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Conference and Events Manager – Holliday Inn Filton, Bristol (48 hours per week - annualised)
Purpose
To lead on all aspects of the hospitality and C&E operation on behalf of the F&B Department and proactively develop strategies to enhance sales and standards matching the needs of our guests and clients.
Role and Responsibilities:
· To work with the Head of F&B in achieving objectives and manage the day to day running of the hospitality and C&E operation, constantly seeking to improve product and quality in a manner that ensures guest satisfaction.
· Ensuring tasks are assigned and implemented in accordance with SOPs, policies and legal requirements for all events and that stock rotation, cleaning procedures and suitable stock levels are in place.
· To ensure staffing levels are adequate and relevant in line with shift patterns and report wage forecasting and payroll to Head of F&B.
· Drive standards by creating SOP manuals and ensure they are updated regularly.
· To control and achieve agreed financial targets whilst maximising all commercial opportunities.
· To develop and evolve all client services of the catering operation, ensuring regular adjustments and improvements are both recommended and implemented.
· To be responsible for all personnel assigned to the catering services, irrespective of whether or not they are employees of the Company, in accordance with Company personnel and training policies.
· To ensure that the location meets statutory and company requirements of Health and Safety, Food Safety and environmental legislations and procedures.
· Work alongside the Sales and Hospitality department and relevant external contractors to co-ordinate activities for clients.
· Liaise with the Head of F&B and the Bars Manager to ensure stock levels are maintained in line with the events calendar and raise purchase orders when required.
· To be guest focused at all times, by being visible during service periods, approachable and quick to exceed expectations in fulfilling guest requests.
· To ensure all food is presented and served in line with company standards, using innovation in the method and style of presentation and food service.
· Provide cover in the absence of the Head of F&B.
Person Specification
· A proven record of working in a similar environment ideally within the entertainment/leisure industry.
· Managed food service & delivery for dinners of up to 600 guests.
· Have previous team leader, supervisory or management experience.
· Experience of organising hospitality, functions and events.
· Have a thorough understanding of food hygiene and health and safety regulations and hold basic food hygiene certificate.
· Experience of managing staff.
· Experience of providing excellent customer care.
· Experience of budget/cost management.
· Experience of working with staff at all levels throughout a company.
· Proven IT experience including Microsoft suite and EPOS systems.
General information:
The requirements of the business are such that a high degree of flexibility is necessary and therefore some evening and weekend work will be required.








Melania Chelu
40 Hinton Drive, Bristol

Dear Sir/Madam
My name is Melania Chelu and I am thrilled to be applying for the conference centre manager role. Upon reviewing the job description, I was happy to see that my experience, my expertise and my skills are an excellent match for the position.
My most recent work provided me with abilities necessary for operating a conference centre, as detailed in my professional résumé. It assisted me in being familiar with all of the operations that occur within this type of facility, as well as the financial and logistical components. I can state with complete confidence, and my reference will back me up on this, that I am also well equipped to handle the unexpected, as well as the obstacles that may arise during my term in this role.
My academic path has also prepared me to be a great professional. I understand patterns that aren't always obvious, operationalize various variables to gain a deeper view of the company I'm working with, and have good marketing expertise, in addition to my excellent quantitative and IT skills. Aside from operating the conference centre, I am convinced that I could contribute significantly to the marketing team's efforts to develop effective revenue-generating methods.
Lastly, I would like to add that, being part of a generation which understands the importance of good working relationships and mental health, I am an adept of preventing vs treating - I would ensure that all my staff are treated respectfully, with dignity.
I feel that your company would benefit from my achievements and background and that I would thrive within the functions that this position offers.
For a greater presentation of my professional trajectory, academic performance and skills, please review my CV.
I am eager to further speak with you about the role and I will be in touch next week to follow up and to make sure you have received my application.
Thank you for your time and consideration.
Sincerely,
Melania Chelu


MELANIA CHELU NICOLETA
40 Hinton Drive,  Bristol | 07949159973 | chelu.melania@gmail.com

PROFESSIONAL SUMMARY
Productive employee with proven track record of successful project management and producing quality outcomes through leadership and team motivation. Works with clients to determine requirements and provide excellent service.

