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Profile
I am looking to take the next step in my career where I can build a long and valuable future. I have experienced work in many different environments which have helped shaped my skills and personal attributes. I would like to consider myself as an intellectual individual with great personable and sales skills.
From my experiences, I have learnt that I have a competitive, tenacious nature and thrive on challenges. I am a logical thinker and take pride in carrying responsibility within my roles.
My areas of strength are my communicational and rapport building skills. I have strong sales skills which I have developed and refined over time. I would also consider myself very resourceful, a quick learner and believe I produce some of my greatest work under pressure.

New-Law solicitors December 20- July 21 
Para-legal 
Whilst working here I was dealing with personal injury claims whether it was a accident at work, whilst driving, a trip or fall or any sort of injury was involved also any loss of earnings. On a daily basis I was dealing with taking the firsthand information of what happen and filling a claims notification form which would give the dealing solicitors all the relevant information needed from start to finish of any accident and then pass it on to our claims handlers who would look into making a claim. There were targets we worked to achieve and provided excellent customer service as some situations were overly sensitive.

SSE – February ’19 – December 20
Sales & Retention Advisor
I was within a strong sales/KPI orientated role where daily targets are important to achieve whilst maintaining efficient and friendly customer service. Product and service knowledge is the key foundation when communicating with customers who vary from young working professionals to the elderly. I have developed completely new knowledge within the energy sector and have the ability to apply and share relevant information to customers and their accounts.

First Source Sky – August ’17 - January ‘19
Outbound Sales
Within this workplace, I originally started in inbound sales which then developed into an outbound sales role. Throughout my day, I was required to hit daily and weekly KPI’s which included sales figures and managing my own productivity. Within my role, I made outgoing calls for both cold and warm sales which meant that I would have to utilize many other skills such as profiling customers, objection handling, building quick rapport and regularly upselling other products all whilst being compliant and following strict regulation guidelines. It was important to remain professional and deliver the best customer service in pressured time frames.

J. K. Food Stores – January ’08 – June ‘17
Business Owner
I owned and managed my own local grocery/mini market where I stocked both fresh and non-fresh produce. I had a small team within the store which I managed day to day. It is difficult to summarize the extent of my role as it was not only during store hours, I worked but also within my own time. My typical day included tasks such as product rotation, stock take, managing deliveries for wholesale purchases, dealing with
 Employment, finances of the store and complying with strict health regulations among many other tasks.

One Stop Ltd January ’10 – June’17
Partner
Here I was a partner within my brother’s business which specialized in auto repairs, tyres, MOT and was also a servicing station. Although I did not work there day to day, I was involved with decision making for the business and made aware of specific changes or business needs. As a result of my involvement, I have a moderate understanding of the mechanics of a car and have even learnt basic trade skills for my own personal gains.

Qualifications
Fitzalan High School 2004
A-Level - Business Studies Management 8 GCSE’s – including Maths and English.
 Computer literate and competent with various software programs 
 Fluent in 3 other languages
     









Cover letter 

I write to express my interest regarding the Area Manager job role, and I would be extremely grateful for my application to be considered for a further interview.
Since leaving high school, I have had the opportunity to work in various workplaces and have built up strong work ethics and many transferable skills. I have had both practical and desk-based jobs where I have learnt to think both on my feet and take a calm collected approach to different types of challenges. I work well under pressure and enjoy having job satisfaction where I know I have completed tasks to their fullest. I am confident with my communication and rapport building skills which helps with both customers and staff members, especially when working within a team. These are skills I would look to continue to use if I were to be successful in my application for this role.
Not only do I believe that I have strong skills developed from previous workplaces, but I feel that I also have the right personal attributes for this job role as Area Manager.
I enjoy being practical and have a logical mindset. From a young age, I have always had an inquisitive nature and enjoyed problem solving. Whether it was dealing with suppliers and placing orders or solving a customer’s problem. I value the importance of manners and being polite which includes punctuality and keeping good faith. I believe that small gestures like this builds good character and strong relationships which is key between an employer and a company.
I strongly believe this job as Area Manager would suit me as iv got plenty of previous experience running and managing my own store also a very strong sales and kpi target based background. Iv ran and managed a store, dealt with consumers face to face and over the phone, and have exceeded expectations in every job iv previously had. At this time, I am also full time studying a level 4 course in university of wales trinity st David which will give me a degree in leadership and management by the end of 4 years. Furthermore, its actively helping me develop my skills in the workplace and also with the academic side of creating reports, presentations, helping me develop my skills to be more productive and build stronger employability skills overall. 
I strongly believe that this Area Manager would be the right path for me and hope that I have been able to express my genuine interest within my application.









Reflection
The purpose of writing a cover letter and a job of my choice was to display how employable I am and what kind of skills I got that would match the role I’m applying for this cover letter would give a detailed introduction in to my career so far.
The experience of writing updating my cv and writing a cover letter was exciting as I know this a step closer to what I would like to achieve. Also, whilst I’ve been studying and learning various things, iv realised my writing skills and my grammar have improved and I feel more structured with my thoughts and also my career goals. Even though the feeling was amazing I still felt I needed a little more academic experience or just need developing my skills in order to actually mentally and physically being able to apply for the job role I want as. I know my career goals are going to be incredibly challenging and in order to stand out il need to be demonstrate I’m more employable. I know the further my studies go the more I will gel into the role and be able to show my abilities more academically. Action plan on what I would do differently might just be perfecting and developing my skills and perfecting my assignments given on all modules of this course as its all relevant to achieve my career goals. As I have a lot of past experiences in various environments I still strongly believe to actually apply or become a manager or even a entrepreneur I need to develop my soft skills a lot more as I struggle with technology, report making, or even just writing academically but I realised it’s a lot better then what it was prior to started my studies.


