Jolita Sipelyte
 10 Tweedsmuir Road
Cardiff
CF24 2RD
Jolitaa@hotmail.co.uk 
26th March 2021

Dear Sir / Madam,

I am writing to you in relation to the Security Supervisor that you currently have advertised within your team. As a successful professional with experience and proven success in managing facility operations and ensuring the delivery of quality services, I believe I am an ideal candidate for the role. I have attached my CV and provided background information below to support my application. 

I have a successful track record of utilising effective problem-solving abilities to improve existing business operations and innovatively identify best values and cost-effective solutions. My background experience involves providing the highest quality of security and services for government facilities through outstanding organisation, administration and leadership abilities. As a highly motivated and driven senior professional I have maintained and enhanced existing services by successfully running reports and inspections, and also analysing personnel and financial performance, which has resulted in a high number of positive client feedback, as well as a significant increase in company profits.

In my current role as a Soft Services Site Manager for OCS/MoJ, I have the overall responsibility for managing and leading the delivery of comprehensive facility services for two government buildings, consisting of over 1,600 employees and visitors. I oversee the work of 30 staff members including reception, security, cleaning and post room teams, whilst developing and implementing procedures to drive maximum user service and satisfaction. I run personal inspections in order to accurately and correctly deliver contracts and monitor productivity levels to identify best value and maintain strict compliance with contract regulations and specifications. I closely track and report on financial performance, staff availability and quality of service delivery in order to provide adequate cover at all times, successfully grow revenue, and develop and maintain positive relationships with clients.
 
My leadership style focuses on engaging team members to communicate, dynamically solve problems and deliver the highest quality solutions.  I have developed many valuable transferable skills from my career experience to date.  My strengths include outstanding time management and planning abilities in order to handle complex, varied workloads and maintain the smooth running of my sites. I also possess the confidence and experience to lead and support teams, as well as manage projects, and thus provide the highest standards of customer service in line with company goals. I possess expert skills in planning, monitoring, reporting, resource management, quality and risk management.  

Further details of my experience, skills and latest achievements can be found in my attached CV. I look forward to discussing this position and my background experience with you further at your earliest convenience.

Thank you for your time and consideration.



Yours sincerely,
Jolita Sipelyte
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	10 Tweedsmuir Road, Cardiff, CF24 2RD
(+44) 7748645486   
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PERSONAL SUMMARY

A dedicated and professional Soft Services Site Manager with outstanding leadership skills and a genuine passion for maintaining the effective operation and smooth running of facilities. Utilises excellent organisation and planning abilities to ensure contracts are correctly delivered and comply with all regulations and specifications. A highly analytical and effective problem-solver who monitors and reviews reports and various key information to identify money saving opportunities and ensures quality service standards are consistently maintained to meet client expectations. A confident and supportive leader who undertakes the training and mentoring of departments and tenants to provide outstanding levels of customer service. Collaborates effectively as part of a team in order to deliver challenging service objectives and maintain the security and successful running of working facilities. 

KEY SKILLS


· Facilities Management
· Leadership
· Planning & Organisation
· IT & Administration
· Service Delivery
· Budgeting
· Problem-Solving
· Customer Service
· Relationship Building
· 
· Financial Performance
· Team Development
· Compliance


WORK EXPERIENCE

OCS/MoJ, Bristol – Soft Services Site Manager	Sep 2019 – Present 
· Manage the facilities and day to day compliance for two government buildings consisting of over 1,600 workers and visitors daily
· Supervise 30 employees, including the reception, security, cleaning and post room teams
· Responsibility for the delivery of a consistently high standard of Soft Service Delivery, running personal inspections to ensure contracts are delivered correctly and quality service standards are consistently maintained and enhanced
· Regularly review work schedules to determine the best value for money and ensure the efficient delivery of services to meet client requirements
· Implement and maintain the Statutory and company standards of hygiene and Health & Safety
· Contribute to continuous improvement initiatives, support on-going business improvements with ideas and solutions
· Manage and motivate both teams and tenants in order to provide outstanding customer service in line with the partnering ethos and culture
· Drive team engagement, service improvement, compliance, commercial effectiveness and excellent customer service
· Track and report on financial performance, quality of service delivery and staffing levels to maintain adequate cover and maximise profitability.
· Monitor productivity levels to identify best value and maintain compliance with contract specifications
· Handle the monthly budget for cleaning supplies and agency staff

