


Alexandra Valentina Ghita
40 Shepperton Street Nuneaton CV11 7VC
Alexandra4554@gmil.com
07485476955

26th February 2023

Joel Smith
Graduate HR director 
The X Company Ltd
Rothley Fisheries, 19-20 Cross 
B5 4AF

Dear Mr. Smith

I am writing to express my interest for the Assistant Manager in sales position at The X Company Ltd. The experience I have gained in business, management and sales, coupled with my passion for driving business growth, makes me a valuable addition to your organization.

After three years as an assistant manager in sales, I have acquired a wealth of knowledge and experience that has enabled me to become a proficient salesperson and a capable leader. I have managed a team of sales representatives during this time and ensured that they met their targets.

As a secretary in a private company, my job was different and involved overseeing different managerial responsibilities to guarantee the smooth running of the workplace. Throughout the period of one year, I acquired significant experience and fostered a scope of abilities that assisted me with succeeding in my job.

Two years of call centre employment may be both difficult and satisfying. On the one hand, handling a high volume of calls while upholding a high standard of professionalism and customer service may be quite stressful. Long stretches of time spent in front of a computer or talking on the phone throughout the work might be monotonous and frustrating.

In addition to my experience, I hold a BA in Management and Leadership. Through my degree program, I have developed my analytical skills, as well as my ability to manage data and present it. The knowledge sources of the executives have also become familiar to me. During my degree I improved my interpersonal communication and relationship with people, I improved my assumption and fulfilment of responsibilities in the team, and I gained a good management of the working time.

Thank you for considering my application. I look forward to the opportunity to discuss my qualifications further in an interview.

Sincerely, 


Alexandra Ghita
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40 Shepperton Street Nuneaton CV11 7VC
Alexandra4554@gmil.com
07485476954
SUMMARY

With business knowledge and deliberate insight, I bring skills for the business world, including initiative, logical reasoning, critical thinking, teamwork, and correspondence. I'm quick to learn on a graduate program and to make a commitment to the association.

EXPERIENCE

Assistant Manager 								2020 to present
Assistant manager in sales
· Responsible for dealing with a group of salesmen and guaranteeing that they meet their deals targets and accomplish their objectives
· Improved communication skills with my team members, clients, and upper management
· Learned to adapt to changing market conditions and customer needs
· Stayed on top of industry trends, market developments, and deals strategies
· Identifying new opportunities and ways to improve our deals processes by being proactive
· I learned how to rouse and motivate my colleagues, as well as offer constructive criticism and support to help them develop and thrive

Secretary									2019 to 2020
· Dealing with the schedule and timetable of the entrepreneur and ranking staff individuals
· Making appointments, setting up meetings, and planning travel plans
· I immediately saw the value of setting priorities and managing my time, as well as the necessity of being adaptive and flexible in the face of schedule changes
· In addition to managing the office's communication flow, I oversaw returning phone calls and replying to emails.
· Managed inventories of office supplies.
· Buying and maintaining stock of office goods
· Coordinating events and helping with advertising and marketing campaigns

Call centre agent 								2017 to 2019
Call centre agent in sales 
· Had the potential chance to assist clients with taking care of issues, answer questions, and give help when it's required most
· Learned to use a variety of abilities, including as excellent communication, problem-solving, and conflict resolution, that are highly appreciated in many different areas
· Extended my knowledge of the demands and preferences of my customers
· Increased the capacity to handle pressure and challenging circumstances


SKILLS       
2


Professional							Personal
Process Improvement						Good listener 
Extremely organised						Customer interaction
IT skills							Involve people in work
Multi-tasking							Good communication 
Planning and preparing					Good at leadership
Managing time						Team worker
Solving problem						Adaptability 
Negotiating methods		Interpersonal
Strong knowledge of the sales process	Creativity	
Prioritise activities
Negotiations capability
Sales assess data




EDUCATION
University of Wales Trinity Sant David (2020 -2023)
BA – Leadership and Management Skills for the Workplace
Modules included academic skills, digital skills, effective team working and communication, problem solving and decision making, employability and career development, understanding and engaging stakeholders, project management, managing business information, developing emotional intelligence skills, strategic management for business, leading and implementing change, research methods for business.
High School (2010-2014)
A-levels: history, chemistry, biology, geography, French, English.





















