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EXPERIENCE
    I have 2 years experience in the hospitality field as a waitress. I worked side by side with different life stories and speakers of other languages. This has helped me a lot in perceiving things in my environment that are good and unfulfilling at work, how to behave with people from different cultures and to learn to respect everyone equally. I was chosen as a supervisor for calm behaviour and critical thinking. I managed to handle various trainings for others in which I put a lot of effort and they were successful in the restaurant. 
   Also, I was given many responsibilities such as monitoring the products in stock in the bar section, labelling the products with expiration dates, receiving the deliveries, keeping track of the goods, the products and their listing.

TRAINING
   During my jobs and activities I have had many trainings. These trainings were conducted for the purpose of the companies where I worked either to cope better with the tasks that I had to do or they wanted to teach me things that I may have no idea about. Here, I refer to the work in restaurant and the trainings that are done at the beginning in all areas. I learned things like: how to make a designer coffee or other drinks from the menu, how to serve costumers, how to approach them in situations where the costumer is really right, the importance of the consumption compared to daily income, how to sell good food and expensive, how to deal with a day when I have a large flow of costumers. 
   I believe that learning these things has helped me to be confident in my own strengths and cope and put in practice in our own business.
EDUCATION
University of Wales Trinity Saint David, London – present;
New Ham College, English course – 2017- 2019;
Bachelor Degree in Social Work, State University of Moldova, 2011 – 2015.
	
                                                      OPERATIONAL PLAN


	
Supplier 1


	O
 Organisation: Apollo Janitorial Supplies Ltd

	
Relationship status: 


	
   Apollo Janitorial Supplies LTD is a limited company in London that service over 900 clients and stock 2000+ products. They have been successfully supplying quality of products for over 30 years and are the only independent Janitorial Supplies Company in the UK.
	
· Relational

· No contract(in progress);
· Contact under negation;









	Service provided:
	Key terms of the relationship:

	
· Offers help and advice on product and services;
· Despatching the products easily and on time;
· Machine repairs;
· Free emergency delivery direct to the store room.

	
· Pricing;
· Settlement;
· Deliveries;
· Returned goods;
· Special order items;
· Confidentiality.

	
Supplier 2


	Organisation: Design and Alter

	Relationship status: 


	
  Design and Alter is a studio with over 25 years old of experience in tailoring and alteration. It is very popular in town and they are having diverse clientele.
	· Collaborative 

· No commitment;
· Project-based arrangement;




	Service provided:
	Key terms of the relationship:

	

· Provides best fit of uniforms;
· Offers comfort and higher quality of textile;
· Gives advice on choosing the right texture and accomplish the client’s needs;
· Takes the measurements and create the outfits exactly as the client wants. 

	
· Pricing;
· Confidentiality;

· Rejection of the goods;

· Cancelation.


	We currently employing staff:

Full time: 10                           Part time: 5


	The key staff roles within our business (job title, responsibilities, key skills):

	   
   In our initial start-up business cleaning we will choose to work in cleaning on our own, to keep the costs down and because we’re putting efforts to take off our business before hiring employees.

1. Pavel - Alexandru Tarnoveanu -> General Director of the Company;
                                                       IT Manager;

  As an IT Manager he will be responsible and accountable for the smooth running of our computer systems within the limits of requirements, specifications, costs and timelines. He will supervise the implementation and maintenance of our company’s computing needs.
In promoting the success of the company, Pavel as director must have regard to the interests of the company’s employees and the desirability of the company maintaining a reputation for high standard business conduct.
  Skills that make him to be good in candidacy of General Director and IT Manager:
· He is having excellent organisational skills, analytical and problem solving skills;
· Strong leadership and decision making skills;
· Good prioritisation skills and flexible enough to adapt plans;
· Great IT skills combined with a good head for business;
· Ability to understand and explain complex systems in simple terms; 


2. Nicoleta Ciobanu -> Marketing Manager;
                             Costumer Service Representative;

Her Responsibilities as Marketing Manager:
· Developing strategies that maximizes profits and market share;
· Identifying new customers;
· Supporting business and lead generation efforts;
· Creating promotions and adverts.

As Customer Service Representative she will have responsibilities such as:
· Provide appropriate and accurate information to incoming customer order status;
· To  ensure the costumer is satisfied with the service;
· Manage and prioritize multiple concerns at the same time;
· She must have positive attitude, when faced with misplaced criticism or frustration;
· She needs to move on from both success and failure.

Skills that make Nicoleta to be a good Marketing Manager and Costumer Service Representative:
· Written communication skills and excellent English;
· Knowledge in documentation and computer skills;
· Ability to create and develop product and pricing strategies, balancing firm objectives;
· Skills to create, manage and coordinate marketing activities and policies to promote products;
· A initiative person with a positive attitude to everyone;
· With ability to understand customer needs and desire;
· Resolving conflict and work under pressure;
· People oriented and attention to detail;
· Ability to analyse, observe, monitors and problem solving;
· Good organizational and planning skills.




