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PERSONAL INFORMATION	Anca Lavinia Bracau
[image: ][image: ]  85 Goronwy Road, SA2 0XQ Swansea (United Kindom) 
[image: ]    07440562428
[image: ]   moraru.lavinia10@gmail.com

Sex Female | Date of birth 28/03/1992 | Nationality Romanian

Personal Statement: I am a hardworking, committed and reliable person. Throughout   my work experience, I have had the opportunity to work with many different groups of people which helped me gained excellent communication skills. I am highly successful person who is likely to obtain a degree in Business&Tourism Management and I would love working in the Hospitality industry. Excellent contact skills with people gained during my stay in United States. I am a family lover and I love to travel and learn about diffent cultures.
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01/10/2018–30/11/2018	Quality Control Operator
Pullmaflex LTD, Ammanford (United Kingdom)
· Inspect, test and measure car parts
· Approving finished products by confirming specifications, conducting visual and measurement tests, returning products for re-work, and confirming re-work
· Completing reports in the end of the shift
· Informing superiors about defects and number of car parts checked

20/05/2018–30/09/2018	Quality Control Inspector
Toyoda Gosei, Gorseignon (United Kingdom)
· Inspect, test and measure materials and car parts being produced
· Monitor operations to ensure that they meet production standards
· Accept or reject finished itemsDiscuss inspections results with those responsabile for products
· Reporting defects, malfunctions or any other problems to senior staff
· Writing, teaching, maintaining and updating testing protocols

04/07/2017–06/05/2018	Stower
Amazon, Swansea (United Kingdom)
· Utilize the company’s inventory software platform to check in products and compare deliveries to outstanding purchase orders
· Collaborate with purchasing group to determine when products are missing from deliveries and contact vendors in regards to damaged product
· Work closely with Order Pickers to make sure that each packaged order has the correct amount and types of products

08/10/2015–24/05/2017	Office coordinator
USTravel, Bucharest (Romania)
· Following office workflow procedures to ensure maximum efficiency;
· Maintaining files and records with effective filing systems;
· Supporting other teams with various administrative tasks, deal with customer complaints or issues, monitor office expenditures and handle all office contracts (rent, service etc.)
· emailing and calling students and presenting intercultural exchange programs;
· helping them find the best destinations, giving them advices for the next job

30/06/2016–03/10/2016	Set-up Assistant/ Busser-Server
Bonura Hospitality Group (West Hills Country Club), New York (Middletown) (United States)
· making sure everything is clean;
· assist in the operation of an effective reservations program.
· assist in the welcoming of members and guests to the restaurants.
· set up for the scheduled events, taking orders, cleaning the tables and taking care of customers (Summer Work and travel Program)


04/07/2015–03/10/2015	Set-up Assistant/ Busser-Server
Bonura Hospitality Group (West Hills), New York (Middletown) (United States)
· making sure everything is clean;
· set up for the scheduled events, taking orders, cleaning the tables and taking care of customers (Summer Work and travel Program)

10/10/2012–17/12/2013	Sales Assistant
Lee Cooper Jeans, Bucharest (Romania)
· helping customers in their decisions of choosing the perfect size for them;
· handeling payments, making sure goods are well displayed;
· receiving deliveries from from suppliers and keeping the shop clean


15/10/2011–15/12/2013	Line/Production operator
Rompharm Company SRL, Bucharest (Romania)
· measuring, grading and feeding batches of raw materials into production machinery
· operating production line equipment, like a conveyor line in a canning factory
· assembling goods on a production line, like fitting circuit boards into computers
· reporting equipment faults to   maintenance staff
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[bookmark: _Hlk58755191]21/09/2020–Present	CertHE Skills for the Workplace	Bachelor's Degree
University of Wales Trinity Saint Davis, Swansea (United Kingdom)
· Professional Career Development 
· Academic and Employability Skills

16/09/2019–10/07/2020	CertHE International Hotel Management	Bachelor's Degree
University of Wales Trinity Saint Davis, Swansea (United Kingdom)
· Hospitality and Guest Service
· Business Skills


