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Job Advertisement

Product Coordinator / Buying Admin Assistant
I Love My Job Ltd
Cheltenham
Job details
Pay
· £30,000 a year
Job type
· Permanent
Location
· Cheltenham

Full job description
Recruiter: I Love My Job Ltd Reference: 3114760722 Type: Permanent Salary: £30,000 
Location: Cheltenham, Gloucestershire Description:
· Cheltenham/Hybrid

We're partnering with a well-established, product-led consumer brand with a strong creative vision and a genuine commitment to quality. They're a business where product really matters - and where the people behind it are given the space to grow, contribute and make a real difference. With a collaborative culture, a broad and exciting product range, and a genuine focus on sustainability and ethical sourcing, this is a fantastic opportunity for someone looking to take their next step in a brand that truly takes pride in what it produces.

The Role
Reporting to the Production Manager, you'll play a hands-on role in bringing new products to life - from initial spec right through to delivery. You'll work closely with internal teams and an international supplier base, keeping production on track, on budget and to the highest standards. It's a varied role that touches everything from product specifications and supplier correspondence to compliance, sustainability and scheduling - perfect for someone who loves being close to the product and wants to build real expertise across the full production process.

What you'll be doing
· Defining product specifications including materials, dimensions, print and decoration
· Managing day-to-day correspondence with an international manufacturer supply base
· Coordinating stock ordering - from obtaining quotes and confirming specs through to raising purchase orders
· Formulating and maintaining production schedules to keep projects on track across the portfolio
· Supporting the Production Manager with WIP (Work in Progress) reports, target pricing and margin management
· Working with the Compliance and Technical team to ensure products meet safety, ethical and sustainability standards
· Helping to maintain FSC (Forest Stewardship Council) accreditation and uphold the brand's sustainability commitments

What we're looking for
· Some experience in a production, buying, product development or supply chain coordination role
· Brilliant attention to detail - you take real pride in keeping specs, schedules and reports accurate
· A confident and proactive communicator, comfortable building relationships with suppliers and manufacturers
· Highly organised with the ability to manage multiple priorities and deadlines at once
· A genuine interest in sustainability, ethical sourcing and responsible production
· Commercially aware with a basic understanding of pricing, margins and cost management
· A team player who enjoys working cross-functionally with product, logistics and compliance teams
· Willingness to travel to trade shows and supplier visits in the UK and internationally
This is a brilliant role for someone who's eager to learn, loves variety and wants to grow their career inside a brand that does things the right way - creatively, commercially and ethically. If that sounds like you, we'd love to hear from you.

Diversity & Inclusion: ILMJ values diversity, equality and inclusion and encourages applicants from all backgrounds and identities.










MIRELA FLORENTINA ANGHEL (CV)
Cheltenham, Gloucestershire, GL51 3LU
Mobile: 07366 576767
Email: miraje04@yahoo.com
PROFESSIONAL PROFILE
A dedicated, reliable, and hardworking professional with over 8 years of experience working within manufacturing, hospitality, and customer-focused environments. Experienced in quality control, team supervision, process compliance, stock handling, and working to strict deadlines in fast-paced settings.
A strong team player with excellent organisational and communication skills, able to work independently using initiative when required. Currently studying Business Skills for the Workplace at the University of Wales Trinity Saint David, further developing knowledge in business operations, communication, and project management. Eager to continue developing professionally and contribute positively to a dynamic organisation.
KEY SKILLS
· Production & Manufacturing Operations
· Quality Assurance & Inspection
· Teamwork & Collaboration
· Time Management & Organisation
· Process Compliance & Health & Safety
· Problem Solving
· Attention to Detail
· Stock Management
· Customer Service
· Leadership & Team Supervision
· Written & Verbal Communication
· Continuous Improvement & Learning


