Anca Andreea Ciulei
E-mail: morosanu.anka@gmail.com |Telephone 07584486433
Address: Cathays, Cardiff, CF10 3EE
Personal statement
I am a welcoming, confident and friendly people person, motivated and hardworking.  Excellent at working in a team, I am able to manage time effectively and prioritise tasks in line with the needs. I am a quick learner and able to utilise a range of specialist software and currently I am seeking for a new challenge which will utilise my skills.
Work experience
Hotel supervisor | January 2021 – present
Travelodge Hotels LTD, Travelodge Atlantic Wharf, Cardiff Bay, CF10 4JY 
· Managing workflow in all hotel’s departments
· Maintaining the hotel’s inventory and order new items as needed
· Creating and managing team’s schedule
· Evaluating performance and providing feedback 
· Assisting the management team in their tasks
Receptionist Bar-Cafe Team Member | Jan 2019 – Jan 2021
Travelodge Hotels LTD, Travelodge Atlantic Wharf, Cardiff Bay, CF10 4JY 
· Receiving visitors at the front desk by greeting, welcoming, directing and announcing them appropriately 
· Answering, screening and forwarding incoming phone calls 
· Receiving and sorting daily mail 
· Ensure reception area is tidy and presentable, with all necessary stationery and material 
· Maintain office security by following safety procedures and controlling access via the reception desk (monitor logbook, issue visitor badges)
· interacting with customers, taking orders, preparing beverages and snacks and collecting payments
· Assessing bar customers’ needs and preferences and making recommendations

Receptionist | Sept 2016 – October 2018
South Ealing Dental Practice, South Ealing, London, UK, W5 4QR 
· Effectively and professionally answering the telephone and dealing with enquiries. 
· Receiving deliveries, couriers, incoming faxes and arranging distribution to recipients. 
· Logging information on calls received and maintaining detailed records. 
· Typing letters, reports and other documents often of a sensitive and confidential nature. 
· Ensuring that the reception room areas are clean and welcoming. 
· Scanning documents and updating internal systems. Archiving paper files. 
Au pair | Sept 2015 – July 2016
Dominique Hatt’s Family, Hayward Heaths, West Sussex, UK, 
· Help to promote the mental, social and educational development of three children 
· Implement and oversee every day routines 
· Plan and supervise mealtime and bedtime 
· Schedule and organize outdoor children’s activities 
· Babysitting
Education
January 2021 – Present
Certificate of Higher Education in Skills for the Workplace (level 4), UWTSD, Cardiff, Wales
Academic and Employability Skills | Professional Career Development | Problem Solving and Decision Making | Effective Team Working and Communication
October 2008 – July 2011
BSc in International Relations and European Studies, Alexandru Ioan Cuza University, Iasi, Romania 
History of international relations | European policies | Globalization and regionalization | International public law | Economy
Skills and competencies
I had developed good communication skills being a friendly person with a positive attitude and working at a busy dental practice with people of different ages and different nationalities. 
I am able to work under a tight schedule, flexible and able to work during peak times including evening and weekends. At my previous job I have learned to be multitasking by doing reception and admin duties and also training new staff at the same time.
I am adaptable and a quick learner, familiar with office equipment, as well as dental. My computer skills are relevant for the job, being able to work with Microsoft Office tools and also with a wide range of software like Software of Excellence, CS R4 Dental Software, ISmile Dental Software, Opera PMS Software, Fourth Hospitality Software. 
Qualifications
· Adult & Paediatric CPR BASIC LIFE SUPPORT, AED’s & Use of Oxygen 
· Infection Control & Decontamination Training 
· Mental Capacity Act Course | Safeguarding Vulnerable Adults level 2 Course 
· Information security |Payment Card Industry Security Standards
References
· Andrew Selfe @Travelodge Atlantic Wharf, Cardiff Bay, CF10 4JY, 08719 846424 
· Dr Ghassan Radi, owner & main dentist@South Ealing Dental Practice, South Ealing, 
· London, UK, 0208 914 8226 
· Dominique Hatt, employer, Hayward Heaths, West Sussex, UK, 00447868570401 
 More information on demand.
· Application for the position of Assistant Manager at Travelodge Atlantic Wharf, part of Travelodge Hotels Ltd


