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Dear Mr X
I have learnt about your posting for a management trainee and for that I felt the necessity to submit my curriculum vitae for your further review. As I am a business student I have experience in business principles and management that I have gained throughout my graduation and post graduation academic career. Personally I am a committed person and have the ability to develop team collaboration and achieve organisational goals with the team. During my academic life I was able to lead a team several times for academic projects as well as give dynamic presentations also for academic purposes. I have the ability to interact with cross cultural people and manage them to achieve team objectives. I have prepared myself to excel myself in any entry level intensive management role. I have solid knowledge about the basic principles of Business and Management strategies that reflects on my decision making process. My strong points include communication and time management that I think will allow me to thrive in the competitive job market. 
Highlights from my background include:
I have knowledge about core business principles including organisation and management, information management, operational management, international business and financial management. I am able to develop motivation about team members within a challenging environment. 
I have the ability to utilise organisational resources that are at interpersonal skills to drive myself and my team towards achieving results. I have part time job experience in different fields like as a sales representative, customer manager and operation manager in few reputed business organisations. 
With my experience in academic life during my graduation and post graduation I have developed enthusiasm and dedication that will allow me to swiftly pass any expectations of you and your organisation. I am looking forward to get a reply from your organisation for further discussion. I humbly thank you for your consideration. 
Sincerely
Emanuela Stana
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EMANUELA STANA
Address:
Phone:
Email:

Educational Qualifications
Graduation: 

Post- Graduations: 


KEY SKILLS 
Organisational planning
Effective organisational strategy making skills along with multitasking. I also have the ability to prioritise my workload and effectively complete them within the given time period. I have finished all my course projects, assignments and presentations before the deadline during my academic career. 

Communication
I have good connection with all of my friends and families as well as my lecturers. I have strong command over English. I have the ability to connect with peoples in a challenging environment. My writing ability is quite high as I have good marks in assignments and  projects. 

Information and Technology
I have good computer literature skill as I have attend courses on Microsoft Office application. I am still trying to sharpen my skill in Microsoft Excel and Microsoft Word. I also have good command in SPSS. My skills Adobe Photoshop and Adobe Illustrator has been developed by myself because of my interests in graphic design. 

Responsibilities in different positions
I worked as a team captain in my school soccer team
I worked as a volunteer to raise funds for covid-19 pandemic.
I have been the group leader for several group projects and group presentations during my graduation. 
I work as a customer relationship manager in a reputed organisation as a part time employee
I work as a book translator for a particular book that was published in another country

Interests and Hobbies 
I like to travel a lot within UK and other countries specially EU countries because I like to know about different cultures and their heritage because I also have interest in arts. 
I have a great interest in swimming
I am a sports person
I like to read case studies and biographies to understand how people manage themselves in a particular challenging situation

Career objective
I want to set myself as a career oriented person. I would like to see myself as a operation manager who has a well-developed communication skill that is important to develop relationship within organisational surroundings. 
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As I have mentioned I have worked as a customer manager I am going to be applied on a particular experience that I have encountered during my part time job in a particular organisation. 
Description: After Christmas I started the job, as a customer relationship manager. I was asked to fill in the position for two consecutive weeks. However after joining in the job I have encountered several problems. Soon after joining in the job I have realised that some of my skills are not sufficient for that particular position. At first I was not able to communicate with the customer properly because of my introvert characteristic. Secondly, I do not have proper experience about real life customer management. Finally I have realised that my work is attitude was not convincing to my team members as some of my personal authoritative behaviour reflected during my job time. 
Feelings: Before starting the job, I felt excited as well as anxious about the job however during that two weeks it was all but anxiety that concerned me a lot. At a consequence shall they will I have realised that I was not the fitted person to do the job. I have to find out my skill gaps that are causing me failure during my job as well as my weak points. Because of the anxiety and failure during my job position, I feel that my confidence level was decreasing significantly. Because of my authoritative behaviour during my job time, I also felt guilty instead of the fact that none of my team members criticized me formally or informally. 
Evaluation: as I have reflected on my experience after the job I have identified few deficiencies that prohibited me from getting success as a customer relationship manager. I did not had the necessary interpersonal skills to communicate with the customers and settle their problems fruitfully. Another deficiency was that my knowledge about customer relationship management was purely based on academic literature and theories. As we all know customers mind and demand is always changing therefore only theoretical knowledge is not appropriate to manage modern customers. 

Analysis: as I have identified my deficiencies and lacking during my job as a customer relationship manager, I m a micro strengths weaknesses opportunities and threats that can help me to develop my future career. 
Strengths
· I have a good academic knowledge about customer relationship management and theories
· I was able to develop a good relationship with my team members instead of the fact that I behave in a wrong way
Weaknesses 
· I have mid level interpersonal skills to communicate with the customer that is not enough to get success as a customer relationship manager. 
· With my theoretical knowledge I was not able to handle real-life customers as good as an experienced customer relationship manager could do. 
 Opportunities
· During my experience as a customer relationship manager I had some positive attributes and because of that my team members do not made any formal publications about my activities
· As I was trying to improve myself during the Drop time there manager noticed my enthusiasm and he offered me and extension as he wanted me to learn from my job about customer relationship management
Threats
· This is very hard to get a positive real life job experience with only theoretical knowledge
· Without developing interpersonal skills I will not be able to get success in my professional career

Conclusion: I have realised that experience is a crucial factor to get success in a job position. One particular job experience can help me to overcome barriers another job positions. I have also understand that developing interpersonal skills and communication skills is not only beneficial for the position of customer relationship manager but also for other job positions. It twice for me to select team members who are able to communicate with the customers well and if necessary I can learn from them as well. 

Action Plan:
My actions in future similar situations would be based on the organisational strategy as well as the situation itself. 
I will try to emphasize on Management by Walking Around (MBWA) strategy to connect myself with my team members, customers as well as the business process
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