[image: ]
[image: Business handshake][image: Two people sketching together][image: Person working on a table][image: Businessperson on a computer]





[image: Person using laptop computer]

[image: Person watching empty phone]








FORWARD 
It's great to have you here at our sales company! Having been in the industry for over 15 years, we are a trusted and reliable partner for businesses looking to grow. Having deep market knowledge and a proven track record of success, our sales team includes experienced sales professionals. In addition to providing exceptional results for our clients, we are proud of our commitment to providing exceptional service to them. Small startups and large corporations alike can benefit from our expertise and resources.
The X Company Ltd is a top sales organisation with a wide range of serv[image: Woman holding white mug]ices to provide customers in several sectors. Our current objective is to grow our sales staff, and we are searching for passionate, driven candidates. Collaboration, teamwork, and innovation are valued at The X Company Ltd. We provide a solid and complete workplace, as well as open doors for ongoing preparation and progress, for our representatives. Our compensation package is comprehensive and includes base pay in addition to commission, health insurance, and other benefits.



 JOB DESCRIPTIONJob details

Salary
· £30,000 - £50,000 a year



Job type
· Full-time
· Permanent



Job purpose 
A highly motivated and skilled person is required for the post of Assistant Manager in Sales. Your main duty in this position is to manage revenue growth and sales for our firm. Candidates that are hired will have a proven track record of closing deals and a comprehensive grasp of the sales cycle, which includes prospecting, lead generation, and closing. An assistant manager in sales will be in charge of overseeing a group of sales reps and ensuring that they are exceeding client expectations and hitting their goals. You'll also need to create sales plans and put them into action to reach your goals. This is a fantastic opportunity for someone who is results-driven, is enthusiastic about sales, and who exemplifies good leadership talents.

Key responsibilities
· Expanding sales while assisting the branch director in ensuring the branch's overall productivity
· Assisting with the daily demands of the retail branch and unfamiliar trade authority
· Supporting branch staff in their training, development, and improvement
· Provide remarkable client care consistently by identifying and addressing clients' needs
· Building openness of the branch by participating in limited-time exercises and events
· Utilizing online entertainment to advance offers, produce client commitment and potential customers
· Achieving individual deals targets and goals by showing others how it's done



What competencies we are looking for?
HOW TO APPLY
You can apply for this role online via our website www.Xcompanyltd.com
Applications should be submitted by 23.59pm on the advertised closing date. All applicants must complete an application form, along with  CV.
Application deadline: 15/03/2023

If you require a manual application form, then please contact the Recruitment Team via
jobs@xcompany.ac.uk 


· Ability to guide, make and motivate a team
· Ability to seek after individual and gathering bargains targets
· Incredible correspondence and client help insight
· Incredible accuracy and numerical capacities with the ability to grasp and unravel financial experience
· Fervour and a helpful viewpoint with an assurance to add to the improvement of the business and to
· Ability to assist with the improvement of laborers to increase work satisfaction and execution.
· Proficient IT capacities
What experience we are looking for?
· An exhibited seal records.
· Excited about development and the movement business.
· Radiant travel thing data with a nice working data on visit chairman systems
· Extraordinary arrangements and show capacities
· Client focussed
· Problem solving
· Extraordinary drive capacities and experience of working inside a regulatory work
· Extraordinary various levelled and time-utilization capacities
· Remarkable social capacities

Additional benefits
· Pension - match contributions up to 5% of basic salary
· Private Medical Insurance
· Permanent Health Insurance
· Life Assurance 
· Personal Accident Cover
· 25 days holiday (+8 public holidays)
· Car allowance
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