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Component Two (C2) assessment
a) Consider a job you would like to apply for within a specific organisation.

b) Write a 2-page CV and covering letter in relation to the job you are applying for.


c) [bookmark: _Hlk67608661]Write a short reflection on putting together your CV and covering letter.























SARFRAZ IBRAHIM
10, LLanedeyrn Road.
Cardiff.
CF23 9DX
saf.ibrahim@hotmail.co.uk
23rd., March 2021

Human Resources Director. 
A2Z Transporters Limited
123, Acacia Avenue.
Newtown
NT00 000.
Re: Regional Transport Manager Vacancy.
Dear Sir / Madam,
Please accept this letter as an expression of my interest in the role of Regional Transport Manager.
I am a strongly driven and goal-oriented Transport Leader with a long history in this field. With a proven experience of effort and dependability. I have developed strategic initiatives that I believe would promote A2Z Transporters Limited., especially in the field of home to school transport. This field is especially important and given the local authority’s commitment to ensure this, I believe I have specialist skills in this regard.  I have looked at the business of A2Z and can see that they are trying to get a foothold in this market and therefore I am certain I can help in this regard.
Throughout my career, I have honed my employee supervision and contract negotiation skills. I am a capable and persistent problem solver who is adept at prioritising and handling tasks.
In my previous job, I contributed teamwork, critical thinking, and merchandising to team activities and product innovation. I am forward-thinking and up to date on new trends in my industry, and I have a proven track record in management skills. I value collaborative brainstorming sessions because they help me pursue shared goals.
Please check my attached CV, and I will be grateful for the opportunity to talk with you more about my candidacy.
Thank you for taking the time to read this.

Yours sincerely.

S. Ibrahim
SARFRAZ IBRAHIM  
 
[bookmark: _Hlk67598877]Cardiff, CF23 9DX | 07934824714 | saf.ibrahim@hotmail.co.uk
ATTRIBUTES
Motivated and dependable with exceptional organisational skills and knowledge in the field of transport with 9 years of top end experience. Credited with developing routes and schedules that boost productivity while reducing downtime. Offering a proven track record in testing and optimising transportation systems. Excellent listening and customer relationship management abilities. Skilled in the laws of transportation and road traffic regulations and an exceptionally good relationship with the Traffic Commissioners Office in the Wales and South West Region.
Decades of experience in the tendering for work through local government.
EMPLOYMENT EXPERIENCE
	02/2011 TO PRESENT 
	Transport Manger 
Tasmim Limited － Cardiff. 
· Knowledge of Road Traffic Act regulations and legislation to maintain compliance. Attended a public hearing for an increase in discs to operate 16-seater minibuses and with my knowledge of practice and procedure, this was crucial in preparing the case heard before the Traffic Commissioner, resulting in the application being granted.
· Practical communications skills to maintain and build positive relationships with councils in the South Wales area and the South West of England. Meetings held with the heads of transport in 3 local boroughs bringing and sharing ideas to the forum and maintaining an exceptionally good working relationship.
· Time-management skills to maximise best results and reducing errors. Holding meetings with all the managers weekly and then imparting the policy decisions to all staff. Savings made were using staff members to cover school runs from the area where they live and going to schools in their locality thereby reducing fuel costs and time and making a difference to the environment.



	03/2000 to 07/2010
	Shipping Coordinator 
Biashara Jumla － Dar-es-Salaam, Tanzania 
· Maintained good relationships by supporting individual needs of staff, such as obtaining local currency. Strict control of currency exchange meant that authorisation from the ministry of foreign affairs was required.
· Maintained outstanding relationships with hauler to supply central Africa as Dar-es-Salaam was the only accessible port.
·  Reduced port time by 3% by submitting correct paperwork, and payments of correct duties by sending a draft to the port authority 1 week before the cargo was due and any discrepancies could be rectified thereby avoiding delays when the ship was in port.



