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Module Name: Professional Career Development

Module Code: BMSW4012

Student Name: ALINA STEFANIA CIRSTEA

Student Number: 2519335

Lecturer: SCOTT JAMES

Deadline: MONDAY 6th JULY 2026 23.59PM


1. Job Description:Assistant Manager (Trainee)
(The Old Lantern — Swansea)
Job Title: Assistant Manager (Trainee)
Company: The Old Lantern
Location: Swansea, UK
Contract Type: Full-time
Salary: £35,000 per year

About the Company 
The Old Lantern is a vintage-style coffee chain known for its cosy atmosphere, friendly service, and handcrafted drinks. As we open a new cafe in Swansea, we are looking for someone motivated, friendly, and ready to learn. No experience is needed we will train you step by step.

Key Responsabilities
• Help the Café Manager with daily tasks
 • Support with staff training and simple team coordination 
• Keep the café welcoming and clean 
• Offer friendly and helpful customer service
 • Check stock levels and assist with ordering supplies 
• Follow safety and hygiene rules
 • Learn café operations to grow into a future manager role




Essential Skills and Requirements
• No experience required — full training provided 
• Good communication and people skills 
• Positive attitude and willingness to learn 
• Ability to stay organised and manage simple tasks 
• Reliable, punctual, and attentive 
• Comfortable working in a busy environment 
• Flexible with working hours (weekends/shifts)
Desirable Skills
• Any experience in hospitality or customer service
 • Interest in leadership or helping others
 • Passion for coffee and vintage café culture 
• Basic understanding of café routines


















2. Cover Letter
                                                                                                  Alina Stefania Cirstea
                                                                                                     3 Wyngarth Swansea                                       
                                                                                  Email: alinacirstea91@gmail.com 
                                                                                                    Phone: 07946070283
Hiring Manager 
The Old Lantern 
                                                                                                                     3/07/2026
Dear Hiring Manager,
I am writing to apply for the position of Assistant Manager (Trainee) at The Old Lantern in Swansea. I am very interested in this role because I enjoy working with people, I learn quickly, and I would love to grow within a vintage-style coffee shop environment.
All my previous jobs have involved working directly with people, where I needed to stay organised, manage different tasks, and keep a positive attitude. I have experience coordinating small teams, helping new colleagues learn their duties, and supporting customers with empathy and patience. I am a sociable and friendly person, and I enjoy creating a warm atmosphere around me. At the same time, I know how to be serious, focused, and strict when the situation requires it.
I believe these qualities make me a strong match for this role. Even without café experience, I am confident that my communication skills, my ability to stay calm in busy moments, and my natural way of connecting with people will help me perform well. I am motivated to learn all café operations and grow into a future manager role with your guidance.
Thank you for considering my application. I would be happy to discuss my suitability further in an interview.

Yours sincerely,
 Alina Stefania Cirstea



3. CV
Alina Stefania Cirstea
Swansea
Alinacirstea91@gmail.com
07946070283
Personal Statement
I am a friendly, organised, and motivated person with strong communication skills and experience working directly with people. In all my previous roles, I have coordinated small teams, supported new colleagues, and helped customers with empathy and patience. I enjoy creating a positive atmosphere, staying calm in busy moments, and keeping tasks well organised. I am ready to learn café operations and grow into a future manager role at The Old Lantern.
Key Skills
· Communication skills — confident, clear, and friendly when speaking with customers and colleagues
· Team coordination — experience guiding small teams and helping new staff learn
· Organisation — able to keep tasks, spaces, and routines in good order
· Customer service — patient, sociable, and attentive to people’s needs
· Calm under pressure — able to handle busy moments with a positive attitude
· Empathy and social skills — good at understanding people and creating a warm atmosphere
· Adaptability — quick learner, flexible, and motivated to grow

Employment History
Cashier Sports Betting Shop
Dates: 2014 – 2016 
Processed payments, payouts and betting slips with accuracy and responsibility
· Assisted customers with placing bets and explained available betting options
· Maintained a calm and professional attitude in a fast‑paced environment
· Ensured compliance with company policies and responsible gambling guidelines
· Handled cash securely and balanced the till at the end of each shift

Sales Assistant and Cashier Clothing Store
Dates: 2016 – 2018 
Provided friendly and personalised customer service, helping clients choose clothing and footwear
· Operated the till, processed payments, handled returns and exchanges
· Maintained store presentation, organised stock and ensured product availability
· Assisted with daily sales targets and supported team members during busy periods
· Ensured a clean, welcoming and well‑organised shopping environment
Care Assistant / Support Worker – Heart of Wales Care Ltd
Dates: September 2018 – August 2021
· Delivering high-quality care to residents
· Building positive relationships with service users
· Ensuring comfort, dignity, and safety at all times
Care Assistant / Support Worker – Medigig Health Care Services Ltd
Dates: August 2021 – April 2022
· Supporting vulnerable individuals in daily tasks
· Monitoring health and wellbeing
· Following care plans and safety procedures
Care Assistant / Support Worker – Saint Camillus Limited
Dates: October 2021 – February 2024
· Providing personal care and support to residents
· Assisting with daily activities (washing, dressing, feeding, mobility)
· Maintaining a safe and clean environment
· Working closely with healthcare professionals and team members

EDUCATION

Employability Skills – University of Wales Trinity Saint David
January 2026
Bachelor’s Degree – Constantin Brâncoveanu University, Faculty of Economic and Legal Sciences
2010 – 2014


ADDITIONAL INFORMATION
· Available for full-time work
· Reliable and punctual
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