EXPERIENCE
02/2021 to Current
ASSISTENT MANAGER MDMC Transport LTD － Bristol
· Organizing team task
· Make bills
· Supported employee payroll processes by tracking attendance logs and expense monitoring.
· Supported team leader in improving operations and resolving issues to deliver top-notch customer service.
· Coordinated cost-effective solutions across teams, significantly reducing errors.
02/2019 to 02/2021
CONFERENCE AND EVENTS Coordinator Holiday Inn Filton－ Bristol
· Meet and Greet Customers
· Billings on daily basics for all conferences
· Prepare Daily Planners, Daily Set up Planners, Signages for Conference Rooms , Welcome letters etc
· Supervising meetings and Events
· Organizing team tasks for the day
· I am the first person the customer contacts if they need any help.
· Handled contract signing, fee collection, business accounts payable and receivable functions, and event booking activities.
· Monitored system functions and performance levels.
· Applied effective upselling techniques to increase per-sale revenues.
01/2018 to 01/2019
MULTI STORE SUPERVISOR PAPA JOHN － Bristol, Bath, Trowbridge
· Prepare shops for audit
· Check stock, food order, food cost and label cost
· Training new employees
· Learning employees new skills for making their job easier
· Supported employee payroll processes by tracking attendance logs and expense monitoring.
· Maintained and built positive client relationships.
· Created marketing campaigns using social media strategies and analytics.
· Coordinated cost-effective solutions across teams, significantly reducing production errors.
· Implemented new process and reduced wasted resources.
01/2017 to 01/2018
STORE MANAGER PAPA JOHNS BRADLEY STOKE － Bristol
· Customer service
· Managing employees
· Contracts
· Inventory, end of day banking
· Resolved complex customer enquiries, disputes, and complaints.
· Prepared rotas and administered payroll for large store.
· Trained and supervised team to deliver on store sales targets.
· Performed key-holding duties including managing cash drawers, site security and timely opening and closing.
· Prioritised in-store sanitation, safety and health by raising standards and conducting regular inspections.
01/2016 to 01/2017
ASSISTANT MANAGER PAPA JOHNS BRADLEY STOKE － Bristol
· Report to store manager
· End of day banking
· Organizing team task for the shift
· Prepare local marketing campaign
· Coordinated with store management to initiate targeted strategies to achieve sales and profit goals.
· Encouraged sales associates to cross-sell additional products and services to purchasing customers.
· Monitored weekly inventory control, creating templates to ensure optimal food and beverage stock for expense elimination.
01/2009 to 01/2015
MARKETING MANAGER Imphoto Agency － Bucharest
· Allocated roles within the agency
· Meet companies to achieve maximum sales
· Identified, developed and evaluated marketing strategies based on knowledge of company objectives and market trends.
· Imphoto Agency
· Call photographer
· Designate places
· Plan the photoshoot
· Make contracts
· Customer service
01/2006 to 01/2009
PROMOTOR FOR CONSUMER GOODS Sano Romania － Bucharest

CORE QUALIFICATIONS
	· Banking
· Billings
· Conferences
· Contracts
· Customer service
· Inventory
· Leadership
· Letters
· Managing
· Marketing
	· Meetings
· Organizing
· Photographer
· Sales
· Supervising
· TEAMWORK
· Upselling
· Social media marketing
· Customer-focused
· Problem-solving




EDUCATION
Current                                         Certificate in Higher Education Skills for the   Workplace at              University of Wales Trinity Saint
2010                                              Marketing and Management at Artifex University Bucharest
            2008                                              Hyperion Secondary school Achieved A-C in all exams

INTERESTS
· EVENT PLANNING
· PHOTOGRAPHY,
· MAKE - UP WORK

LANGUAGES
  ENGLISH - MEDIUM
  FRENCH - BEGINNER
  SPANISH - BEGINNER




