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Kestutis Galdikas
Address: 28 Geneva House, Penstone Court, Cardiff, CF10 5NL
Email: kieshas1021@gmail.com | Phone number: 07446144246

PERSONAL STATEMENT:
I am a hard-working and self-motivated person who is always looking to reach and help others to reach their potential. I am good at working in a team or on my own. Have a good communication and interpersonal skills. I believe that a good and positive working environment is a key to success.  Always focused on a target and like to pay attention to the details. Have a good time management and organisational skills. 

RELEVANT SKILLS:
Business awareness – Current employment gave me clear understanding about the business relationship with the end user - customer and how to maintain that relationship that both sides would be satisfied. 
Digital literacy – Good IT skills, experienced using Microsoft Word, Excel, Zoom, and google tools, such as Calendar, Sheets, Docs, Meet etc.
Problem solving – Having experience dealing with different customers and their issues I have gained ability to listen, think creatively, break down the problems into smaller parts, and come up with an effective solution to those problems.
Customer service – Facing customer every day and dealing with them over the phone I have gained a lot of experience how to build the relationship and meet their expectations. I understand the importance of a good communication with a range of different people through multiple mediums (written, spoken etc.).
Teamwork – My previous work experience involved working in the team and leading the team. Coaching and supporting other colleagues, sharing my knowledge, and challenging existing process together to help the business to success. 
Communication – Capable of communicating with colleagues internally and externally via emails and phone calls. Expressing my ideas clearly and explaining the situation.
Leadership – In my current role as a team leader, I have experience in leading the team, motivating the staff, and finding the solution for any possible problem.


EMPLOYMENT HYSTORY
07/2018 – Present
Team Leader, Europcar
· Supervise and develop staff to efficient and cost-effective operation of a station.
· Ensure a high quality of customer service.
· Achieve personal and location business development targets. 
· Promote and sell Company’s products and services, achieve, and exceed personally agreed targets.
· Monitor and develop staff sales performance to achieve and exceed Station targets.
· Ensure that staff are fully trained and understand and adhere to the company operating procedures.
· Organise and co-ordinate staff to minimise costs and maximise efficiency.
· To liaise with the station manager and other locations to achieve the necessary fleet levels to maximise business performance.
· To ensure all station administration is completed accurately according to company’s operating procedures.
· To maintain high level of security regarding cash, vehicles, premises, and confidential information.

09/2017-07/2018
Fleet Co-Ordinator, Europcar
· To ensure all vehicles are maintained to a high standard and co-ordinate fleet movements to maximise utilization and profitability.
· To organise the delivery and collection of vehicles to maximise service standards and minimise costs. 
· To ensure the accurate completion of all vehicle documentation such as that relating to vehicle movements, damage, new vehicles, and sale vehicles according to the operating procedures.
· Organise repairs and warranty work to vehicles where necessary.
· Liaise with local suppliers at regular intervals to progress all vehicles in for repair.
· To ensure the security of vehicles, staff, customers and premises and completion of end of day fleet checks.





05/2013-07/2018
Rental sales agent, Europcar
· To provide a high-quality rental service to meet customers’ requirements and sell the company’s services and products to achieve targets.
· To provide a high level of customer service in all contact situations.
· Handle all telephone enquires in a polite and helpful manner.

07/2010-05/2013
Service agent, Europcar
· To prepare the company’s vehicles to a high standard, identify any fleet maintenance and damage issues, and offer a quality service to customers.
· To deliver and collect vehicles to customers specified requirements and inform customers of all relevant information regarding vehicle handover and termination.

EDUCATION
01/2021 - Present 
University of Wales Trinity Saint David
Certificate of Higher education in Skills for the Workplace
2007 – 2010
VLVK College, Klaipeda, Lithuania
Building and construction business management full time bachelor’s degree

PERSONAL INTEREST
Sports, Travel







COVER LETTER
I am a person with the wide experience in a car hire business. I am writing to apply for a branch manager position. I have almost 10 years of experience in this industry, and I am sure that with my knowledge I would be great addition to your company.
For the last ten years I was working for car hire company. I have started as a valeter and climbed up the ladders to a team leader position where I am now. I have gone through every available position in the company by cleaning cars, delivering vehicles to the customer and servicing customers at the counter. During all this time I gain a lot of experience and knowledge about all the basics. I know all the safety regulations relating to vehicle preparation and chemicals used to prepare the cars. I have experience of checking cars for damage and doing vehicle daily audits. Also, I have experience in arranging workshop, servicing, and body repairs.  Was working as a driver and have a good understanding how the delivery and collection service works. Have a good knowledge of Cardiff city map and area postcodes. Have experience in organising fleet, allocating vehicles for deliveries, and assigning jobs for the drivers. Managed to deal with stressful situations when company was short with cars or delivery drivers. During my work experience I was also working at the counter where I had to provide high customer service and produce sales for the company at very high expectation. Worked at downtown and Airport, so I can manage to serve high demand of customer at the short time. I was always able to hit the sales targets and had very high net promoter score from the customers. Working as a team leader I have learned how to set the goals for other rental agents and how to motivate them. Have experience in organising team meetings and conference calls.  I do understand the importance of rental revenue to the business. I know how to manage staff costs and how to utilize the fleet to reduce the unnecessary costs. 
I truly believe that I am a suitable person to fill the position of a branch manager due to my experience and skill set developed within last ten years working in this industry. At the same time, I am looking forward to sharing my experience and face new challenges to grow and develop a successful career within your company. 











Reflection of my experience of writing CV and cover letter

Description
My second task for Professional Career Development module was to write a CV and cover letter. I had to consider a job that I would like to apply for. As I am working in the car hire industry for last ten years, and have gained experience and knowledge about this business, I have decided to apply for a manager position at car hire company. This is what I was aiming for since I started to work in this business. And it can not be a better time to combine my experience at work and everything I learned during the lectures to write a good CV and cover letter, that I could use in the future.

Feelings
Before I started, I had to analyse myself. It was challenging for me to describe my strengths and write my skills that would be relevant for the position that I am applying. As I have been working in the same company for the last ten years, I did not have to write my CV for a very long time. In my mind I was going through all those years and thinking what I have learned and how I could add this into my CV. I had to look at some of the examples that lecturer gave it to us, so know where to start and how to structure it. Now, looking back when I was given a task and did not know where to start, I do feel much more confident and if I would need to do it again, or update my CV and cover letter in the future, it would be much easier.

Evaluation
The things that worked well for me was that I managed to use all the information from the lectures and combine that with my experience at work. I have managed to complete the task on time. Among the things that did not work so well for me, was trying to express my experience into words and fit everything in a suggested structure. 

Analysis
I think the reason that I have struggled at the beginning, was that I have not written a CV and cover letter for a very long time.
Looking at the positive side of writing this CV, was that I could use all my experience at my current job role, and I understand what the key skills are required for the position that I am applying for. Also having all the information, tips, and examples how to write a CV and cover letter helped me a lot. 



Conclusions 
I learned that writing a CV and cover letter might be challenging. It is important that you analyse your strengths and align them with the role that you are applying for. You must show what you can bring to the business and why you want the position.

Action plan
If I would need to write a CV and cover letter again, I would take more time of analysing my strengths that would be relevant for the position I am applying for. I would do a better research of the organisation that I am sending my CV to. Also, I would analyse the structure of CV and cover letter before starting to write it.
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