01/10/2014–28/06/2016	Master`s Degree In Administration and Public Politics in the EU	Master Degree
University of Bucharest, Bucharest (Romania)


01/10/2011–25/06/2014	BA in Administrative Science	Bachelor's Degree
University of Bucharest, Bucharest (Romania)
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Mother tongue(s)	Romanian


Other language(s)UNDERSTANDING
SPEAKING
WRITING
Listening
Reading
Spoken interaction
Spoken production





English	B2	B2	B2	B2	B2 Spanish	B1	B1	B1	B1	B1


 Communication skills	▪   Good communication skills gained through my experience as Office   coordinator
· Excellent contact skills with people gained during my stay in United States
· Public speaking
· Gained experience in communicating with people at all levels in organisations while completing my role using verbal and non-verbal methods including : meetings, via telephone, e-mail and social networks;


   Organisational / managerial skills	
· Experience in teamwork
· Able to handle challenges and solving problems
· Good organisational skills gained as office coordinator of the USTravel, responsible for booking speakers and promoting events;

Other skills	
· Attention to details
· Managing stressful situations
· I am a fast learner person, highly motivated and able to work under pressure I am always willing to learn new skills in order to enhance my abilities.
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Anca Lavinia Bracau
85 Goronwy Road
Swansea, Wales
SA2 0XQ 
0744 056 2428
moraru.lavinia10@gmail.com
14th of December 2020

To Whom It May Concern

I am pleased to write to you today regarding my application for the role of Veterinary nurse position advertised on Indeed/ Love for Animals website. 

Even though I don`t have any previous experience in this domain, I think it would be a great opportunity for me to prove I am a good candidate for the job. I am an extremely organized, calm, and patient professional with excellent healthcare skills. I have a passion for providing quality care to animals and I find it challenging saving their lives.

I love working with animals and wanted to follow this career path since I was in high-school when one of my two dogs went through a life-saving operation after a car accident and saw how dedicated and well trained the staff from the clinic was. During my last jobs in different domains, I have been recognized as a dedicated, ambitious and reliable person who has the ability to work without supervision. For example, while employed like an Office Coordinator, I was commended for proficiently handling difficult situations with students and their family members.

I am a very hands-on person, organized and I never leave any jobs undone. I am always keen to learn new skills and attend any courses to improve my skills and achieve new ones.

I believe a relationship with your company would be mutually beneficial, as I am seeking a challenging work environment where I can fully exercise my skills and achieve new ones. I look forward to hearing from you and would love to explain my skills further during an interview. 

Thank you for taking time to read my letter and CV. 

Sincerely,
Anca Lavinia Bracau


Veterinary Nurse job description
This occupation doesn't require advanced education, but you will need training.
· Education: You'll need a high school or equivalency diploma to get a job, unlike veterinary technicians who must complete a two-year postsecondary program in veterinary technology.
· Training: Most employers provide on-the-job training, but some will only hire those who have prior experience working with animals.
Veterinary assistants perform all aspects of routine pet care.
· Feed animals and monitor whether they're eating.
· Bathe pets when necessary.
· Exercise the animals.
· Assist veterinarians and vet technicians with lab work.
· Clean, sterilize, and maintain kennels, operating rooms, examining rooms, cages, and surgical equipment.
· Comfort and restrain pets during examinations and care.
· Provide first aid to pets in an emergency, stabilizing them until a doctor can take over.
· Administer medications to pets.
· Perform some clerical duties.















Reflective review

Putting together all these, CV, cover letter and the job description wasn`t an easy job. I always had troubles completing my CV because I don`t like it at all doing it, I always procrastinate and I am not capable to focus at all.

This time I can say was a little bit different. I have to admit my CV was done from last year, I only had to add few things on education section. My cover letter is short but I say is on point. I did not have a hard time finding the job that I would like to apply for and I am very pleased about all I have done.

Overall, I am satisfied with my work and and everything I have learned from it.
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