




Cover Letter

Name: Lorena Maria Mihalcea 					Date: 26.03.2021
Address: 6 Pant Road, 								
Newport, Gwent, NP205PQ
Company Name:  Randstad Business Support 	Comment by Lorena Mihalcea: Contact: Rhiannon Samuels
Reference: Totaljobs/PSOGP
Job ID: 92000293


Dear Miss Samuels,
I am writing to apply for the position of Project Support Officer, currently being advertised by Total Jobs. 

As you can see from my CV, I do have just a short previous experience suited to this role, but I strongly believe that the project management support experience from my previous job (Project Support Assistant at Newport City Homes) and skills I have learnt during the six months Academy Trainee Programme makes me an excellent candidate for this position.

In my current role (live-in caregiver), my day-to-day tasks consist of providing medication, feeding through a tube, ensuring entertainment, providing emotional support and help with personal care for an adult with high disability grade. I also create and complete templates which include daily activity logs to keep in track medical activities, diet templates, risk assessment and lessons learnt log. 

From my work experience I have  learnt the importance of engaging with customers, working in a team and always striving to deliver the highest standards in customer service. I am an ambivert individual – I easy adapt to any pressuring and stressful social event, being able to work with large groups of people but also feeling comfortable to work alone.  
I am a warm, friendly and enthusiastic individual with a passion for Project/ Programme management. Prince 2 AgilePM Foundation certified, looking forward to applying the knowledge and using the methodology at the workplace while developing new skills. I am able to confidently deal with problems that may arise and use my initiative to overcome challenging situations. My previous experience, coupled with my interest in (fashion development, DIY Projects, reading books) would make me an asset to you team. 
Thank you very much for considering my application. I look forward to hearing from you.

Yours sincerely, 
Lorena Mihalcea.

Contact: 07714933702 (mobile)	Email: lorenamariamihalce@yahoo.com 


 C.V.
			Curriculum Vitae 


Name: 	Lorena-Maria Mihalcea		Telephone: +44 7714933702 											(Mobile)

Address:        6 Pant Road,					
	      	Newport, Wales				
	           NP205PQ					

Email:		lorenamariamihalcea@yahoo.com      
LinkedIn:	 www.linkedin.com/in/lorenamihalcea 

PROFILE
An enthusiastic and energetic live- in caregiver with a background in catering, hospitality and caring support for vulnerable individuals. Tourism and hospitality qualifications leading to varied catering roles, with a recent change of emphasis into project management and business transformation. I am looking for a part-time role in any organisation or sector with an emphasis on project/business administration and customer service excellence.
CAREER EXPERIENCE
Oct 2018 – Present		Home Based
Role: Live-in caregiver 

April 2018 – Oct 2018 	Newport City Homes
Role: Academy Trainee – Business Transformation 

May 2016   – Oct 2017  	Celtic Manor Resort 
Role: Food & Beverage Associate
	
Feb 2015 – May 2016  	Bistro 37 – 39
Role: Chef de Rang (Head Waitress) 

Sep 2014 Sep – Feb 2015 		Dacia
Role: Waitress

TRAINING/DEVELOPMENT
2018 Apr – 2018 Oct                Newport City Homes 

– Certificates of Achievement awarded for courses undertaken in:
- Financial Policies
- Presentation Skills 
- Spelling, Grammar and Punctuation 
- Control of Substances Hazardous to Health (COSHH) Refresher 
- Data Protection Subject Access Requests
- Influencing, Assertiveness and Negotiation 
- Minute Writing 
- Manual Handling Refresher 
- Staying Safe 
- Time Management 
- Questioning Techniques
EDUCATION
2021 Jan – Present 
Certificate in Higher Education Skills for the workplace (level 4) 
University Wales Trinity Saint David 

2014 Jul – 2014 Dec	
Professional Qualification Certificate 
Waiter (Service) and Sales for Public Food Service Facilities - Euro Deal

2010 Sep – 2012 Jul	
Graduation Certificate for the First Cycle of High School 
Technician in Tourism – Mircea Vulcanescu 

2002 Sep – 2010 Jul	
Primary School – Octavian Goga
OTHER SKILLS
Proficient with MS Office Suite/Outlook/Project.
Certificates of Achievement in:

