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Mrs. Nicole Watkins
Ultrawave
Eastgate Business Park
Cardiff CF3 2EY  

Dear Nicole Watkins,
I am writing to express my interest in your posted opening for a new Materials Controller/Stores person. As an ambitious professional with time management experience, I believe that I would make an excellent addition to your team. My 4 months’ work experience as purchasing, and QA assistant manager has allowed me to develop my Communication, documentation, and reporting abilities. I am eager for the opportunity to learn from and contribute to your team by applying my problem-solving, organizational, and critical thinking skills. My focus, as an aspiring professional, is to utilize my skills in analytical writing, making a positive impact on the overall organization. I enjoy compiling, organizing, and analyzing data, working in groups, and contributing to project strategies. I believe these skills will be valuable in Materials Controller/stores person role, am looking to apply my skills and abilities to a challenging, growth-oriented position with a leading company like Ultrawave.
For more information on my background and qualifications, please review the enclosed CV. I am eager to talk to you about this opportunity and thoroughly appreciate your consideration.
Sincerely,

Katarzyna Raza




Enclosure 



Katarzyna Raza
Address: 62 The Boulevard, The Mill, Canton CF11 8FW Cardiff
Email: Katarzyna.raza@outlook.com| Mobile: +44 07309040546
PERSONAL PROFILE

Enthusiastic with can-do attitude person, eager to contribute to team success through hard work, attention to details and excellent organizational skills. Motivated to learn, grow, and excel in Ultrawave Ultrasonic Cleaning Industry. Enjoy communicating with people from all ages and backgrounds to develop good working and customer relationships. Willing to undertake any further training necessary in order to secure employment and will always complete any work task given to the best of its ability. Able to adapt well to changes in the workplace and flexible in considering a variety of employment opportunities where my skills and experiences can be developed further. 

KEY Skills 
· Diploma of Internal Auditor ISO13485
· UAT system testing, labour sheet, performance sheet
· LLOP, T20 and PPT license
· Full UK Driving license
· Software -Microsoft Office (PowerPoint, Word, Excel, and Outlook), exchequer,
· Manual Handling regulations (1992) Certificate
· CQC Care Certificate in Health Education -skills for care and skills for Health.15 standards
· Languages-fluent in English, Polish-Native, 
· First Aid Certificate
· Extensive experience in Management and coaching. 
EMPLOYMENT HISTORY
03/2018 –ongoing 
Minerva Hearing
Production Operative, Purchasing and QA Manager Assistant:

· Interpreted analytical data, converting to technical documentation for use in training manuals and standard operating procedures.
· Mastered standard operating procedures through hands-on application to daily testing and analysis.
· Operated computers and applicable software, including Microsoft Office, 3D Designer, Cyfex, Exchequer, QA, and maintenance tracking software.
· Oversaw inventory and product stock to develop and maintain inventory controls resulting in cost savings and reduced overages.
· Maintained consistent email communication with stores and suppliers to confirm and track orders and verify price revisions on purchase orders.
· Maintained complete documentation and records of all purchasing activities.
· Completed inspection reports, describing performance outcomes, and carefully documenting irregularities or variances from expected outcomes.
· Working in various areas of the production process including scanning impressions, 3D designing earmolds, cleaning printers and unloading printers, plaster and gel casting, raw material processing, grinding, shaping, and finishing, polishing, drilling, tubing, bending tubes, checking and packing.
· Assisted QA Manager in Internal Audits using regulations of ISO13485, performing safety Critical inspections, Implemented Non-Conformances and highlighted corrective actions.

03/2016 - 02/2018
 The Good Care Group
Professional Carer 

· Providing personal care and caring for clients with Dementia.
· Administering medications and completing Safe Moving and Handling First Aid, Food Hygiene, Health and Safety and Infection Control training.
· Offered support for client mental and emotional needs to enhance physical outcomes and overall happiness.
· Scheduled and accompanied clients to medical appointments.
· Documented residents' behaviour in terms of mental status, sleeping and eating patterns in medical record books.
· Cooked tasty, nourishing meals for patients to promote better nutrition.
· Assisted patients with dressing, grooming, and feeding needs, helping to overcome and adapt to mobility restrictions.

