
Simona Dumitrascu
Swansea

Email: simonadumitrascu92@yahoo.com
Phone number: 07xxx xxx xxx

Jade Lewis

Manager/Director, Human Resources
Oystermouth Road, Swansea,

SA1 3SR

11 December 2015

Dear Mrs. Lewis,


I am an interested candidate who would like to apply for the role of custodial manager which you have advertised on the website. As an extremely competent prison officer I would be a strength to HMP Swansea, and I would make a positive contribution. In my current role I keep an efficient and high-performing attitude. I have a capacity for problem solving and observing offender’s behaviours

I know the fact there are times of stress in working with inmates and that it takes a team effort to calm down difficult situations. Between my soft skills there are at least 3 years of experience in security department and 3 years as a prison officer, a bachelor's degree in European studies, certificate in higher education and restraining techniques when needed.


For this reason, with my qualifications, my skills and true passion for community service, I know that I would be a valued member of the management team at HMP Swansea who is able to perform to the highest standards.


I have enclosed my CV and references are available on request.


Thank you for your consideration and hope we can discuss the custodial manager position and my qualifications in greater detail.


Yours sincerely,

Simona Dumitrascu 
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simonadumitrascu92@yahoo.com 

	
	Personal Statement: I am highly successful person who is likely to obtain a degree in CertHE Skills for the workplace. I have strong leadership abilities gained through my experience as referee and handball player and enjoy working in teams. Excellent contact skills with children gained through my experience as referee in matches. I can present myself professionally and can adapt quickly and positively to challenge the situation whilst remaining calm and focus due to working as a prison officer.


	WORK EXPERIENCE
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	30/07/2018–Present
	Prison officer

	
	HMP Swansea, Swansea (United Kingdom) 

	
	· supervise, manage and control prisoners lawfully, safely and securely and keep an account of those in your charge and maintain proper order

· perform security checks and search procedures on prisoners, staff and visitors

· deal with incidents as the 'first on scene' and work as part of a team to resolve the issues


	        02/10/2016–Present
	Door Supervisor/ Security Guard

	
	Swansea (United Kingdom) 

	
	· Prevent and detect signs of intrusion and ensure security of doors, windows, and gates.

· Write reports of daily activities and irregularities, such as equipment or property damage, theft, presence of unauthorised persons, or unusual occurrences.


	     08/10/2015–06/05/2018
	Warehouse operative

	
	Amazon, Swansea (United Kingdom) 

	· 
	· ​Receive material coming into the building by vendors, customers, or other warehouses accurately and promptly.

· Appropriately report/record any discrepancies.


	27/01/2015–01/09/2015
	Team Leader (Cleaning Company)

	
	Noonan, Swansea (United Kingdom) 

	
	· To ensure that all areas are maintained to a high standard and perform Quality Control Check;


	15/06/2008–05/06/2014
	Handball Player

	
	Sport Club Baia Mare; Sport Club Roman; Sport Club Rapid Bucharest, Baia Mare; Roman; Bucharest (Romania) 


	EDUCATION AND TRAINING
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	16/09/2019–10/07/2020
	CertHE International Hotel Management
	

	
	University Trinity Saint David, Swansea (United Kingdom) 

	
	


	22/02/2016–27/02/2016
	Door Supervisor
	QCF Level 2 Award for Working within the Private Security Industry

	
	SFM Training, Swansea (United Kingdom) 


	01/10/2011–20/06/2014
	BSC in Europeans Studies and International Relations
	EQF level 6

	
	University of Bucharest (Romania) 

	
	· English/ French language;

· History and sociology/ international studies
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	01/03/2014–05/06/2014
	Carnet of referee
	Referee Carnet

	
	Sport Club Rapid Bucharest, Bucharest (Romania) 


	                Mother tongue  
	Romanian

	
	

	Foreign language(s)
	UNDERSTANDING
	SPEAKING
	WRITING

	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English
	B2
	B2
	B2
	B2
	B2

	
	English Diploma 

	French
	B2
	B2
	B1
	B1
	B2

	Spanish
	B2
	B2
	A2
	A2
	A2

	
	Levels: A1 and A2: Basic user - B1 and B2: Independent user - C1 and C2: Proficient user

Common European Framework of Reference for Languages 


	
	
	


	              Job-related skills


	First Aid: certified in providing first aid, as part of my prison officer training.

Food Hygiene: certified in providing food hygiene, as part of my prison officer training.


Hobbies/ Interests:           • Playing handball and tennis:
                                                 • Reading and listen to music;
Job description

 Prison Offender Manager

Salary Minimum: £30,501 - £35,138 

Number of jobs available: 3

Detail of reserve list: 12 Months 

City/Town: Swansea 

Building/Site: HMP Swansea

Organisation Grade for HMPPS: Band 4 

Post Type: Permanent 

Working Pattern: Full Time, Part Time, Part Time/Job Share 

Role Type: Risk Management, Probation Officer 

Responsibilities, Activities and Duties 

The job holder will be required to carry out the following responsibilities, activities and duties: 

· As Prison Offender Manager, be involved in all relevant processes in the prison such as ACCT and violence reduction/anti-bullying for those within your case load.

· Use the Offender Assessment System (OASys) to identify risks and manage offenders appropriately. 

· Liaise with the Community Offender Managers regarding Release on Temporary Licence (ROTL) and Home Detention Curfew (HDC).

· Complete all paperwork for the cases, including lifer and ISP specific paperwork in line with relevant policies, standards and set timescales. 

· Contribute to and attend Multi-Agency Public Protection Arrangements (MAPPA) Boards and work with all relevant external agencies to protect the public when releasing prisoners under MAPPA. 

· Liaise with the Foreign National Department or UK Border Agency regarding foreign national prisoners, as appropriate. 

· Demonstrate pro-social modelling skills by consistently reinforcing pro-social behaviour and attitudes and challenging anti-social behaviour and attitudes. 

Competencies 

For the purpose of selection the following competencies will be measured: 

· Making Effective Decisions 

· Collaborating and Partnering 

· Showing Drive and Resilience 

· Caring 

· Persuading and Influencing 

· Acts with Integrity 

Essential Skills/Qualifications/Accreditation/Registration 

Essential 

· Ability to analyse complex information in order to make assessments and decisions 

· Ability to communicate clearly verbally and in writing with offenders, professionals, and at hearings such as Parole Boards 

· Ability to empathise constructively with people from diverse backgrounds 

· Experience of working with a diverse range of people who have experienced a range of social/personal difficulties, and of using tact and discretion when dealing with confidential and sensitive issues 

· Experience of working with groups or individuals in order to motivate and change behaviour 

· Experience of working with diverse communities including promoting equality and valuing diversity. 

· A working knowledge of relevant legislation and National Standards. 

Desirable 

Higher level academic qualification(s) 


