COVER LETTER
                                     
                                              ANDREEA MIRICA
                          Cardiff, CF24 4GG, 12 Pen-y-wain road |0044 7367492277|
                                                        andreea_honey4@yahoo.com

9 July,2021
Dan Hollyman
Business Manager
McDonald's Cardiff Newport Rd
378 Newport Rd, Cardiff CF23 9AE
029 2045 1050
danh@mcdonalds.com


RE: Crew Trainer Position Application

Dear Mr.Hollyman:

           I am interested in the crew trainer position at your store, as I have seen it advertised on Indeed.com. Currently I am employed as a crew trainer at McDonald’s, Queen Street and I believe that my experience and my skills  I have acquired in this position make me the  perfect candidate  for the job of crew trainer. I have been  a crew trainer for more than 2 years with an extensive experience in food industry.
        As a crew trainer, I have developed excellent leadership and time management skills, I also have the ability to perform multiple tasks, being very efficient at my job.  I have trained many crew members and I perform all tasks quickly and efficiently, being a good employee, with many chances to become a manager in the near future.

      My main duties in my workplace are to train crew members in how to serve customers, prepare food, to monitor employee performance, and to integrate, any employee to work well as part of a team. This duty requires essential skills as mentoring skills, communicating skills, leadership skills, patience and high-level customer service.
            My strengths to succeed in any job are a positive attitude, the initiative to work well in a team, a highly motivated person, with the desire to learn and develop more makes me a good person to communicate with my crew members .
 Consider the following achievement:
· Excellent  communication skills, leading and training the crew members
· Ability to multitask
· Operate POS system and ended with £15000 in customer sale a day
· Exceptional team player and excellent skills in problem solving
· Providing excellent customer care
            I am confident in my skills and in my experience that would qualify me for consideration.
            I also attached my curriculum vitae . I look forward ,to hearing from you soon and I am happy to come by, whenever is convenient for you.
           Thank you for your consideration.
           Sincerely Yours,
             Andreea Mirica


















CURRICULUM VITAE
                      ANDREEA MIRICA
                               Address: 12 Pen-y-wain road, Cardiff, CF244 4G         Email:andreea_honey4@yahoo.com | Telephone: 0044 7367492277      


PERSONAL STATEMENT
Hard working, ambitious and with excellent people skills crew trainer with a great contribution in food service, Andreea has a great experience in working in food industry with over 2 years as a crew trainer having hight standard in communication with staff, managers and customers and perform in her job to complete all her tasks in a timely manner and effectively. She can be reliable in showing up on time at work and also in focusing to increase the team success by providing to all the new staff support and great training. Positive, friendly with good multi skills , a great team worker, she is helping the business to run smoothly being an asset for the company.

KEY ACHIVMENTS
· Achieving 95% on customer satisfaction
· Employer of the month in April
· Trained more than 10 crew members
· Bilingual language

EMPLOYMENT HISTORY
06/2018 – Present 
Part time Crew Trainer
McDonald’s, Cardiff, UK
· responsible for training new team members
· takes care after staff for showing excellent customer service
· offers customers friendly and hospitality service
· demonstrates a good communication while interacting with customers, mangers and staff
· manages money quickly and accurately 
· prepares a wide  variety of food following the correct procedures
· deals staff and customers enquiries



2/2016 – 06/2018
Hotel Receptionist
Ty Rosa, Cardiff, UK
· responsible for welcoming all hotel  guests in a friendly and polite manner
· managing the check in and check out formalities of the guests
· took payment from customers
· answered the phone to help the guests will all the enquiries
· resolved and deals  with  complaints guests 

04/2011 – 08/2013
Fashion Retail Assistant
Ralva, Ploiesti, Romania
· Served  customers
· Processed with payment
· Handling customer complains
· Achieving the objectives set in sales
· Prepared promotions
· Updated the price on the label