Dear Mrs Hassell-Shaw,


This cover letter is in regards to my interest in applying for the Assistant Manager position in your hotel. With my experience in this hotel in various roles and my customer service background, I am certain that I am meeting all the requirements in the job description.
As my CV shows above, I have a long customer service experience and working in big teams. I am people person, confident in my ability of being a good communicator and problem solver. I have a positive attitude and I am motivating and supporting my team and assisting my customers with a win-win strategy, always negotiating for a solution acceptable to both parts. 
Besides customer interaction, I am a performance-driven individual offering training and mentoring to new staff in order to have a high efficient team and achieve our targets and as an outcome, my team won the beverage and snacks sale competition in the district. 
I am an adaptable person, I can work flexible hours and days, as my previous jobs were at companies that were open 24/7 and I am also capable to work under stressful situations and make quick decisions. Furthermore, I am digital competent. I am able to work with a wide range of software and programs and I was trained under the new policies for securing and protecting data. 
My comprehensive hands-on experience and my formal training will make me am excellent addition to you management team and as your Hotel Assistant Manager you can be assured that your hotel will always function in accordance to the highest standards and I will consistently trying to implement new strategies to reach our targets and exceed business goals.
Please review my above CV for further details about my experience and background and feel free to contact me at your earliest convenience to set up a time to discuss further. 
Thank you for reviewing this letter and the accompanying material.


Sicerely,

Anca Andreea Ciulei





For the purpose of this reflection, I will be using Gibbs’ Reflective Cycle (1988)

Description

When I first received the assignment to write a job-focused CV and cover letter, I thought it will be the easiest project for this semester. I start writing on it and after I finished the first part, the CV, I realised that it is not very job orientated. Because I worked in various industries, I realised that I do not have a lot of experience in the hospitality industry to make me am obvious choice for the open position.
However, I concentrated on the common requirements that my previous jobs had and I start to write about all my skills and competencies that I had acquired and developed. I shortly realised that the common ground between all my jobs and this new position was the customer service interaction and the ability to be a good communicator and organised employee.
Furthermore, writing the cover letter helped me to describe the situations where I used my abilities and developed new ones and gave me the chance to present myself based on my competencies.

Feelings

When I start writing the CV, I felt relaxed and in control of the situation. Until I realised that my experience stated in it wasn’t enough to make me a first choice candidate. I started to be nervous and to panic a little bit and to think of ways to improve it.
Trying to maintain a positive attitude towards the assignment and towards the process of applying to that position I started to think of the common interests of the companies I worked for. I realised that it is not enough just to present my abilities; I need to explain and describe the situations where I used them and developed them. 
 By the end of writing the cover letter, my panic and my nerves disappeared and I felt ready to start the job application process and successful in completing my assignment.

Evaluation

What was good about my experience of creating a job-focused CV and cover letter was the fact that made me more self-aware about my skills and competencies and more confident in myself professionally speaking.
What went bad was the fact I started to panic and to doubt myself about my experience and my skills not being enough. 

Analysis

Researching on how to improve my CV and cover letter to get the wanted position, I realised that I need to understand better the job advert and also the company’s policy regarding internal hires. Doing so, I identified their main goal and interest and I start to write about how I can help them reach it and described my experience in the industry.
Moreover, the cover letter was the perfect opportunity to describe myself and my achievements and to present short explanations about situation when I made a difference. 
At the end, after I finished writing the CV and the letter I realised that the most important part in applying for a job is to be aware of yourself, to be honest with what can you do and what you need to improve and always to maintain confidence and a positive attitude. 

Conclusion

In conclusion, completing this assignment I learned about the importance of CVs and cover letters in the process of applying for a job. I learned that it is very important to be aware of your skills - both professional and personal - and also it is important to tailor your resume for the job you are applying. 
 
