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                       Fleet Manager| Excellent Customer Service Skills | Good Communicator 

Mr. Mark Smith
Territorial Manager of South Wales 
Enterprise Rent-A-Car
Ty Menter Navigation Park
Mid Glamorgan CF45 4SN

July 1, 2020
Application for the role of Vehicle Fleet Manager

Dear Mr. Smith:
I am writing to apply for a Fleet Manager position at Enterprise Rent-A-Car, which you have advertised on your website, this is a perfect role who correlate with my skills and with my experience.
Reading about the job description on your website I am sure that your position requires someone like me who has a large experience of administering vehicles, logistic and transport administration. I am confident in my skills to have a quickly and positive impact on your business.
I have worked the last 6 years in the rental car business, and as a Fleet Manager for 3 years. 
As a part of my job I am responsible for all the company`s fleet , I ensure that all health and safety requirements for the branch are meet and that all the cars are cleaned and checked prior to going on hire. 
Additionally, I also provide training for the new drivers and check their driving license to ensure that they are qualified to drive company vehicles. Furthermore, I advise clients when they want to rent a car from the very large selection of vehicle that the company have.
My strength points to success is my positive attitude, competence, the ability to work in a team and knowledge of several foreign language make me a good communicator with the employees. 
Consider the following accomplishments:
· Competent in analysing all the possibilities to cut costs and improve performance of fleets
· Ability to multi- task and able to plan daily work
·  Excellent result of leading, communication skills and developing employees.
· Exceptional skills to solve all the problems


I attached my CV to provide more information regarding my qualifications and experience. I look forward to hearing from you to arrange a time for an interview at your earliest convenience.
Thank you for your consideration.

Sincerely,
Catalin Mirica















     CURRICULUM VITAE
         
                         CATALIN MIRICA
                               Address: 12 Pen-y-wain road, Cardiff, CF244 4GG
        Email: katany78@yahoo.com | Telephone: 0044 7462 949620
  
PERSONAL STATEMENT
A motivated, ambitious and determined Fleet Manager with a successful contribution in any fleet management operation. Catalin has an experience of working in rental car industry with over 3 years as a Fleet Manager being competent in minimize the costs and improve efficiencies. He can be relied in ensuring the wellbeing for the company as making sure that every vehicle is being clean and safe, and all the drivers know their responsibilities. Skilled in analysing and solving all the problems, a true team player, he has no problem sharing his knowledge and ideas with others.

KEY ACHIVEMENTS
· Improving the customer feedback from 6.5 to 9.2 in the last 3 months
· Earning award for the highest car utilization in the last year from South West Region
· The highest percentage for deliveries and collections on time from 77% in 2018 to 94% in 2019
· Achieved 1st place for van rental in the last 6 months

EMPLOYMENT HISTORY
05/2017- Present 
Full Time Employed Fleet Manager
Europcar, Bristol South, UK
· Counts the total reservation for cars and vans for the entire day
· Responsible for ensuring the correct category and size for each reservation
· Advise clients on the vehicle selection
· Ensures that all the deliveries and collections are made on time
· Plans the routes for the drivers 
· Ensures that all the vehicles are clean and safe and are ready for rent
· Deals with the enquires of the customers 
· Completed paperwork for accident damage report.
· Supervises the 12 drivers and maintain a good environment at the workplace.
· Ensures fleet availability to meet all request and planning the forecast for the next days

04/2014- 05/2017
Part Time Fleet Coordinator and Driver
Europcar, Cardiff, UK
· Checked in the damage of the car if they are matching with the damage from the system and adding the new one
· Prepared the driving routes
· Ensured a good customer service
· Filled in driver time sheets
· Maintained the cars and vans clean
· Delivered the cars to customers home and as well collected them at the end of the rental
· Kept the record of the driving hours

06/2010-04/2014
HGV Delivery Driver
Kingsmill Bakery, Cardiff, UK
· Ensured the lorry is roadworthy
· Planed delivery schedule and routes
· Driving up to 10 hours on difficult road conditions
· Responsible for loading and unloading the bakery product
· Make sure loads are safety secured
· Maintained the driving schedule and driving hours
· Completed delivery paperwork 





EDUCATION
04/2020 - Present
Certificate of Higher Education in Skills for the Workplace (Cert HE) -Level 4
University of Wales Trinity Saint David, Cardiff, UK.
· Professional Career Development
· Academic and Employability skills
· Effective Team Working and Communication
· Digital Skills and Research Methods
· Problem Solving and Decision Making
· Managing Enterprise in the 21st Century
06/1998 -11/2000
Car Mechanic Qualification Course
Ploiesti, Romania
· Repaired or replace broken parts
· Estimated the time and cost for repair
· Inspected the vehicle to diagnose issue accurately
· Maintained tools in good condition
· Scheduled for next car maintenance sessions
09/1992 -06/1996
Lazar Edeleanu Technical College 
Ploiesti, Romania
· Petrochemical operator
· Equipment maintenance mechanics

KEY SKILLS
Good communication skills, team player, excellent problem solving, organising, multitask ability, Microsoft Office (Word, Excel, PowerPoint and Outlook)

 PERSONAL INTRESTS
Travelling, reading books, enjoy spending time with family, playing football, fishing.

REFERENCES ON REQUEST
 