07/20011 – 04/2012
Promotor product
Lidl, Ploiesti, Romania
· Promoted the product  and attempted the customer to buy it
· Showed the customer to taste and try the promote product
· Responded to all the question about the promoted product

EDUCATION
06/2021 – Present
Certificate of Higher Education in Skills for the Workplace (Cert HE) -Level 4
University of Wales Trinity Saint David, Cardiff, UK.
· Professional Career Development                          Digital Skills and Research Methods
· Academic and Employability skills                          Effective Team Working and Communication 
· Problem Solving and Decision-Making                   Managing Enterprise in the 21st Century   


09/2013 – 06/2014
English for Speakers of Other Language (ESOL) course, level2
Cardiff and Vale College, Cardiff, UK
· Improves speaking reading writing and listening
· Obtain  ESOL qualification
· Gain skills, knowledge and experience
06/2002 – 12/2003
Microsoft Office Course
 Intel ,Ploiesti, Romania
· Provided knowledge in all areas of Microsoft Office
· Learned how to write documents, how to create spreadsheets
· Microsoft  office programs such as (Word, Excel, Power Point and Outlook)

09/1998 – 06/2002
University of Letters and Science, /Specialization: office 
Petroleum- Gas, Ploiesti, Romania
· Entering information into files
· Document management
· Staff coordination
· Assignment of individuals and groups by tasks

09/1994 – 06/1998
Toma N. Socolescu College
Ploiesti, Romania
· natural sciences, math - info
· natural resources and environmental protection

KEY SKILLS
 Teamwork, communication skills, leadership, problem solving, organisation and ability of multi skills, digital skills ,Microsoft Office(Word ,Excel, Power Point and Outlook)

PERSONAL INTRESTS
Reading, swimming, traveling,  interested in photography, chess, learning Italian language.
Reflection about my experience in writing my cv and cover letter


For the purpose of this reflection, I will be using Kolb’s Learning Cycle (1984). Kolb's learning cycle consists of 4 stages : Concrete Experience, Reflective Observation, Abstract Conceptualization and Active Experimentation.


Concrete Experience

One of the assessments I have for this module is about my experience in  writing my CV and cover letter and I can say that it was not something new for me because it is not the first time I write a CV and cover letter , having to apply before for jobs, but I can say that I created a very good CV and a cover letter thanks to the help I got from my lecturer and all the resources I had at hand .


Reflective Observation


Writing my CV and cover letter was easier than the last time I did them because I was very relaxed knowing what to write about it, I was just a little confused about how to write the cover letter because it seemed a little more difficult than making a CV, but in the end everything went well. Moreover, writing a personal statement for my job made me think more about my future plans , helping me in my future career, because I want a career that suits me to fulfil all those thoughts and aspirations that describe me.
 A useful source that helped me write my CV and cover letter came from my lecturer, who explained, for everyone's understanding, what to put and what not to put in a resume and obviously now I know, how to make a CV and a cover letter on hight standard

Abstract Conceptualization

What I learned from this experience are many things, such as the keywords I have to use in any CV, because before I did not have so many strong words, and my CV and cover letter were weak in that area. In addition, I learned how important it is to have a good CV structure, moreover, I learned how to write a CV and a cover letter to be written as professionally and academically as possible in getting the desired job.
This experience was very useful for me because it helped me to reflect on my best skills and qualities that describes me and ,also helped me to reflect on  my writing process, because this CV is one of the best  that I have.


Active Experimentation

In the future, what I will do differently is that I will definitely keep all my details and the whole process of my CV and cover letter up to date because I have not updated it for a while and I know that to find a good  job in the future, I need to improve, prepare, organize and review my CV and cover letter, because without these important CV and cover letter writing techniques, I might have less information , and even more, they could be weak from the employer's point of view.



Kolb, D.A. (1984). Experiential learning: experience as the source of learning and development. Englewood Cliffs, NJ: Prentice Hall.