3. Daniela Vidrascu -> Accountant;
                                  Financial Manager;

Financial Manager, Accountant responsibilities:
· Maintain cash flow by reviewing banking activity and reconciling monthly reports; 
· Develop and interpret databases and financial models; 
· Establish, monitor and achieve company financial goals; 
· Manage company budget to maximise revenue and identify potential areas of cost savings;
· Promote continual process improvements in specified budget areas; 
· Implement report production, productivity and quality standards presenting data to director, investors, etc.;
· Maintaining accurate financial records.
 Skills that Daniela can be a good Accountant and fantastic Financial Manager:
· Communication and business skills;
· Analytical, leadership skills;
· Interpersonal skills;
· Knowledge in this given field;

4. Andreea Lenuta Rusu -> Supervisor;
                                                 Recruitment Manager; 

As a Cleaning Supervisor  and Recruitment Manager she will be responsible for:
· The supervision of all cleaning staff focussing on their performance in terms of standards of cleanliness and their behaviour whilst on duty;
· Ensuring that a first class cleaning service is delivered to all areas of the buildings;
· Reviewing work schedules;
· Monitoring of all cleaning activities;
· Ensuring all staff are aware of the Health and Safety policies and procedures;
· Recruit, motivate and train (induction and on-going) employees.

Skills that make Andreea cope with these positions:
· She has excellent leadership skills;
· The ability to communicate  effectively with the staff and clients;
· Ability to lead and motivate a team;
· Has a client-focused approach and observes principles of good customer service delivery;
· Good listener and excellent understanding of recruitment processes;
· Critical thinking and problem-solving;
· Data analysis.

5. Natalia Pinzaru ->  Operational Manager;
                                    Inventory Control Manager;

 My responsibilities are:
· To ensure all operations are carried on in an appropriate, cost-effective way;
· Purchase materials, plan inventory and oversee warehouse efficiency;
· Formulate strategic and operational objectives, create purchase plan; ensuring the availability of stocks when needed;
· Ensure available stocks match customer needs;
· aintain daily invoices and shipment records to ascertain the state of all stocks; 
· Prepare inventory documentation;
· Improve operational management systems, processes and best practices.

Skills that make  me capable for these positions:
· I’m organised and I have effective leadership skills; 
· Good communication skills;
· Excellent logistical, critical thinking skills;
· Computer skills, large knowledge in Excel;
· Problem solving skills;
· Ability to work under pressure and understand business needs.




	We intend to employ staff within next 12-months:
Full time: 10                               Part time: 5

	The key responsibilities and skills we are going to give to the new staff:

	  Finding suitable workers is often a fairly easy task, as cleaning is a job that all types of people can do. At the our beginning we might don’t need to check whether people have the right qualifications or experience, as long as the employees are hardworking, full of energy and trustworthy then they’re good to go. But in the future we want to train our staff or to consider about their personality.
Cleaning skills and qualifications that we will mind to consider :
  Knowledge and experience in cleaning and sanitising rooms to varying levels to meet requirements, willingness to learn new cleaning methods and how to use various pieces of equipment, ability to adapt to different situations and change work processes to accommodate customer needs, ability to take criticism, listening skills - to make sure that they are meeting the needs of their clients for cleanliness and sanitation standards, good customer service skills, reliability, organisational skills, integrity and honesty, high energy levels. 
Being able to handle cleaning chemicals safely and cleaners must be able to multitask and stick to their  while also responding to incidents as they occur throughout the day. Other essential cleaner skills will include:
· Communication;
· Interpersonal skills;
· Proactivity;
· The ability to work independently with minimal supervision;
· The ability to follow health and safety standards.
Cleaner’s  Job Duties:
· Dusting and polishing furniture and fixtures;
· Cleaning and sanitising toilets, showers/bathtubs, countertops, and sinks;
· Maintaining a clean and sanitary kitchen area;
· Making beds and changing linens;
· Washing windows;
· Vacuuming and cleaning carpets and rugs;
· Sweeping/vacuuming, polishing, and mopping floors;
· Sorting, washing, loading, and unloading laundry;
· Ironing clothing items;

· Using any cleaning equipment such as vacuums, mops, and other cleaning tools;
· Keeping bathrooms stocked with clean linens, toiletries, and other supplies;
· Cleaning mirrors and other glass surfaces;
· Emptying trash receptacles and disposing of waste;
· Steaming and cleaning draperies;
· Washing blinds;
· Tidying up the rooms.

	 Our business will operate in:
· In the clients’ houses;
· In a small office;         

	Laws and regulations we have considered for our business: 

	To back up the safety culture that’s at the heart of everything our industry does, there’s a  list of regulations to assure our employees’s  safety at every minute spent at workplace. Below, I will mention list of legislation relevant to cleaning product manufacturers. We are going to be responsible for ensuring compliance with all relevant legislation. 
To be seen the ‘Detergent Regulations’  on European Chemicals Agency and Health & Safety Executive.
The Health and Safety at Work etc Act 1974 which is available at legislation.gov.uk.
For further information about Health and Safety in Cleaning Industry visit https://www.hse.gov.uk/cleaning/.
This site provides occupational health and safety advice for people working in this industry.
It provides information to employers on how to comply with health and safety law.

Also to be seen ‘Health and Safety Executive (2006)’ Manual cleaning and disinfecting surfaces, ‘Health and Safety Executive (1988)’ The Control of Substances Hazardous to Health Regulations.


	Insurance we intend to put in place for our business:

	   
   Business Insurance can cover us against losses if things go wrong in the course of our business activities.
Employer’s Liability (EL) Insurance, under the Employers’ Liability Act 1969 (see https://www.gov.uk/employers-liability-insurance, for more information). This is a legal requirement if we have even one employee. It will protects us against the cost of compensation claims if one of our staff gets injured or ill through working in our company. 
Employers’ Liability Insurance covers:
· Full-time and part-time employees;
· Self-employed contractors we hire;
· Temporary staff, apprentices and volunteers;
· People taking part in work experience or training schemes.
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