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26 JUN 2021 


MR EDWARD JONES 
CELTIC MANOR 
CHEPSTOW RD NP18 1HQ
CELTIC_MANOR@YAHOO.COM

RE: Operation Manager 


Dear Mr Edward Jones, 

I am an individual with a creative mind and an analytical approach. I thrive in a environment where forward thinking, developing solutions and business proposals are encouraged. I am a highly skilled individual with a strong character who has hands-on approach. I can deal with the pressures of day-to-day operational issues. I have the ability that takes to organise, inspire and lead a team.

I will deliver an outstanding service, in a environment where guests have high expectations. I have a talent for building, developing and leading teams and departments of all sizes. I am very good with developing operations strategies, planning and handling change. I am very innovative, diplomatic and a very good problem solving.

My CV will provide you with additional information regarding my skills and background. I am confident that my skills and expertise will allow me to make an immediate impact as a leader in your organization. I look forward to the opportunity to meet with you in person to discuss the value I offer.


Thank you for your time and consideration.

Sincerely, 


Ana – Maria Voda 











Ana – Maria Voda   | email:  anam98323@gmail.com   | contact number : 07468 229778  

203A Corporation Road 
NP19 0EB Newport 
South Wales 



Hard working and competent assistant manager with one year six months of experience. Responsible for employees during day-to-day tasks, providing customers with support in escalated situations.I think I am a potential employee that has the skills that could help to give the best service to benefit the company.

EDUCATION 

Lliswerry High School                                  Sep 2014 – May 2019
English 
Maths 
Science 
Busines 

EXPERIENCE 

Papa John’s                                                   Sep 2018 – April 2019
Assistant manager 

Established and maintained an effective working relationship with costumers
Schedule and coordinate meetings
Conduct employee performance reviews 
Address employee and customer concerns 

Clearance Place Quay Apartments        Oct 2019 – March 2020
Front Desk Employee 
Customer service, greeting guests, collecting payments taking phone calls making check ins.



SKILLS 

Computer skills                                  Teamwork 
Active listening                                   Negotiation and persuasion 
Customer service                               Resilience 
Leadership                                           Emotional intelligence 
Interpersonal skills                             Digital competency 




REFLECTION 


Writing my cover page it was a process of beginning with considering a job I would like to apply for within a specific organisation. My application was based on a job I’d like to apply for. Operating Manager it’s a job that took me some confidence to apply for. Considering this job is probably out of my comfort zone and not something I’d go for. I chose a job that it’s challenging to get considering the lack of professional education. I gave it a try because I am very resilient and I believe I could get the job if I work hard for it. 

My cover letter includes my main skills. I have included my strengths what I’m good at and some of my achievements. I started of my cover page trying to get the reader’s attention.I’ve wrote about what I could accomplish in the company . I’ve wrote about what I can offer. My main intention was to write about everything that would advance me getting the job. 

My CV contains only the appropriate skills needed for the job application.I have included a brief summary talking about my strengths and skills.I have included the two jobs that were appropriate as my previous experience because It would be irrelevant to add other jobs I had that have nothing to do with the job  application. The CV was a process of putting things that are appropriate and that I could benefit from . I added everything that I think was needed to make a good cover page and CV . 






