	1990 TO 2000      
	Assistant buyer 
United Colors of Benetton (Middle East Division) － Dubai, United Arab Emirates 
• Looked at best markets for distribution of apparel. Travel to India to oversee garment manufacture.
• Established and retained effective dealer partnerships to achieve preferential prices on goods and services and assisted new franchises to set up with 100% assistance from head office in Italy.

	1983 TO 1990   
	Procurement officer 
Lucky 13 － London.
· Kept up to date on demands and requests buying relevant and required products. Attended fashion shows and ensured firsthand knowledge was relayed back to directors. The 80’s hot fashion item was Acid-wash jeans which was lately manufactured by the company.
· Established and maintained effective supplies chains. Done through working with small workshops around north London and surplus stock called “cabbage” was then sold on to local suppliers. 


CORE COMPETENCIES  
	· Negotiation
· Multitasking
· Goods procurement
· Competitor analysis
· Communication skills
· Customer-focused
· Contract negotiations
	· Transport team management
· Delivery scheduling
· Critical decision making
· Effective decision-maker
· Safety compliance


EDUCATION
	1982
	LLB: Law 
University of London 


HOBBIES                          Reading, Badminton, Chess, and cookery.
LANGUAGE SKILLS:         English, Kiswahili, Urdu, and Hindi.
Looking forward to meeting you

                                            
A short reflection on putting together CV and covering letter.

A CV reflects you, be concise and purposeful (The Yorkshire Mafia 2020).

This article illustrates the importance of a CV and showing the only route in to secure an interview is by tailoring a CV to a specific position, and illustrating any relevant qualifications, initiatives, or previous jobs that make it the best match for the employer immediately.
The criteria for the bulk of available jobs can vary. Therefore, a candidate's CV must be adjusted each time to clearly reflect how their skill set relates to the criteria of a specific position.

In preparing this report I will be using The Gibbs Reflective Cycle. (Gibbs, G. 1988).

Description
It had been almost a few decades since I last wrote a CV, and it was hard to think of the things I did. So, I started random notes but then realised I should describe the present situation in detail. The task in hand was to write a CV for a job I was intended to apply for, so I customized the CV to fit the vacancy.
For my recent employment, this was easy to write out as I had been doing these things daily. What was extremely difficult was to think back and write what and how I did during the currency of previous employments.
Evaluation
Looking at what I had done and what worked was there were so many examples of what I had done but I had to put all this into an example scenario instead of putting everything down without illustrating how it would fit into the present CV. I drafted my CV a few times and then went over it to see how this would fit and then realised there were lots of examples I had but they were inappropriate for the vacancy. I then concentrated on putting more detail into my present job and would be indicative of how I am working presently. 
Analysis
Upon finishing my CV, I read through it and there were many things which were important, and I was giving an array of experiences from working in an environment where there were no digital competencies, and all was written down. However, in looking back these experiences may not matter in today’s world.
I looked at Mills, C (2009) as a start point to see what is important in a CV and it outlined the most important skills and experiences for the job for which you are applying.
Bright, J et al (2015) a more recent publication underlines the fact when people start a career, your CV is compared to the next, and if it is not what the employer is looking for, it is only given a brief glance. You need a CV that increases your prospects of attracting the consideration of a recruiter. This was the reason I had to think of specific examples of what the problem was, how I resolved it and what was the result.
Conclusions
When you are doing a CV, you need to ensure the CV fits the job you are looking for at the present time. A CV is a living document which needs to be changed and be fit for purpose as this is the first document a prospective employer will see, and you must get it 100%right.
It is a document which is selling or marketing yourself making it known to the employer that you are right person for the job, and this will get you through to the interview stage.
I noted that a CV needs to be updated and this was a vital learning point and when CVs are looked at, it is said in The Benefit of a Strong Curriculum Vitae (11/3/2007) Your CV is the first platform you must make a positive first impression on a prospective employer. An elevated CV would enhance the chances of having a face-to-face interview, so it is worthwhile to put work and attention into the quality and presentation. It will make all the difference in your ability to achieve the target value. These points I have taken on board and ensure that all I have leant is put into practice in the future.
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