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Cover letter

I am writing this in order to show my interest in your vacancy as a Supervisor at your Rushden depot.
My qualification includes a NVQ level 4 from which I have acquired skills such as critical thinking and problem solving, interpersonal relations management, handling conflicts and numerical data processing. I have broad experience as a supervisor, being a supervisor on a large-scale highway project. My skills also include knowledge of all Microsoft platforms, spreadsheets, warehouse databases and programs, including more advanced techniques in IT. Having in consideration my previous job as an Assistant Yard Manager, I was able to see the insights of the managing team and the importance of recruiting the right staff, beside that during my time at Prism I was ask by Quest Employment to oversee their agency staff, making sure that everyone is respecting the company’s policies and that they conduct a good attendance.
 
Taking into consideration that I can speak Romanian and English is a plus as it offers me the possibility to engage more effectively and communicate with the staff. During my early years of work, I can say that I developed my time management and organisational skill as well as being able to multitask efficiently in order to meet my daily targets. I have always shown interest in helping others and offer support where I can. Good problem solving and decision making, trying to overview and see the problem from a different angle in order to make the right decision. I find myself a determined and hard-working person willing to further develop my career.






Curriculum vitae
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Individual passionate about my work, friendly with good time management skills and responsive leading style. Excellent communicator with strong interpersonal skills seeking the position of Supervisor.
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University Of Wales Saint Trinity David / IT Helpdesk Technician (Lv1&2)
September 2021 – Present, Birmingham
            Responsible to provide technical assistance to university staff and students on inbound telephone tech support calls or face to face. Used remote access to perform troubleshooting when needed. Assist students with programs installation and ensure they can continue with their activities. Being responsible for clearing any outstanding tickets that come through our online ticketing service. Preparing and assembling the necessary hardware for the Cloud Computing classrooms and ensure that everything is functional. Creating accounts and setting up computers for new staff.

Quest Employment / Team Leader
July 2021 – September 2021, Rusden
            Responsible for running different departments across the site, leading, supporting and training a team of over 20 people. Using performance management sheet to improve staff KPI and accuracy. Splitting the tasks throughout the team to hit daily targets and even reprioritizing the activities in order to fully satisfy the client. Being a good example for my team by always taking initiative, helping with their duties, and offering them support and guidance.  Using the forecast to plan the resource organize the staff in an effective manner and monitor their performance.
Contractor for Costain / Assistant Manager Yard
[bookmark: _80m0megl6m3e]May 2019 - January 2021, Peterborough
              Responsible for running the yard checking orders, bills, items received, inventory and deliveries for accuracy. In charge of the stores and logistics, maintaining records, reporting relevant information and preparing any necessary documentation. Appointed person for new starters and conducting visitor’s induction, communicating and coordinating with other departments and customers. Booking deliveries and managing the site to comply with the H&S policy.
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Contractor for Hercules / Supervisor
[bookmark: _qapvr1v5dben]June 2018 - May 2019, Alconbury
Supervising a section of the project and daily activities, managing and reporting site development projects. Maintaining equipment and suitable inventory levels. Ensure that all relevant procedures and processes are followed in order to fulfil the company expectations and targets. Proactive decision-making regarding cost and time effectiveness, resulting in company increased profit.
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[bookmark: _r7oinwx5vtl9]University Of Wales Trinity Saint David
[bookmark: _uqfre138cju9]May 2021 - In Progress, Birmingham Learning Center.
Studying modules such as Effective Team Working and Communication, Problem Solving and Decision Making and Digital Skills.

[bookmark: _u3uy0857ab2n]Alexandru Domsa Technological College
[bookmark: _re1qtuma0rpm]September 2011 - June 2015, Alba Iulia, Romania.
Certificate of professional qualification (NVQ) Level 4
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May 2021: VNA & Reach Truck
November 2020: Introduction to Cybersecurity English Cisco Certificate
February 2020: Fire Marshall
September 2019: SSSTS - Site Supervisors Safety Training Scheme
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Good analytical and troubleshooting abilities                      Interpersonal relations management   
In-depth knowledge of hardware and software                   Numerical data processing
Strong customer service                                                       Continuous improvement mindset
Critical thinking and problem-solving                                  Good time management
Able to adapt to different circumstances.
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Languages
	
Romanian - Native
English - Advanced




	[bookmark: _toezivfgpryg]ㅡ
Driving License
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Full UK driving license, 5 years driving experience with zero points.


























