


Corina Cernat
3 Heol Dewi Sant
Telephone: 07768766071
Email address: corina.elena.cernat@gmail.com


PROFILE 
	A highly motivated individual and quick learner who is used to working well in an international growing company. Excellent numerical skills and proven abilities in working as a team, handling multiple tasks, great adaptability to any company’s environment. Versatile skill set with experience in customer service, call centres, sales, recruitment, and online shop projects.

KEY ACHIEVEMENTS
	British Gas: exceeded weekly targets in recruiting new starters for the Customer Service role
	Sophia Concept: created content for the company’s website in two languages.
	Sophia Concept: developed algorithm for online custom-made configurator.

EMPLOYMENT EXPERIENCE 

Customer Service Advisor at British Gas Cardiff 18.09.2014-31.05.2017 and 01.04.2018-Present
				
· Taking inbound calls regarding insurance claims 
· Booking appointments for engineers
· Promoting the company's products and generating sales to achieve daily targets and generate revenue.
· Floorwalking and helping new starter agents during October 2016-February 2017 when I had to offer them support after finishing their training and taking the first calls.
· Assisting new agents with complex queries, raising complaints, and taking escalations when required 
· Following the correct procedure regarding handling complaints to make sure they are dealt with by the correct department.
· Identifying vulnerable customers and override appointments

Recruiter at British Gas Cardiff 01.06.2017-31.03.2018

· Handled the recruitment process for the Customer Service role.
· Attracted suitable candidates thorough job search websites, recruitment agencies, social media, employee referrals.
· Analysed CV’s and pre-screened job applicants over the phone		
· Interviewed job candidates and assessed their skills and knowledge during the assessment centre.
· Completed new employee paperwork.
· Provided recruitment reports to the Operations and HR departments
· Attended job fairs and promoted the company and the new employment opportunities.
· Exceeded weekly targets.

Website Administrator at Sophia Concept 15.03.2014-15.08.2014                  		 
· Uploaded, edited photos, videos, and product description.
· Reviewed or updated web page content or links in a timely manner, using appropriate tools.
· Updated stock levels according to reports received from various departments.
· Maintained the online marketing plan for the website.
· Planed, defined, and implemented website changes. 
· Updated internal databases with key information.
· Collaborated with development teams to discuss, analyse, or resolve usability issues.
· Tracked and analyzed web site usage data.
· Reported technical problems to IT support staff.

Project assistant at Sophia Concept website 1.09.2013-15.03.2014
· Collected information from the company’s departments for the projects.
· Created large database with product features in two languages.
· Calculated prices in different currencies for products according to their features.
· Developed an online configurator for custom made products.
· Developed schedules and tracked project through completion.
	
Sales Consultant at Sophia Concept    15.07.2009-31.08.2013                                                                                                                                                                                       
· Offered expert advice to customers regarding products.
· Processed orders for custom made products.
· Participated at international trade fairs.
· Used the stock management system to log, check, locate and move stock both in and out of the store.
· Managed cash and payment systems in accordance with company procedures and policies

Store Assistant at the family business 2006-2009
· Assisted my parents with the daily activities in running the family shop.
· Kept records of sales and expenditures.
· Monitored stocks and appearance of the store.
· Addressed customer requests or complaints.

EDUCATION
2005-2006 University Alexandru Ioan Cuza, Iasi, Romania- Faculty of Economics and Business Administration
Business Management Course
Important modules
· HR Management, Financial Management, Statistics, Business Communication and Negotiation, Marketing
2001-2005 Gheorghe Rosca Codreanu College, Barlad, Romania
College Diploma- IT & Mathematics
IT Certificate

KEY SKILLS 
· Strong numerical and analytical skills
· Resilient
· Attention to detail.
· Excellent customer service skills 
· Able to work well under pressure and unsupervised.
· Good organisational skills and able to meet deadlines.
· Good team working skills.
· Digital skills- Ms Office Suite, Online platforms-CS Cart, SAP, SPSS

References available on request
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	corina cernat
Re: Operational Control Analyst


Dear Edward Griffith,

I am excited to be writing to you regarding the Operational Control Analyst position advertised on Workday. 

With a passion for numbers and high attention to detail, I have always been drawn to data analysis. I have enjoyed working with high volumes and variety of data to deliver value and effective decision making. 

During my time at British Gas, I have been provided with numerous learning opportunities and direct responsibilities. I have accumulated customer acumen and have a proven track of achieving outstanding customer results through effective ownership and enhanced activities.  I am fully capable of understanding stakeholders’ requirements to develop comprehensive management strategies.

I have great knowledge of all the core in house systems and together with my experience in handling large data, utilising the correct tools, and providing analytical reports to different business departments, I believe to be a suitable candidate for this position. 

I have enclosed my resume that will provide you more insight into my key achievements, skills set and relevant experience. I look forward to hearing from you and discuss my application further.
Thank you for your time.


Yours faithfully

Corina Cernat
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Edward Griffith
Data Breach Manager
British Gas
Leicester
edward.griffith@britishgas.co.uk

	
	












Reflection


Description
	The second part of the assessment for the Professional Career Development consisted in writing a CV and cover letter for a job we wish to apply. During the last lesson we have been provided several examples and given the opportunity to book 1-1 sessions to help us in completing our assignment. I took this opportunity and applied for one of the vacancies advertised in my workplace.

Feelings
	Before I began writing the assignment, I felt content that I will have the opportunity to update my CV and write a professional cover letter that will help me apply for one of the job vacancies advertised internally in my workplace. During the writing of my CV, I felt a bit nervous about filling everything that I thought relevant into the two pages required, but I managed to do that eventually, which made me feel relieved. The difficult part of the assignment has proven to be the cover letter. I found that a bit challenging as I have not been writing one in a long time and I wanted to make sure I included all the skills and experience desired for the job I applied. Once I finished with this second part, I felt optimistic and eager to get my feedback.

Evaluation
	The thing that did not go as I was hoping initially was the fact that I did not manage to book a 1-1 session with the lecturer to ask for potential feedback on my work. I also had to spend a bit more time on writing the cover letter than I would have expected. One thing that went well was that I had minimum adjustments to do on my CV and as a result I could focus more on the cover letter.

Analysis
	The reason why I did not get to book a session with my lecturer was because I did not plan properly. During the week I could have done it, I also had to complete another assignment for a different module, and I realised I was a little bit behind with my schedule. Although I could not benefit from getting feedback on draft, I tried to use my previous work experience as a recruiter to help me in delivering a professional CV and cover letter. 
	Having been employed for the last six years by the same company proved to be an advantage when it came to updating my CV, as I only had to do few improvements. That gave me more time to create a cover letter suitable for the role I applied. I have decided to personalise it for the hiring manager and included the company’s logo, but also my work email address to be easier to provide me with feedback on my application. I have tried to make the cover letter as concise as possible whilst emphasising my analytical and digital skills.

Conclusion
	After completing this last assessment, I realised it is important to always keep your CV updated and be ready to apply for when a desired role becomes available. It is also recommended to spend the right time on making sure every information included is going to increase your chance of being employed and progress in your career. As per the cover letter, it is crucial that we highlight the skills needed for the specific role and match against any other job requirements. That is why is indicated to always create a different one for different roles we apply to.

Action Plan
	For the next time I plan to apply for a new job vacancy, whether it is internally or externally, I will make sure my CV will be ready to submit, updated to my present role. I am also planning on spending extra time to learn about the company where the position is available to create a personalised cover letter that will increase my chances of progressing in my career. 
	Regarding any future assignments, I will make sure to use my time more efficiently to accommodate any feedback sessions I can benefit from. 
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