Minhaj Epte Ahmed
231 Corporation Road, Cardiff, CF117AS
+4407546044975
minhaj.lol66@gmail.com
Dear Mr. Smith,
I am trilled to apply for the position of line manager in Memorylane Cakes. I have come to know that there is a vacancy for this role in the company’s website. I am available to start immediately at this job.
I have been working in Memorylane Cakes for six moths as a production operator. I am experienced in how the production line runs and how to maintain the health and safety precautions. I have skills such as time management, resilience, teamwork, problem solving and IT which I have gained through my professional and volunteering works. I am very determined to my job and get the job done. I can confidently provide excellent production results and fulfill targets on the plan.
As I have already been working for the company for six months, I know the ins and outs, I already know how the factory runs and how production line should be running. I love how the factory runs and have the interest to invest my time and effort for this cake factory. I can offer great flexibility if there are sudden changes in the production plan. I can offer great production that suits the quality the company is looking for.
After reviewing my CV, I hope you will agree that I am a suitable candidate for this role of line manager. I would be more than happy to elaborate my skills and attributes in a personal interview.
Thank you for your consideration. I look forward to hearing from you.
Sincerely,
Minhaj E Ahmed


Minhaj Epte Ahmed
231 Corporation Road, Cardiff, CF11 7AS
minhaj.lol66@gmail.com
07546044975

A young energetic hardworking man with employment and voluntary experience. I have a lot to offer to the professional world. I have skills and traits including leadership, problem solving, time management, team working, multilingual, presentation, analytical thinking and resilience. I am eager to learn and develop myself to contribute more to the company.

Education
Green Hill International School and College (2018)
7 IGCSEs including triple science and math.
Skills
 Leadership
· Managing a team of 6 production operators, managing and giving each of their breaks, responsible for the section of the production line the team is working on. Training new production operatives and showing them the systems of the production line.
· One of the key four members who started Green Volunteers (a food and environmental charity). Co-Leading the group in charity events. Responsible for the adults and children throughout the event.
· Making sure the customer leaves the restaurant satisfied. Making them comfortable. Arranging sits and managing the bookings of the customers. Responsible for customer dissatisfaction.
Organization
· Managing my time to successfully combine my work and higher education Skills for the Workplace level 4.
· Organizing and executing charity events. Receiving phrase from the members and people attending the charity events.
· Organizing the tables to suit the booking and the number of guests booked in the log.
Team working
· Working as a team to provide excellent customer service. Maintaining time and working as a group to sit the customers and take their orders and provide fast service.
· Working as a team to optimize and meet the targeted number of cakes on the plan. Working more efficiently to meet the quality and ensure the health and safety policy.
· Working in a large group to execute charity events.
Communication
· Being able to speak and understand four languages: English, Bangla, Hindi and Urdu. Able to write three languages: English, Bangla and Hindi. As well as being able to understand Japanese.
· Talking with customers, making them feel safe and ease. Telling jokes and having small chats as to provide overall best service.
· Speaking and engaging with the people attending the charity events. Conveying issues to people about the lack of consideration toward the society and environment. Engaging with diverse groups of people.
Analytical Thinking
· Applying theoretical models to further judge and understand the situation and making plans and acting according to it.
· Providing evidence to my claims and presentations.
IT
· Capable user of Microsoft Office applications.
Employment
Production operator, MemoryLane Cakes (FEB 2021-present)
· Working as a team to get the orders done.
· Maintaining health and safety and food hygiene standards.
· Making sure the line does not stop for too long and runs smooth and efficiently.
· Working in a fast pace and long shifts.
Waiter, Duchess of Delhi (OCT 2018-MAY 2019)
· Working in a fast-paced environment as a team. Having polite and warm interaction with the customers.
· Making sure every customer is attended to.
· Cleaning and maintaining health and safety precautions and ensuring food hygiene.
Volunteering
Co-leading Member, Green Volunteers (2015-present)
· Participating in volunteer works, cleaning park and public places. Feeding and providing funds for the homeless people.
· Making charity events successful while changing people’s view of society and environment.
· Engaging with diverse group of people.



Reflection of putting together my CV and Cover letter
For the purpose of this reflection, I will be using Gibbs (1988).
Description
The assignment for Professional Career Development that was due on 9th of July required a CV, Cover letter and a reflection. I already had my old CV and cover letter, but as suggested by the lecturer I tailored my CV and cover letter to match a new position I am applying for. I planned to finish my CV and cover letter earlier, but my work and plans delayed me. I finally got to finish writing my CV and cover letter, but I had to work twice as hard.
Feelings
I thought that the assignment was straightforward and not too complicated. As I have already written many CVs and cover letters before, I knew how to go about it and felt quite confident about this assignment. When my work and planning got mixed up and the assignment kept getting delay, I got frustrated and stressed. I felt really agitated as I was writing my CV and cover letter later. Upon the completion of my CV and cover letter I felt relaxed and calm.
Evaluation
The good thing about this whole situation was that the assignment was familiar and what I have written many times before. The fact that I could not plan my time very well and got held back was my own shortcoming. Then I had to work twice as hard which could have been avoided if I had planned better.
Analysis
I think as the assignment was familiar and straightforward, I became slightly laid back, leading to delay of assignment completion. Although I thought it was easy, I had to work twice as hard to finish the assignment, this shows poor time management and planning, which made more stressed and frustrated about the whole assignment. Managing time wisely reduces stress and anxiety (Misra and McKean, 2000). People who manage their time wisely have shown signs of higher performance in their studies and day to day life (Kearns and Gardiner, 2007). Due to the lack of my planning and time management the assignment got delayed and it became stressful for me.
Conclusion
From this experience I learnt that even if the task at hand is familiar or easy, I should still be cautious and devise a plan before hand and execute it without any delay. I also learnt that managing my time and planning of time can make me less stressed and frustrated, this applies in all cases either it be major or minor. 
Action plan
From now on I will work in developing my planning and time managing skills. I will start by making notes of all the things and tasks in my daily life and find out the durations when I am free each day and spend that time with my studies and assignments. I will steadily train myself to be more capable of managing my time and plan it better. Which will in turn help me increase my performance and make me less stressed while doing any assignments.  
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