-	Run More Effective Meetings 
-	Microsoft Outlook 2013 Essentials
-	Microsoft PowerPoint 2013 Essentials
-	Microsoft PowerPoint 2016
-	Office 365 Essentials for Information Workers
-	Office Hours: Stay Organized with OneNote
-	Email and Calendar on the Go
-	Getting Started with OneNote 2016
-	Get Productive with Microsoft Word 2016
-	Microsoft Excel 2016
-	Microsoft Visio 2013 Essentials

Student Member of Association for Project Management South Wales and West England Branch 
Certificates of Achievement: 
-	Exploring the Emerging Trends in Risk Management


Itopsec Training Limited 
Certificates of Achievement: 
-	AgilePM Foundation


Provisional Driving License 
Driving License – In progress
VOLUNTEERING EXPERIENCE
Jan 2018 – May 2018    
-	Member of Volunteering Matters, Newport-Based Charity (no. 291222)

REFERENCES
Available on request. 



Self-Reflection 
For the purpose of this reflection, I will use (Gibbs, 1988)
Description
First year adult student at University, studying Skills for the Workplace (level 4). 
Our tutor has requested the students to write a CV ( Curriculum Vitae) and a Cover Letter to a company/ organisation of choice. 

This activity refers to the second component of the students final assignment. Before the assignment submission deadline, I have asked for a feedback from our tutor.  The tutor and I joined a “one-to-one” meeting via Microsoft Teams for 15 minutes to discuss my worksheet draft. The teacher had made some suggestions for some improvements such as spelling, grammar mistakes and lack of information’s related to the cover letter, which I have shortly after modified. 
Feelings
The feeling I had writing this activity was a positive one. I was not as stressed as I used to be my previous assignments. 
Writing the cover letter felt like an easy task to accomplish as I have previously written multiple cover letters while applying for jobs. 
The CV writing process was not difficult either,  I was happy with completing the task in only one hour – I had felt like I have made a significant progress in terms of how I organised my time and prioritised tasks.  
The tutor feedback was extremely helpful as I have not observed some small mistakes and I could have been market less for not being careful enough.  
Evaluation
One thing that went well was that I had previously written a cover letter and I felt comfortable completing the tasks in a very short time.
Another thing that went well was that I kept updating my CV during the time therefore, I had most of the information’s needed ready and organised - it was easy to research relevant skills and career experience associated to the work requirements of the company chosen.
One thing that did not go so well at first but then changed into a positive feeling was  that the tutor feedback emphasised the lack of attention on small details while writing but I did overcome the issue by listening to the tutor suggestions and modifying the mistakes.
Analysis 
This specific learning activity was overall a good experience which thought me that being always organised and prepared helps not only saving a decent amount of time but also helps preventing the stresses caused by the pressure of assignment deadline date. 

I have learnt that I need to work on my writing skills. Writing skills are necessary for an individual personal, professional, and educational progress – these skills must continuously be approached and reviewed (Kelly, 2020)

Additionally,  I have learnt  that we need to seek feedback continuously to receive an honest and different opinion – Reflecting on the information’s obtained  from the feedback, we could have a clear understanding of the key areas that needs improved in our professional career development – in my case was writing efficiently. 
Action Plan
I am planning to take further actions to improve my writing skills . I will look into a writing development courses in the next 4 weeks, using the free  time from the university, focusing on developing this skill. 
YouTube tutorials would also be helpful because provides visual support. Visual support it is important as I am more of a visual learner type and I easily retain information by watching illustrated or animated educational videos. 
I will follow some of (Shewan, 2020) suggestions: 
· start with the basics – I will look for a refresher with the basic such as grammar, punctuation, etc. 
· write on a regular basis -  I will practice by keeping  a reflective journal
· reading more -  academic journals and books to have a better  understanding of formal language and expressions. 
Another useful thing might be an extension or software that will allow me to check my grammar, spelling and punctuation – Microsoft Word has incorporated a feature called “Editor” that I could be used meanwhile researching for better options 
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Other Relevant Information: 
Dictionary - Ambivert - a person who has a balance of extrovert and introvert features in their personality.

Words Count – 1375 
Deadline date: 16/03/2021
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