EMPLOYMENT HISTORY
Assembly Operator
Kohler Mira Showers, Cheltenham
April 2018 – Present
· Assemble shower products in line with production specifications and quality standards.
· Carry out product testing, inspection, packing, and labelling activities.
· Perform visual quality checks and identify product defects or component issues.
· Ensure production lines are organised and ready for operation.
· Follow strict health and safety procedures, including PPE requirements.
· Maintain 5S workplace standards and support continuous improvement initiatives.
· Conduct equipment checks and report maintenance requirements when necessary.
· Support rework activities to ensure products meet company standards.
Housekeeping Supervisor
Hotel du Vin, Cheltenham
June 2018 – April 2019
· Supervised housekeeping staff to ensure high standards of cleanliness.
· Allocated daily workloads and monitored team performance.
· Conducted quality inspections and resolved customer concerns professionally.
· Assisted with staff training and onboarding of new employees.
· Managed housekeeping supplies and stock levels.
Kitchen Assistant
The Babel Restaurant, Cheltenham
October 2017 – April 2018
· Supported food preparation and kitchen operations in a busy restaurant environment.
· Maintained food hygiene and health and safety standards.
· Managed cleaning and sanitisation of equipment, utensils, and workstations.
· Assisted chefs with food preparation and stock organisation.


Housekeeper
131 The Promenade, Cheltenham
November 2015 – September 2017
· Maintained high standards of cleanliness throughout guest accommodation.
· Carried out routine inspections and reported maintenance requirements.
· Managed linen distribution and stock replenishment.
· Ensured compliance with health and safety procedures.
· Worked efficiently both independently and as part of a team.
EDUCATION
University of Wales Trinity Saint David (Birmingham)
2025 – Present
Business Skills for the Workplace
Modules Studied:
· Academic Skills
· Digital Skills
· Effective Teamworking and Communication
· Problem Solving and Decision Making
· Employability and Career Development
· Enterprise and Entrepreneurship
Theoretical High School "Aurel Vlaicu" (Bucharest)
1996 – 2000
Subjects Studied:
· English
· French
· German
PROFESSIONAL TRAINING & CERTIFICATIONS
2021
· First Aid
· First Aid Awareness
· BHF CPR Training
2018
· Privacy Policy Awareness
· Health and Safety Essentials
· Fire Safety Essentials
2017
· Food Safety & Hygiene
· Food Allergen Training
2015
· COSHH (Control of Substances Hazardous to Health)

LANGUAGES
· Romanian – Fluent
· English – Fluent
· French – Basic
· German – Basic
ADDITIONAL INFORMATION
· Flexible and adaptable approach to work.
· Strong commitment to maintaining high quality standards.
· Comfortable working independently and as part of a team.
· Keen to learn new skills and undertake further professional development.







Cover Letter
Mirela Florentina Anghel

Company address: Cheltenham
Date: 22 June 2026

Dear Hiring Manager, 
I am writing to express my interest in the Production Coordinator position. The opportunity to join a creative, product-led business with strong commitment to quality, sustainability, and ethical sourcing is particularly appealing to me, and I am excited by the prospect of contributing to a brand that values both innovation and responsible production.
In my previous experience and through my university studies, I have developed strong organizational and communication skills. I am comfortable managing multiple tasks, working to deadlines, and ensuring that work is completed accurately. I take pride in being reliable, detail oriented, proactive and happy to be working with different people to achieve a common goal. 
I am particularly drawn to this role because it offers the opportunity to gain hands-on involvement across the full production process, from product specification and supplier communication through to compliance and sustainability initiatives. I enjoy learning new skills and I am always willing to take on new challenges.
The company’s focus on sustainability and ethical sourcing strongly resonates with my own values. I would welcome the opportunity to contribute to a business that takes pride in manufacturing high-quality products responsibly while continuously seeking ways to improve its environmental and ethical impact.
Thank you for considering my application. I would welcome the opportunity to discuss how my skills, experience, and enthusiasm align with the requirements of the role. I look forward to hearing from you.
Yours sincerely,
Mirela Anghel
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