experience. Skilled in forming relationships with colleagues and customers eager to help where I can. I am excited to get back to work as I have spent the last 5 years making my family but as my children have grown up, I would prefer being back in a working environment and look forward to excel in a customer service/ sales role. I have been committed to providing excellent customer service and addressing clients concerns with speed and accuracy. In my previous roles I have demonstrated, excellent time management, teamwork, leadership and above
all I have the determination to achieve and succeed at any given task.

Career Objective:

Looking for a part time sales role in a progressive organisation, where I could fulfil my professional
aspirations whilst contributing towards the overall objectives of the organization through consistent hard
work and result-oriented performance.

Educaition: 

GCSE’s (Selly Park Technology College) 7 GCSE’s Including Maths

	Job Experinece

	Experience	

Best Home Stores (2008-2012)
 Manager 
· Keeping the store fully stocked. 
· Maintaining the highest level of visual merchandising and store conditions. 
· Delivering exceptional sales services for improved customer satisfaction. 
· Interacting with customers and identifying their needs and preferences.
· Cashiering and balancing tills at store closing.

Leaders Estate (2012-2017)
Receptionist Manager

· [bookmark: _Hlk117271634]Managed weekly account payable and receivables. 
· Daily book keeping, arranging meetings and daily couriers.
· Answering and forwarding phone calls as well as making outbound calls.
· Sorting and distributing post and email enquiries.
· Maintained system databases, e.g. rent rolls and tenant files, in MS Office

(2017-2022)
Raising my children


	
	References:

Mrs Nazeeya Parveen (Leaders Estate)
07859767380
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JOB ADVERT

Job Title: EXPERIENCED RETAIL MANAGER (Fresh farm produce)
Hours: FULL TIME. WEEKEND WORK WILL BE REQUIRED
Responsible to:  BUSINESS OWNER

Location: DRONLEY BY DUNDEE

Description of Role:

Our client is looking for an experienced and competent retail manager to set up
and run a new farm shop specialising in local fresh food produce. This shop will be
supplied from their own farms, as well as from additional farms throughout the
region. The successful applicant will take over the running of all retail operations,
allowing the business owners to focus on the farm. This will include full budgetary
responsibility, as well as the people management of an existing team of vending
machine stockists, and new shop staff.

salary:

To reflect the level of experience and competence required in this role, our client
is offering a salary circa £30 000.

Core competencies required for the role:

Demonstrable relevant experience in a similar role

Strong leadership and people management skills

Experience of the fresh food sector

Ahands on approach to achieving the highest levels of customer service
Visual merchandising and stock presentation

Stock management and cash control experience

Sales reporting and analysis

Performance driven, with a willingness to work towards the wider business
plan, and business expansion

A full Job Description and Person Specification for this role is available on request

How to apply:

Please apply in writing including a full CV to john.preston@hrdept. co.uk
Closing Date:

Friday 11" September 17:00





