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Student Name:
Student ID:

JOB DESCRIPTION

Job Title: Retail Supervisor 
Reports to: Store Manager
Location: Asda Swansea Superstore
Upper Fforest Way, Llansamlet, Swansea SA6 8PS
Contact details: asda@swansea.spstore.co.uk
Phone no: 07755446699

Job Purpose
As a Retail Supervisor at ASDA, you will play a key role in delivering a top-quality shopping experience to customers. Your daily responsibilities will include assisting the Store Manager and Department Managers in ensuring the day-to-day operation of the business, supervising a team of approximately 65 colleagues, and upholding our core values, which focus on customer satisfaction, respect, and high standards, throughout the store.
Key Responsibilities
· Assist the Store Manager in enhancing store performance and achieving sales and customer service objectives.
· Encouraging coworkers from different departments to foster a positive and collaborative work atmosphere.
· Ensure the store floor is consistently safe and tidy, while maintaining a well-stocked and visually pleasing appearance that aligns with ASDA's merchandising criteria.
· Ensure that work schedules are well-structured and tracked to ensure staff are available during peak business hours.



COVER LETTER
Rumi Begum
24 Bryn Road
Swansea, SA2 0AP
Email: rumibegum93@gmail.com
Phone: 07412 345678
02 July 2025

Hiring Manager
Asda Swansea Superstore
Upper Fforest Way, Llansamlet, Swansea SA6-8PS
Contact details: asda@swansea.spstore.co.uk
Phone no: 07755446699

Dear Hiring Manager,
I am applying to take up the role of the supervisor at Asda Swansea store because I am interested in the position. Having had a great experience related to running retail stores and managing a team and based on my belief in delivering high-quality customer service, I am not afraid that I can apply it to the best of my abilities in your team.
In the last couple of years, I have acquired useful experience working with customers and acquired skills in relation to the supervision of staff, stock control, and problem-solving. I am a fast-paced person, and to me, leading by example is a source of pride. 
I like the fact that Asda is renowned to be an operationally excellent company with a habit of developing its employees. I also like that the company has an organised training programme and focuses on its performances, and this combination is exactly what I need, as I want to develop in a dynamic retail environment. 
I would like to thank you for looking through my application. I look forward to the possibility of continuing the discussion on how I can help Asda in its further success in Swansea. I can be interviewed whenever it suits you, and I will be glad to meet you soon.
Warm regards,
Rumi Begum 
CV
RUMI BEGUM
24 Bryn Road, Swansea, SA2 0AP
Phone: 07412 345678 | Email: rumibegum93@gmail.com

PROFILE
Customer-driven and motivated retail professional having an experience of 3 years working in the retailing business. Demonstrated skills in team management, stock control and exceptional customer care. Enthusiastic about building teams to attain performance objectives and focus upon making the shopping experience a positive one.
KEY SKILLS
· Retail Supervision
· Customer Service Excellence
· Team Leadership & Motivation
· Cash Handling & POS Systems
· Stock Control & Merchandising
· Health & Safety Compliance
· Time Management
· Conflict Resolution
PROFESSIONAL EXPERIENCE
Retail Assistant – Tesco Express, Swansea
Jan 2021 – Present
· Supervised evening shifts, managing a team of 4+ staff members.
· Assisted in training new staff and implementing stock rotation systems.
· Delivered outstanding customer service and handled complaints effectively.

Sales Associate – Primark, Swansea
Aug 2019 – Dec 2020
· Supported the floor manager with merchandising and daily operations.
· Helped increase department sales through upselling and visual displays.
· Managed stock levels and performed regular inventory checks.
 
EDUCATION
BTEC Level 3 in Business Studies
Gower College Swansea – Completed: 2019
 
ADDITIONAL INFORMATION
· Flexible with early morning, evening, and weekend shifts
· Fluent in English and Bengali
· Basic First Aid certified
· Eligible to work in the UK
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