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TEAM LEADER 
➢ A Team Leader, also known as a Supervisor, is in charge of leading and 

managing a group of employees.

➢ Among their tasks are determining team workloads, educating staff 
members, and ensuring employees work toward company goals and 

objectives.

➢ give a group of people instructions and direction to help 
them reach a specific aim.



DUTIES AND RESPONSABILITY

➢Create and implement a timetable to accomplish goals and objectives, as well as lead his team to 
success.

➢Conduct trainings for his team in order to maximise their potential and offer them with skills that 
will aid in their confidence, communication, and targets.

➢Contributing to the company's growth by building a successful team

➢His  daily activities include problem solving and performance management of the team

➢Care for health, safety and welfare of your people



SKILLS

➢Problem solving and decision making

➢Good organization

➢Emotional intelligence

➢Leadership skills

➢Paying close attention to detail

➢Computer application and other industry-specific software knowledge

➢Experience in training employee

➢Clear, effective communication skills
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STRENGTHS (+)

•Good organization skills;

•Good communications skills;

•Employee training experience;

•Attention to detail;

WEAKNESSES (–)

• Leadership skills;

• Computer literacy;

• Problem solving;

• Decision making

OPPORTUNITIES (+)

•Seek advice from experienced 
colleague;

•Level 2 Certificate in Principles 
of Team Leading;

THREATS (–)

•Health;

•Time management;



C V

➢My contact information;

➢Resume my objective; 

➢Share academic achievements;

➢Mention my awards license and certificate;

➢The most important skills 



COVER LETTER

➢ List my contact information and the employers details;

➢ Address the letter to the hiring manager;

➢ Write the first paragraph to getting his attention;

➢ Explain why I am qualified for this job;

➢ Relate my experience inside the company;
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