OCS, Cardiff – Senior Team Leader / Scheduler 	Nov 2014 – Aug 2019 
· Managed and oversaw all administrative responsibilities for window cleaning & specialist teams throughout the UK
· Undertook various financial duties including raising purchase and sales orders, compiling reports in SAP and CAFM, and resolving queries from invoices and orders
· Played a pivotal role in planning and scheduling resources and services in order to achieve maximum productivity levels
· Managed high volumes of transactions across systems through communications via phone, web and email trafficking
· Assisted managers with new contracts, ensuring all information regarding prices, frequencies and descriptions were accurately recorded on the relevant system
· Monitored employee wages to avoid any discrepancies
· Extracted reports for the management team, including KPI reports
· Undertook the ordering of various equipment and staff uniforms
· Efficiently handled customer requests and resolved any complaints

OCS, Cardiff – Window Cleaning Administrator	Nov 2013 – Nov 2014 
· Played a pivotal role in maintaining the primary email inbox and keeping accurate and up to date information on services provided by OCS
· Provided vital support to the operational teams, ensuring all documentation was filed and recorded correctly in line with company procedures
· Assisted with the preparation of regularly scheduled reports 
· Created and updated records and databases with personnel, financial and other essential data
· Answered incoming calls from customers and assisted with any queries or issues
· Developed key skills in the use of complex in-house systems

The Chapel 1877, Cardiff – Restaurant Supervisor	Jan 2012 – Nov 2013 
· Assisted the manager with the smooth day to day operations of the restaurant
· Effectively ensured all health and safety procedures were adhered to through the conduction of risk assessments and completion of key training documents 
· Coordinated and developed weekly rotas for the bar and restaurant
· Liaised with kitchen staff and organised weekly meetings with the chef to maintain and improve the quality and efficiency of food service
· Conducted daily training sessions to keep the team updated on changing policies and legalities
· Consistently provided outstanding levels of customer service

Dairy Crest, Cardiff – Admin Assistant	Aug 2010 – Jan 2012 
· Supported with the undertaking of general office duties including filing, faxing and monitoring emails
· Answered and redirected customer calls, as well as assisted with any queries or issues
· Maintained and updated all internal databases
· Organised and printed company documents as required
· Responsibility for booking meetings and scheduling key company events
· Monitored office supply stocks and placed orders when necessary

EDUCATION & CERTIFICATIONS

University of Wales	Jan 2021 – Present
Skills For The Workplace

Cardiff and Vale College	Sep 2010 – Jun 2012 
· BTEC Extended National Diploma in Business                                                                                                                              
· GCSE Maths (C)
· UK Career Academies Certificate
· OCR Essential Skills in Communication Level 2
· VTCT Improving Own Learning and Performance Level 2
· IT Diploma Level 2	

Coleg Glan Hafren	Sep 2008 – Jun 2010 
· ESOL English Skills for Life Level 1 and Level 2 
· OCR Communications Certificate Level 2 
· IT Diploma Level 1

SPRC Elektronikos ir Administravimo Skyrius, Lithuania 	Sep 2002 – Jun 2005
Business & Management Course	


[bookmark: _Hlk63710714]Reflection of CV and Cover Letter  

For the purpose of this reflection, I will be using Gibbs (1988).
Description
[bookmark: _Hlk63847096]Before I started my CV and cover letter, I have done some research for the type of jobs that I am looking for on big job sites. I searched jobs through to see what employers are looking for in applicants for the type of jobs that I am interested. 
Feelings
After my research I had more understanding what employer require from the candidate, what skills they have, knowledge, experience, qualifications. It helped me to understand more what information I need to add on my CV. When writing my CV and Cover Letter I tried to reflect those skills and experience as close as I can to match the adverts. 
Evaluation
I tried to make my CV easy to read by dividing in sections, using bold heading, short sentences and shot paragraphs, so recruitment or hiring manager could easily find information that they are looking for. In the cover letter I introduce myself and tried to encourage to look in my CV.
Analysis
From the research I looked at job’s specific skills, experience skills that they are looking for and made a list, so it helped me to understand what employer is looking for and matched my skills in the CV and Cover Letter. I included relevant skills, experience, qualifications, current situation. In my CV I tried to show to employer that I can do the job that is advertised, so made it simple and easy to read.
Conclusion
My CV has a brief and impactful personal summary which will help to grab the reader’s attention. I tried to design to help me to stand out from other candidates and highlights my suitability for the role.  It neatly demonstrates and summarises my skills, experience and abilities towards the industry and role that I am applying for.
Action Plan
In my CV and Cover Letter I tried to sell myself as professional in my field. However, my key skills are tailored towards roles in Facilities Management but also highly transferable for roles outside my current role and industry.
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