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Professional Profile

A self-motivated, intuitive and commercially astute Agronomy Graduate seeking a position in which one can utilise studies. Offers relevant skills and experience from tenure as a Manager Assistant with Nanoplant and broad awareness in the principles underpinning crop production and soil management. Recognised by others for exhibiting robust sales, customer service and team working abilities. Moreover, for the clear capacity to learn new subjects, processes and principles in a timely fashion. 

Key Skills

	· Sales & Business Development
· Customer Service
· General Administration
· Workload Planning & Management
· Agronomy & Agriculture Industries
	· Attention to Detail
· Microsoft Office
· Team Working
· Working Towards Targets
· Problem Solving



Education & Professional Development

BSc (Hons.) Agronomy
Aleksandras Stulginskis University  2014 - 2018

QUALIFICATION TYPE:  Biology / Chemistry / Maths / English / History
Vytautas Zemkalnis Secondary School  2010 - 2014

Professional Experience

Jun 2018 - Present		Scheduling Administrator 					     
OCS
Key Responsibilities:
· Responsible for the effective planning and scheduling of all resources to conduct services.
· Working as part of a team to ensure maximum productivity and accuracy. Extending support to peers and management as required.
· Responsible for managing and administering a high volume of transactions via internal systems. Ensuring all updates take place accurately and running reports as required.
· Partaking regularly in meetings with management and peers to discuss and explore any initiatives capable of driving efficiency and improvements in department processes.

Sep 2017 – May 2018	Manager Assistant 					     
Nanoplant
Key Responsibilities:
· Accountable in a multi-faceted role with the primary remit to perform between sales and operational departments.
· Playing a key role in the lifecycle of any email or phone enquiry. Drawing on robust fact finding and presentation skills to drive conversion of leads.
· Working closely with management and peers to ensure targets are consistently met. Providing insight where due to improve sales and service campaigns.
· Keeping abreast of a diverse range of products and solutions. Moreover, market and industry trends to ensure a competitive proposition.
· Responsible for handling documents and files for the operation. Indexing appropriately to support future ease of reference.
· Utilising internal systems to track developments of leads and orders. Ensuring all entries follow format and content requirements to support database accuracy.

Dec 2016 - Apr 2017		Sales Assistant 					     
Vitera Baltic 
Key Responsibilities:
· Ensure that customers of a popular store are offered a professional and welcoming service. Working at all times to ensure sales and service targets are met in collaboration with management and peers.
· Remaining up to date with product range and using this knowledge to ensure a comprehensive provision for customers with enquiries.
· Responsible for ensuring all point-of-sale material is correctly placed to support customer engagement and providing any insight to management as to how improvements can be made.
· Handling any customer complaints with tact and diplomacy and mitigating any further dissatisfaction through concluding in a timely manner.

Additional Information

Personal Interests 		Gardening, volunteering, human psychology, reading.




A COVER LETTER:
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Mr. John Smith
Recruitment Manager
Enterprise-Rent-A-Car
St. David’s Street, Cardiff

26.03.2021

Dear Mr. John,

I am writing to you in response to your recent advertisement on www.Enterprise.co.uk, for the position of Time & Attendance Compliance Administrator I believe that with my experience and qualifications in Agronomy I make an ideal candidate for this role.

As the enclosed CV will I offer a number of relevant skills from tenure as a Scheduling Administrator, Manager Assistant and Receptionist. In each of these roles I have demonstrated the clear capacity to learn new subjects and processes in a timely fashion. Additionally, innate business acumen, ensuring the achievement of various targets as a result.

My role as a Manager Assistant was with Nanoplant. Here I had the fortunate opportunity to perform as part of a reputable organisation in the agricultural sector. My remit was diverse in nature, performing between sales and operational departments. I was accountable for managing the lifecycle of prospect enquiries, handling various documents and utilising various systems to track leads and orders. 

In my current role as a Scheduling Administrator with OCS I am responsible for the effective planning of resources. This entails managing and administering a high volume of tasks and working closely with management and peers to drive continuous improvement of processes and policies.

By virtue of studies, I am well versed in the principles underpinning crop production and soil management. I hold a clear passion for the agronomy and agriculture sectors and look forward to combining this passion with my skills aforementioned.

I am sure you will find from my CV I am adept in all areas of the role advertised and it is for this reason I welcome your consideration of my application. 

I look forward to hearing from you in due course.

Yours Sincerely,

Milda Jankauskaite
CV Enc.



Reflection on CV and Cover Letter writing

Professional CV and Cover Letter is the first step towards career development opportunities. Writing a CV always used to be a complicated and challenging task for me. I find it challenging to show the unique selling point which could get me to the next stage in such a short piece of writing. However, attended lectures gave me an understanding of key factors which helps to be noticed by employers and considerations which should not be included.
Owing to the fact that employers experience a high volume of applications, they spend just a few minutes reading applicants’ details. My CVs used to have a high volume of text which put off readers interest and reduced my chance to be invited to the interview. I learned that writing should be clear and structured in order to get past that initial skim read. Most importantly, outlining the achievements as concrete and as specific as possible and quantify them if possible. I used to write long stories in my Cover Letter rather than carefully considered sentences relating to my experience. Additionally, I understood that no left grammar or spelling mistakes would show that I put effort into the application.
Secondly, I never used to do deep research about the position I apply for, so I barely know what target employers were looking for. It was new to me that research done prior to writing the CV would give me a brief understanding of what to put into the CV to fit employers’ requirements. Looking ahead, I will head out to the big job sites and run a search for the types of jobs I am looking for and build up a good picture of what kind of candidate they are looking to hire in those positions. The research will help understand what skills and knowledge are supposed to be delivered and what experience and qualifications are required. Therefore, I will better understand what I need to reflect on my own CV to match the job advertised closely.
In contrast, formatting requirements were not new to me, and I used to keep my CV and Cover Letter clear and easily understandable. I avoid using different fonts and sizes and prevent confusing layouts. Therefore, the information provided can be quickly absorbed. Furthermore, I found that CVs with many design effects look overloaded and hard to read. Employers are most likely not willing to spend a lot of time analysing and searching for necessary information. The fact that a picture is only required when a job is directly related to a person’s appearance has surprised me.
Writing a proper CV and Cover Letter takes time and effort, and no one would be proud of a CV being rejected at the first hurdle due to an easily avoidable error. After analysing good and bad examples of CVs and Cover Letters, I have a better understanding of what criteria makes it effective and what not.
The total word count: 1325




