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20/10/2020


Dear Mr John Smith

In response to the opening of the sales manager job I am writing to demonstrate my interest in this position.
Based on many years of sales and customer service I believe I have the necessary qualifications and experience to fulfil this role.

I possess excellent written and oral communication skills, which I perfected as a team leader with o2 customer service I have realised the importance of communication skills and how these skills if applied precisely can aid you in carrying out your role effortlessly.

	I am a highly motivated and organised individual who excels at planning ahead and can highlight problems in advance and offer practical solutions.
I have experience in the field from my previous employment with curry’s where I was an effective team leader guiding my team to hit their sales targets 
I am a fast learner and can pick up new working practices quickly, furthermore, I am very keen to increase and enhance my knowledge and am willing to take part in any work related training or courses for this role. I am willing to work out of office hours and travel to other locations if needed. And dedicate the time during heavy workload.
 I hope you will consider my application.

I believe that my expertise would be a good match and I would greatly appreciate to meet with you to discuss further.
I am available to contact anytime of the day. 


I look forward to hearing from you.


Yours sincerely

Shah Uddin 














Curriculum Vitae 
 
Shah Raihan Uddin 
33 Cwrt Pen-Y-Bryn, Gabalfa, Cardiff, CF14 3LE 
 Mobile: 07714853112 Email: raihanshah786@gmail.com 

I am an reliable, trustworthy and conscientious person who is able to multi-task, handle pressure, work as part of a team and most importantly inspire customers to make a purchase. With infectious enthusiasm and an inspirational style, and I have used my extensive experience of the customer service industry to develop superb organisational, problem solving and sales skills.  I am now looking for a suitable sales manager opportunity with a company that will not only challenge me professionally but also allow me to develop my knowledge and potential further. I have excellent communication and interpersonal skills with an ability to work within a team or use my own initiative. Through my education and training I am highly literate and able to deal with written and oral correspondence clearly and succinctly.


Academic Qualifications: 
 
Fitzalan High School (2000 – 2009) 
GCSEs: A to C ( Maths, English, Science, IT ) 
A levels first year only   ( Maths  )  ( English  ) 
 

Areas of Expertise: 
  
Personal: 
· Willing to work on a shift basis including evenings and weekends.  
· Ability to take ownership of issues and to work alone with little or no supervision.  
· Extremely organised with a high level of attention to detail.  
·  Able to work with time constraints  and deadlines in a calmly manner.
· Communication skill
· Leadership skill
· 
Engagement skills: 
· Fully aware of security issues concerning stock in relation to shoplifting, leakage and theft.  
· Experience of working in a commission based sales environment. 
· Able to maintain high standards of display & visual merchandising to ensure the store is well presented. 
· Ready and able to work individually or within a team environment.  
· Good numerical skills with the ability to manually calculate costs without error.  
· Able to promote a store and its products through effective marketing activities like leafleting etc.  
· Able to accurately describe a products features and benefits to a customer.  
· Understanding customer satisfaction
· Verbal communication 
 
IT Skills 

· Knowledge on all Microsoft office applications. Experienced in creating reports and spreadsheets for relevant data.
· Internet security
· Software and Hardware skills 





 
Employment 

Standard Balti (Indian Take away) 2015-present: Manager /Owner
As an ambitious individual I opened up a small take away, which involved in making classic Indian dishes.  
developed skills such as marketing, training and how to be a qualified leader to train other people. This gave me the opportunity to gain experience in management skills and ownership of a business. This includes financial expertise e.g. book keeping.
· Food Stock taking, batching, opening and closing the store  
· Food preparation, 
· Cleaning premises hygiene 
· Face to face customer service 
· Maintain deliveries to go on time 
· Prepare all ingredients 
· 


KuKd 2012-2015- Account Manager/ Field manager 

· Sale pitching and promoting internal products. 
· Achieved daily, weekly and quarterly revenue targets through customer care skills. 
· Customer services: ensuring all demands are fulfilled. 
· Driving to all UK destinations 

Spice Essence (Indian Take away) Summer 2013- Winter 2014: Assistant Manager (Full Time) 
Responsible for assisting in managing the day to day operation of the restaurant and for putting together a team of great people who are committed to creating a welcoming environment for all customers. 
· Assisting with the day to day running of the restaurant.  
· Deputising in the absence of the General Restaurant Manager. 
· Advising staff needs and personnel issues.  
· Cultivating a positive working environment for all staff to work in. 
· Keeping accurate statistical information and records via Microsoft Excel.  
· Organise work schedules, rotas and shifts, also appointing contract staff when needed. 
· Making sure that all employees reach their full potential through constant evaluation, coaching and training. 
· Meeting with individual from the local licensing authorities and regulatory bodies. 
· Ensuring that all equipment is used correctly, maintained and cleaned properly 

Work History

O2 Call centre 2006-2008 : Customer Service Representative / Team leader 
Currys 2008-2009: Sales Manager  
Inland Revenue 2005 April – August 2005: Revenue Officer (Part-time) 
Powerhouse 2004 – 2005: Retail Business(Part-time) 
 
 
 
(References available upon request) 
 

Reflection on putting together a cv and cover letter using Gibbs cycle



Description

The idea of this was to complete the 3rd part of my assignment I had to put together my cv a cover letter for a job I would like to apply for and a reflection on how things went while doing this. 
As I started writing my Curriculum vitai could not remember when was the last time I wrote a cv since I started my own business. I have been working for my own for a long time since 12 years now so I couldn’t figure out what to write.  I had a previous cv from years back so had a look through and updated everything that was missing.  

Feeling 

As I sat there I found myself to think where do I start?  what do I say? How should I set it out? Is there a particular way to start? I also though how or what words can I use to look appeal to the employees. I did feel a little nervous to address my grades and what they might think, It appears to be daunting. Because I don’t know what the employee would think of it as I don’t have any higher education, as this is the only way to succeed in the future employment. I started to section my cv up and decided to talk about myself which I thought was the hard part. How do you sell yourself? So I started to of to talk about how trustworthy and reliable I am. Furthermore I carried on to search and look at what recent CVS require and what I need to include. I went on to comparing my old cv and looked at what I included, pretty much most of the things were same but its seem as though now you have to state why your applying and what position.  

Evaluation

I feel as though I was able to talk and make myself look applicable for employers. 
The things that didn’t go well writing my cv was that I felt I couldn’t reference back to all my  employment and the skills that I gained from it all. 

Analysis 

As I wrote my cv I thought about all the things I learnt during my lessons. I thought about how employability skills are important, how stating that I have digital competencies, also how I am reliance with a good emotional intelligence of overcoming any situation.

Conclusion

I understand that to access a higher and good status job you have to have a good and appealing skills to reference back, as this is what employees are looking for. I understand I have to section it out and it is readable. I understand employers are looking for employability skills of all sorts to match their job description. 

Action plan

To make this better I could have stated all my skills I obtained from my previous jobs . I can look at other professional CVs and have a better understanding. I maybe could have worded it better or have a better format for my CV. Next time I will take more time in doing this.


