Rahima Akther Khanom                                                                             Student Number 1806290

[bookmark: _Hlk531079335]
JOB APPLICATION AND CIRRICULUM VITAE
We have been allocated tasks on recruiting a store manager within our organisation, we have chosen a retail store manager and my role is to explain the job application and show what is required within a Curriculum Vitae which means the “direction of life”.
 A job application is an official form that when filled out it gives the employer a level field of answers to question that are the same to everyone that applies and allows the employer to confirm all the information and check references.
A CV should match those qualities and experience to the job description and ensure you stand out compared to other applicants.
As a manager you would be expected to maximise the turnover and promote sales,
and possess the skills and abilities to match the specification required.

“The profit system is simply a fair and just reward for effort, and it applies to every executive                                                 and every workman”
· 15/11/2018 Ernest Hermann
https://www.forbes.com 

On a CV we Shall be looking for 7 key factors.
· Contact details
· Profile Information
· Education and training 
· Career History
· Key Skills and additional responsibilities
· Achievement’s 
· References

These Key factors will show us as an organization what skills you must contribute towards a store manager, Team work, Commercial awareness, Organisational skills, Confidence and motivation.
You must have relevant experience and an NVQ or equivalent in Retail.
Application forms we believe is fairer, as we do not favour those who know how to write a good CV.
A Curriculum vitae must be short and professional, we shall be looking for -:
· Appearance 
· Layout
· Readability
· Content
Your CV should contain the key requirements which match the job description including the skills and experience. 

As a Manager the we require someone that can work under pressure, be able to identify any barriers that may arise and overcome them, have excellent communication skills in four primary areas.


· Managing time
· Recruiting and supervising staff.
· Building skilled and motivated sales and service teams
· Managing Change

[bookmark: _Hlk531083135]15/11/2018 https://www.monster.com/caree-advice/article/effective-retail-management
Having leadership is a vision, having customer focus will show you can inspire and can motivate others, yet being a manager, it is crucial to be able to budget, problem solve and plan.
managers have the duty to ensure the functioning of a store.

“Success is the result of perfection, hard work, learning from failure, loyalty, and persistence”
-Colin Powell

To find a manager that meets the needs of our business with staffing and operational needs, good organisational skills is a key feature in a manager we would like to employ.
To make a fair assessment our application form would include questions such as -:

· Why choose to be a retail store manager?
· What examples can you show where you have profited in management?
· What information do you have with regards to our company?

Using questions like these would show the knowledge you require to overcome obstacles, show us if you have the potential to have this job and not be inexperienced to take on the role you are unable to do, shows you their interest within our company and background details such as our C.E.O
Also answering questions to check if you have the right to work in the UK is an important check as this could cost our company a fine of up to £20,000 if their visa was to expire.
Criminal record checks are vitally important as you would be working alongside other team members and the public.

Job application forms is the hiring process used to gather accurate information from applicants, inaccurate data can result in termination of their job role even while working.
Application forms will show what the requirements are which makes it easier to match your skills to the job.
[bookmark: _Hlk531083263]15/11/2018 https://www.myworldofwork.co.uk/getting-job/application-forms


Having Internal and External applicants has the pros and cons for example-

	Internal Applicants
	External Applicants

	Cost efficient as you do not have to advertise.
	New working ethos.

	Already known to company.
	Fresh talent.

	Already understand targets and expectations.
	More experienced candidate.

	Will motivate other team members to recognise and be rewarded.
	More growth for company.




From the example of a CV it has shown the appearance and layout is clean and uncluttered it is also having space, and paragraphs.
Your CV should be at least one sided, clear, and enthusiastic.

 [image: ]
 
[bookmark: _Hlk531083326] 16/11/2018 https://www.dayjob.com/content/retail-manager-cv-template-727.htm
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[bookmark: _Hlk531083366] 12/11/2018 https://www.hloom.com/more/sample-questionnaire-templates/

From the questionnaire you can see what the company is wanting from a manager, using the key skills for a manager, being honest, and researching the company would work in your favour.

You may choose to send an attachment cover letter along with your CV.
A cover letter will sell yourself and your application, show your skills and abilities but be concise to what you want them to know about yourself. It should compliment your CV and be brief, but tailor the company, this will show the time and effort you have put into your work and knowledge for your role you are applying for.
Below is an example of a cover letter sample which would give you an idea on how short it should be.
[image: ]
[bookmark: _Hlk531083711]25/11/2018 http://resumecompanion.com/wp-content/uploads/2018/05/retail-manager-cover-letter-sample-download.jpg
As a good manager you should have the desired skills, able to make decisions and have good attitude towards work colleagues yet be serious in achieving success and determination in your field of work. Communication verbally and written is an important factor in having for management as you would be liaising with other clients, delivery for stock control, employees and public.
Making mistakes taking criticism and learning from them would only make you a better manager.
By setting yourself a personal plan it will show you direction to where your goals are and help you to succeed in being a manager, applying for a job application and giving your cv with a cover letter will give different information on each of these subjects which will give you a better chance in succeeding in a managerial role. 
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Retail Manager Cover Letter Sample

Jan.1,2018
Hiring Manager

123 Company Address
City, State, Zip Code
hiring manager@gmail.com

Dear [Hiring Manager’s Name],

Tam writing to apply for the position of Retail Manager at the Westwood branch of
Nordstrom at the Westwood Mall T have worked in etail s a manager since 2010 and have a.
wealth of experience in the fashion and clothing industry. In my current position as a
manager, T have been responsible for over $150K of revemue above and beyond company
projections, and have significantly cut costs for my branch. As a matter of fact, my current
tore has been awarded best branch in Southern Califoria under my supervision.

Beyond simple sales numbers, T have directly trained a large number of new employees and
have shown myself capable of motivating and organizing my team to restock and decorate
our store in a very short time. I maintain friendly relationships with all team members and
‘upper-management and corporate alike, and am often complimented for my friendly and
helpful demeanor.

Between my years of experience, capacity in management, and career achievements, I am
confident I would be a fantastic addition to Nordstrom at Westwood’s management team. If
‘youare so inclined, I would jump at the opportusity to visit you for an interview. Thank you
Tor your ime and consideration of my application.  look forward to hearing back from you at
‘your convenience. Thanks again.

Sincerely,

Your Name
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Contribution   Audit -   Team   Names -   Rahima,   Nazmul,   Shabilah,   Alisha   Assignment   Title :   Professional   career   development     Start   Date   -   31 - 10 - 2018   Completion   Date   - 27 - 10 - 2018      

Task   Name  Start   date  Completion   Date  Team   Member   Name  

Assignment   set  31/10/18  31/10/18  All   of   group  

Identify   roles   in   group  01/11/18  07/11/18  All   of   group  

Research   roles  01/11/18  12/11/18  Rahima    

Preparation   of   presentation  16/11/18  23/11/18  All   of   group        

Type   speaker   notes  18/11/18  25/11/18  Rahima  