05/2013 - 05/2015 
DHL House of Fraser
Warehouse Team Leader
· Checking accuracy of documentation and physical stock received into goods put away area or directly into pick/bulk location.
· Recording of stock received on delivery note and informing Stock Control of any stock discrepancies and damages immediately. 
· Checking orders, sending, and receiving mails, dealing with problem stock, coaching people of all departments
· Distribute and manage the priority of all orders and ensure an accurate record of all pick lists issued to Warehouse operatives are kept.
· Ensuring that orders marked urgent, collection or date sensitive are priority accordingly. Monitor staffing productivity levels within the Warehouse.
· Re-deploying staff into areas which require additional help and support.
· Ensuring that all orders are received, allocated, picked, and dispatched correctly ensuring all problems are resolved quickly and effectively.
· Achieved monthly/quarterly revenue targets.
11/2010 - 05/2013
DHL House of Fraser  
Coach
· Perform on job training for new and current teammates.
· Updating individual training in facility database
· Implementing new product training based on work instructions.
· Provide feedback to technical document writers on work instructions and training process.
· Proficient in multiple processes with the ability to train on the process.
· Performing work safely and in accordance with company and customer standards and safety regulations

EDUCATION AND QUALIFICATIONS

03/2021-ongoing                      University of Wales Trinity Saint David in Cardiff -Business Management 
10/2017-03/2018                    Grey Matter Learning Health Education- Care Certificate 
09/2003 – 06/2006                 Comprehensive School for- Adult Matriculation Certificate
09/1997-04/2000                    Vocational School of Tailoring - Technical Certificate

PERSONAL INTERESTS
Love travelling -Visit other countries, learn about its history, and culture and traditions, trying local food and cook them at home.  Reading books- diaries of Successful people, business development books, adventures.
REFERENCES ON REQUEST
Creating CV and Cover Letter -Reflection 

For this reflection, I will be using Gibbs (1988).

As part of my University Assignment for Professional Career Development Module was to create CV and Cover letter. We have been asked cover letter to be on ¾ of the page and CV must have no more than two pages.
I have written my CV before; however, I did not have any experience in writing cover letter, and after reading examples of CV from one of my lectures I realized, that mu previous resume is done very badly and should not been seen by any employer. I had to re-write and do this properly this time.
I did some research and carefully read all tips and advice on how to write cover letter to make sure Employer will be interested in working with me. 
From the beginning I was very confident in myself and thought, that this will be easy task to do, as I know my skills, and education, and work experience. However, after seeing professional made cover letters and “curriculum vitae”, I was not that confident and panicked as I realized how little I know. 

The things that were good and worked well, was the fact that I was able to find very valuable resources and learn how to write cover letter and CV. The fact, that we have whole lecture focused on this topic and I was able to take a note, watch power point and read some examples of professional cover letters, it gives me ideas on how structure and what to put/or delete from my CV.
 The things that clearly did not work was that I assumed I will write CV in the same way as before, and therefore my time management fail.
I realized, that writing cover latter and CV professionally is not easy as I previously though, and that I know nothing about, so I started to do some research, want thru some literature and online articles. 

Leigh (2013) in book “How to Write: Successful CVs and Job Applications” states, that CV will be read in 60 second by most employers so it must tell the most important skills from the beginning, and that when writing CV, we must highlight essential information and lists responsibilities (2013, p69)
Tomaszewski (2021) in his article about “how to write a cover letter for a job in 2021-is showing 12 examples of cover letters which are very helpful, and they make me understand what is a purpose of cover letter and why is important.
I have learned that professional made CV and Cover letter is the most important key to my Career Development and will help me reach employers I am looking for and find the job in which I will feel comfortable and fulfilled. 
In the future I will make sure, that I will make research about Company I am applying to, what are the key skills and responsibilities in job application and re-write my CV and Cover letter specifically to the job I will apply for, always highlight key skills and achievements in the first page.



Gibbs G (1988). Learning by Doing: A guide to teaching and learning methods. Further Education Unit. Oxford Polytechnic: Oxford
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