Jonefa Maxwell
SUMMARY
Ambitious Business Management graduate with a strong interest in leadership, operations, and driving business performance. Through academic and group project work, I have developed the ability to organise teams, manage workloads and contribute to achieving shared goals in fast-paced environments. I am confident communicating with a range of stakeholders and take a solutions-focused approach to challenges.
EDUCATION 
BA (hons) Business Management 
University of Wales Trinity Saint David
Graduated 2026
Key points
· Analysed communication barriers within an organisation.  
· Applied business communication models
EXPERIENCE 
Great House Hotel, Anguilla (2024-2025)
· Worked in a fast paced environment, supporting daily operations and maintaining high service standards 
· Communicate effectively with customers and team members to resolve issues
· Managed time efficiently to balance multiple responsibilities 
· Contributed to a positive team environment and supported overall performance 
PROFESSIONAL SKILL
• Leader ship & team work                          • Problem solving & decision making 
• Communication & interpersonal skills       • Customer service & relationship building
• Organisation & Time management            • Ability to work under pressure
TECHNICAL SKILL
· Microsoft excel
· Microsoft Word and PowerPoint 
· Basic understanding of business 
· Familiarity with digital communication tools (eg.Teams)
Cover Letter 
Dear Hiring Manager,
I’m writing to apply for the General Manager position advertised by Oakley Recruitment. As a Business Management graduate, I’m really interested in building a career in leadership and operations, and this role reflects where I see myself progressing in the future.
During my studies, I’ve had the opportunity to work on group projects and case studies when I’ve helped organise tasks, worth with others, and meet deadlines under pressure. These experiences have helped me build confidence in my communication and ability to stay organised in busy situations.
What attracts me most to this role is the focus on leading a team, and maintaining high standards. I enjoy working with others and achieving a positive team environment. I am also motivated by the thought of helping a business run efficiently and successfully. Although I’mat the beginning of my career, I am eager and willing to learn, take on responsibility and continue developing my skills in a management position.
I am certain that my attitude and strong work ethic would allow me to contribute positively to your team. I would appreciate the opportunity to further discuss my application.
Thank you for your time and consideration.
Yours sincerely,
Jonefa
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Oakley Recruitment is working in partnership with an expanding organisation based in

Coleshill. This is an excellent opportunity to join the team as a General Manager on a full-
time permanent basis

Culture and Environment

The company culture has a family feel to it they pride themselves on ensuring all team
members feel included. They go above and beyond, dedicating time and resources for the
well-being of their staff, firmly believing that their employees are the company's greatest
asset.
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Personality

Our client is seeking a driven, passionate, and commercially minded individual with proven
experience in a similar role. The successful candidate will be a confident leader who leads
by example, inspiring and motivating their team to deliver exceptional results.

Resilient and solutions-focused, you will remain calm under pressure, with strong
decision-making skills and the confidence to take ownership of challenges. A genuine
commitment to customer service, continuous improvement, and team development is
essential, along with a hands-on attitude and a strong sense of pride in your work.

Reward

e Free parking

e Company Pension scheme

e Company Sick Pay

e Access to Employee Assistance Programme

e Employee Discount scheme

e |oyalty recognition scheme

e 20 days annual leave + Bank Holidays (plus additional days accrued based on length of
service)

Job Role:

e Leading a team of 12, on daily basis to deliver industry leading level of service to
valued customers

e Working with company Directors to agree, implement, and execute business plan
objectives and deliver the required commercial performance

e Managing, maintaining and developing key relationships with staff, suppliers and
customers

e Creating a culture of pride, excellence and teamwork

e Full P&L accountability of your business unit

e Dealing with all aspects of people management

¢ Delegating, organizing and managing workload vs resource whilst adhering to all
internal/external KPI's and H&S legislation

e Managing and be accountable for H&S of staff, customers and suppliers
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Skills and experience:

e Strong leadership skills are mandatory

e A calmand assertive nature is required

e Experience in managing a P&L are an advantage

e Supplier negotiation skills are an advantage

e Excellent written and verbal communication skills are a must

e |T conversant with Microsoft Office products, especially Word and Excel are a
requirement

e A customer focused approach to service

e A positive mindset is critical