Job Specification

Are you an experienced Warehouse Supervisor looking for a new opportunity?

We are looking for an individual who is self-motivated, has excellent attention to detail and is keen to lay roots within a company which are growing year on year. You would be joining an organisation that embraces change, that are positive, curious and respect each other, which we believe enables and empowers individual success in people like you.

We currently have an exciting opportunity to join our Depot Operations team as a Warehouse Supervisor. The purpose of this role is to supervise of a team of warehouse operatives, co-ordinate all activities that take place in the warehouse to ensure consistent achievement of the volume, quality and efficiency targets so that Whistl continues to deliver the highest quality, most cost-effective offering for its customers across all products.

There are two shifts available: Sunday to Thursday 14:00-22:30 and 06:00 - 14:30 or Tuesday to Saturday 14:00 - 22:30.

Key duties for this role, will include:

People and Resource Management
• Plan resource allocation according to volume and throughput to meet Service Level Agreement.
• Coordinate the activities of a team, delegating and prioritising work appropriately.
• Manage staff attendance, conduct and performance in line with company policies and procedures.
• Train team members on induction, to support personal development and/or performance improvement on the team.
• Deputise for the Shift Manager during periods of absence.

Communication
• Brief and debrief team members and colleagues on a daily basis.
• Assist in the development of a strong team culture by building effective relationships with colleagues from around the business sharing information in order to maximise efficiency.
• Communicate appropriately with internal and external customers to ensure they are kept up to date and informed on operational activities.

Process Management
• Responsible for managing arrangements of the unloading and loading of deliveries - goods in/out.
• Adhere to, maintain, develop and regularly update all standard operating procedures in the warehouse in liaison with the Depot Management team.
• Ensure compliance with all internal and external regulatory requirements, including (but not limited to): Safety; Health and Environment regulations; Carriage of Dangerous Goods regulations; and, Data Protection and Information Security regulations.

We would welcome applications with the following skills: Warehouse, Supervisor, Planning, Coordinating, Training, Communication, Process Management, People Management, IT Literate, MS Office, Health & Safety, FLT, Performance Management, Compliance, Leadership, Warehouse Supervisor.

Benefits

Excellent benefits as you would expect from a market leader.

Essential Skills
• Strong verbal and written communication skills in order to disseminate information effectively both internally and externally according to audience and situation.
• Influencing and feedback skills to support people and process management.
• Able to work through and assess issues in a logical way the identify solutions and communicate plans/decisions clearly.
• Able to manage own work in order to meet conflicting deadlines whilst maintaining performance standards and a consistent high degree of accuracy.
• Competent working with Microsoft Excel and Outlook to record and communicate information.
• Able to motivate and develop a team effectively in order to prioritise and organise activities.
• For some Supervisory roles a Fork Lift Truck (FLT) Licence, First Aid, Fire Warden or relevant Health & Safety Training will be required.
• Proactively seeks to identify opportunities for continuous process improvement.

Desirable Skills
• Typically, we would estimate that it would take at least 3 years' experience within a similar environment to acquire the knowledge and skills required for this role.
• Experience of supervising a team including performance management, staff development, disciplinary and grievance, and attendance management.
• Flexible and able to work across different shifts and locations on occasion.

About Company

Whistl are a delivery management company providing efficient, high-quality and competitively priced services across Business Mail, Parcels, Fulfilment and Doordrop Media both in the UK and internationally. Distributing more than 4 billion items annually, we are market leaders in Downstream Access Mail (DSA) services handling over 50% of bulk business mail in the UK.

Whistl is a Disability Confident employer and is committed to equal opportunities for all in all of our employment policies and practices.

Due to the nature of our business, this role may be subject to a basic DBS check
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