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MODULE NAME:		PROFESSIONAL CAREER DEVELOPMENT (BMSW4012)
STUDENT NAME:		ANDREEA STEFAN ( 2242519 )
LECTURER NAME:                  MUHAMMAD CASSANO


JOB DESCRIPTION
Position: Coffee Shop and Bakery Manager 
 Salary ranges based on experience; £25,000 to £35,000 annually
 Employer Type: Full-Time
 Posture  Title: 
We are looking for a dynamic and experienced Coffee Shop and Bakery Manager to oversee daily operations and assure exceptional customer service, high product quality, and a motivated team.  The ideal applicant will be someone with great leadership skills, understanding of both bakery and coffee environments, and passion of creating exceptional customer experiences. 
 Primary responsibility 
Team leadership should be managed, inspired, and taught to staff members so they may guarantee outstanding performance and client service. 
Oversaw daily operations to assure appropriate stock levels, flawless service, and adherence to health and safety standards in operational management. 
Create long-term relationships, respond to enquiries, and solve problems first-rate in customer service. 
Track spending, costs, and income to see profitability.  Control cash, finish transactions, and balance tills. 
 • Menu and Product Quality: Maintain exacting standards for coffee, baked goods, and other menu items.  Oversaw modifications in menus and quality control. 
 To increase company awareness, help marketing initiatives and participate in local events. 
Careers and Education 
 • Showed expertise running a food business—bakery, coffee shop, or otherwise. 
 Excellent communication, leadership, and capacity to solve problems. 
 • Taste for excellence helps one to understand bread and coffee products. 
 • Ability for control of expenses, financial management, and sales boost. 
 • Customer-oriented capable of creating positive memories. 
 • Flexibility letting one work weekends and holidays as required. 
 Pay AND Benefits
 • Experience dictates a salary between £25,000 and £35,000 annually.
 • Benefits include paid holidays, staff discounts, chances for professional development, and, if relevant, health and wellness advantages.


COVER LETTER
Stefan Andreea Claudia
Phone: 07886899734
Email: andreea.clau1499@gmail.com

Hiring Manager
Mikel Coffee and Bakery Shop

Dear Hiring Manager,

Applying for the Coffee Shop and Bakery Manager role from Mikel Coffee & Bakery intrigues me. Having spent more than six years working in busy coffee shops and restaurants, including managerial roles at Arghan Delice and COSTA Coffee, I am certain I can lead your staff, increase customer happiness, and drive business growth. 

In my most recent job as Manager at Arghan Delice, I oversaw a team to deliver first-rate customer service, closely reviewed financial records to identify development opportunities, and instituted cost-cutting initiatives. As Trainer and Manager at COSTA Coffee, I oversaw daily operations, maintained product quality, controlled barista training, and developed seasonal menu items to suit customer tastes before that. My background in team leadership, inventory control, and sales strategies equips me rather nicely for this role. 

Maintaining great standards for baked goods and coffee as well as offering first-rate customer experiences thrill me. My ability to develop staff members, manage costs, and design welcoming surroundings meets the key responsibilities of this job. Furthermore, giving a unique advantage in ensuring flawless operations and commercial success is my practical understanding of both bakery and coffee shop environments. 

The opportunity to discuss how Mikel Coffee and Bakery Shop could profit from my background and skills excites me. I value your time and close reading. Your response intrigues me. 

Many thanks 

Stefan Andreea 


CV 

Stefan Andreea Claudia
Phone: 07886899734
Email: andreea.clau1499@gmail.com

Professional Summary

Having worked in high- traffic settings such coffee shops and restaurants for six years, I am a committed, professional, and flexible person. Though I pick things quickly, I perform best in team and single environments. I shine in developing ideas to boost sales, fixing problems, and raising client happiness. Particularly knowing coffee and drink recipes, I am also a superb timekeeper, competent to follow directions, and provide outstanding service. I also have leadership abilities and managerial knowledge from both restaurants and coffee shops. 
Work Experience
Arghan Delice
Manager
March 2022 – June 2024
• Ex examined financial records and bakery sales to spot areas for expansion. 
• Created plans of action meant to lower bills and raise effectiveness. 
• Helped consumers with customised orders, product searches, and recommendations. 
Oversaw a staff to provide first-rate visitor service. 
• Helved in inventory control, cleaning, and manufacturing schedule planning. 
• Created recipes for every menu item and trained workers. 
• Maintained current daily, weekly, and monthly income and expenditure data. 

COSTA Coffee Shop
Trainer and Manager
October 2020 – February 2022
· Oversaw daily running of the cafe. 
· Through site audits, ran coffee and equipment quality checks. 
· Conducted routinely scheduled Barista and Coffee training courses. 
· Hired and trained fresh baristas and wait staff members. 
· Oversaw supply inventory and worked with suppliers. 
· [bookmark: _GoBack]Assurance always tidy and organised cafe surroundings. 
· Catered to client connections to boost reputation and loyalty. 
· Designed and added, depending on consumer tastes, seasonal menu items. 

COSTA Coffee Shop 
Barista
February 2020 – September 2020
• Made and presented great drinks. 
• Maintained inventory and, as necessary, replaced goods. 
• Effectively handled monetary transactions. 
• Guarantained the seating spaces' and the bar's cleanliness and hygienic standards. 
• Notified management about reported lost goods. 
Hope Pawn Shop
Trade Worker
January 2019 – January 2020
• Evaluated items for fair cost and inspected tools. 
• Made sure customers signed accurately on filled contracts. 
• Investigated consumer products to provide proper price. 
Pain Plaisir 
Barista / Sales Assistant
May 2018 – December 2018
• Daily brought bread, pastries, and cakes arranged and exhibited. 
• Oversaw orders and guaranteed consumer pleasure with goods. 
• Offered outstanding consumer service and product expertise. 
Local Community Café (Volunteer Role)
Volunteer Barista and Customer Support
March 2017 – November 2018
• Helped with customer beverage preparation and serving—coffee, tea, snacks among other things. 
• Offered first-rate customer service, strengthening rapport with consistent customers. 
• Oversaw regular maintenance and cleaning to guarantee a welcome space. 
• Helped the café crew to handle several chores effectively during busy times. 
• Helped the café plan and organise community events meant to encourage local involvement. 






Education

Midkent College
Hair and Beauty
September 2016 – June 2017
City of Westminster College
Business
September 2015 – November 2015
Sedgehill School
April 2010 – June 2015
Scoala Generala Maica Domnului Nr. 50
September 2006 – March 2010

Skills
· First-rate client support
·  Making coffees and cocktails
· Team leadership and management, then
· Strategies for enhancing sales
·  Organisation and time handling
· Vendor cooperation and inventory control
· Development in staff training
· Cash management and documentation
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