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CV and Cover Letter
Introduction
Professional development skills are essential because they enable an individual to perform efficiently and set objectives and targets. The individual with professional skills has the chance to get more opportunities and gain maximum benefits. In this regard, I would like to apply as an HR manager at Tesco that is a great retail store and has dedicated and professional staff. It is an excellent experience for me to learn technical writing skills by developing a CV and cover letter. Both are different but are essential for an individual when applying for a job. 
It is analyzed that the HR manager plays a significant role in an organization through his skills and capabilities. The main purpose of HR is to recruit and hire employees and design policies according to the set objectives and targets. Thus, an organization depends on HR because of its multiple tasks and effective management that support the organization to achieve set targets. Therefore, it is an excellent opportunity to apply to the HR manager at Tesco because I have done BBA in Human resource management and different courses in this field. The demand for an HR manager is high, and I can perform excellently at Tesco as an HR manager. Tesco is the largest retail store, and therefore, I can learn a lot and gain maximum opportunities for future development and growth. 
CV
It is a professional document abbreviated as Curriculum Vitae used by the applicants to apply for a job. This professional document contains the professional and academic record that enables the applicant suitable for the job. It is a valuable source of information and is considered direct communication with the employer. Thus, careful attention is required while designing a CV because it develops the applicant’s image in front of an employer. Therefore, I also created a CV to apply as an HR manager at Tesco, and in this, I mentioned both academic and professional information that are essential requirements (Dhende & Shubham, 2018). 
Curricular Vitae
CV is prepared for the required position which the Tesco company advertises for an HR manager. 
                                        Name:
                                        Postal Address:
                                        Email:
                                        Contact Number:
	Professional Skills

	I have experience of 3 years as an HR assistant at Marks and Spencers and Subway restaurant where I performed as an HR manager. My previous experience and reputation as a manager are good because I am dedicated and loyal to my work.  I do not mix my professional and personal life by developing the balance between them. I am competitive and want all opportunities that support me to secure my future. I wish to gain experience from different sectors and new people to learn new things and skills. Hence, the job at Tesco will provide me a new path of opportunities and development in the HR field that will be productive in the future. 

	Qualification

	Master degree in MBA
Bachelor degree in BBA Human Resource Management
Certification of HRM
Diploma in business management
Different pieces of training and workshops relevant to HRM

	Experience

	One year of experience as an HR assistant at Marks and Spencers
1.5-year experience as HR assistant at Subway restaurant
Six months of internship at a small store

	Skills

	· Effective Teamwork
· Leadership Skills
· Communication Skills
· Time Management
· Collaborative Skills
· Critical thinking
· Problem Solving Skills
· Ability to design innovative things
· Analytical Skills
IT Skills
· MS Office
· PowerPoint
· MS Excel
· Flash CS3
· Command on different software

	Interest 

	Art and design
Reading books
Managing the Things
Maintain the physical and emotional health
Create the circle of success

	Languages

	English
Urdu
Spanish 
French

	References

	Reference will be provided on demand



Cover Letter
It is also known as a letter of application, and a written document is usually sent with the applicant’s CV containing additional information. It includes information on the skills and experience of the employers where they apply for the job. This document is intended to provide information about the position an individual is applying for a job. It also highlights the area to perform excellently according to the skills and capabilities. 
It is crucial to design the cover letter because it is different from the CV and the most comfortable form to describe yourself and enable you to stand out from the crowd. When an individual applies for a job, then a cover letter brings something new to the table. It becomes easy for the employers to know about yourself, like personality, expectations from the job, and applying for this specific job (Gershon & Ilana, 2020). It is a suitable way to describe the achievements of the applicant because it elaborates all aspects technically. The cover letter aims to develop employers’ interest to consider an applicant’s resume and fulfill the sequence from cover letter to CV and then interview of the applicant.


Cover Letter
Lily Grey
Human Resource Management
Thursday, 28 March 2021
Welwyn Garden 
General Manager of Tesco Retail Store
Hackney London, England UK
Salutation: Searching for the vacancy of Human Resource Management at Tesco
 Dear Hiring Manager,
My dream to work as an HR manager in the top rank retailer store because of its success, overall management that led the business to success and development. I read the success stories of Tesco, and I always curious to work as an opportunity. Thus, I was excited when I saw an advertisement for your company for the HR manager vacancy. I have three years of experience as an HR assistant, and I learn a lot from the workplace. I also have a command of professional skills that are effective for the HR manager, and these skills will be productive for Tesco when set objectives meet. I have an idea about an HR manager’s roles and responsibilities, and thus, I will perform according to the expectations. 
I applied for this job because I want to become part of Tesco, the UK’s top-ranked retail store. The reason for joining Tesco is that I want to improve my skills and capabilities while working with a large and successful company, and I know this platform will enhance my skills and provide career opportunities that will have a positive impact on my future career and development. My education also matches the requirements that are required for the HR manager for the company. I am good at professional skills and capable of managing tasks on a large scale within the given time. Thus, the company’s efficiency and performance will improve than in the past because I know how to efficiently perform the roles and responsibilities of the HR manager to achieve the targets. My performance will be useful and according to the company’s set objectives that enhance the growth rate. Also, I will gain all the opportunities that will be effective for the company so that Tesco can achieve a sustainable position and growth rate among its competitors. 
Sincerely, 
Lily Grey
Reflection
It is the process of identification of the learning status of an individual on their own.  It is a great platform that enables an individual to identify the strength and highlight development where more focus is needed. Reflection develops the connection between theoretical learning and determines which practical aspects must be improved for future growth and career opportunities. 
Here I discussed my experience writing a CV and cover letter to apply for a job at Tesco. The job position for which I used is the HR manager. It was an excellent experience for me to write a CV and cover letter, and I learned this formal writing during the professional development lectures. Before taking these lectures and I have not idea how important it is to develop the standard format of a CV; it sets the image e of an applicant. After learning the CV’s layout, I designed a CV, but it was not perfect because I missed experience and unable to define the essential skills of the CV. Thus, the trainer at professional development lectures helped me better understand each part of the CV and how it is crucial to mention all aspects. After this, I learned how effectively design a CV with all essential information, both academic and personal. 
Similarly, some issues were faced by learning about the cover letter as it defines the reason for the application and how it is sufficient for the business to hire the potential and competent applicant. I learned that there are three main steps while writing the cover letter. The first step is to write the applicant’s name, address, and the person for whom the cover letter is designed. The second step is the cover letter’s subject and then the main body in which the whole scenario has described the reason for applying for a job. It is also technical, but it seems interesting for me to write the letter in which reason for applying, skills, and opportunities are described in detail that is essential and create the excellent image of applicants on the employer. Hence, it was a good experience for me to learn about formal writing that enhanced my professional skills and will help me grow successfully by using the professional skills.
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