Administration Clerk Regional Recruitment Services

About us 
THIS JOB IS POSTED BY REGIONAL RECRUITMENT SERVICES LTD, AN INDEPENDENT AWARD-WINNING RECRUITMENT AGENCY WHICH HAS BEEN RUNNING SINCE 2008. WE OFFER PERMANENT, TEMPORARY AND CONTRACT JOBS WITHIN THE COMMERCIAL, CONSTRUCTION, INDUSTRIAL AND ENGINEERING SECTORS. TO VISIT ALL OUR JOBS AVAILABLE ACROSS THE UK, PLEASE VISIT OUR WEBSITE (REGIONALRECRUITMENT.CO.UK).
Job descriptions:

Duties OF ADMINISTRATION Clerk
· Goods in/Goods out reconciliation and system updates.
· Creating orders based on our client requests
· Operating our WMS (Training will be provided)
· Stock problems solving
· Email/Phone communication with our clients.
· Creating and ensuring all paperwork needed for despatches/receipts is correct.
As an Administration Clerk you will need:
· Experience working in a customer service environment (office or retail)
· Experience of using Microsoft Office software
· Excellent written and verbal skills
· Ability to work using own initiative and a sharp eye for details

Why work with us
Location: Leicester, LE3
Pay Rate: £10 per hour
Hours of Work: 37.5 hours per week
Type: Temp - Perm
Start Date: Immediately
You can apply for this position via this announcement. If you would like more details about this opportunity, please do not hesitate to contact our industrial team on 0116 262 3733.


Izabela Mihaela Galeru                                                              Leicester,UK                           
                                                                                               
                                                                                    Izabelagaleru@icloud.com

June 27,2022

Regional Recruitment

Location: Leicester, LE3
Reference: JK010
0116 262 3733.
regionalrecruitment.co.uk

Dear Mr.

I would like to show my interest in the post of Administrative Officer. I am self-motivated, prompt, confident in myself and my skills, eager to always bring more energy and positive aspects to my career, constantly determined to achieve my objectives and always strive to reach my goals. With 3 years of experience as Stock Controller Teams I have the experience to work in a team, but also individually. I have well organized knowledge in answering emails, I have knowledge in working on computer in different programs in preparing work plan, organizing a team, finding problem, and finding a solution.

I would be grateful for the chance to have a chat with you about my application for the post of Administrator and am open to a phone call or interview at your convenient time.
Please find my CV below

Best regards,

Izabela Mihaela Galeru                                                                                                                      

Leicester,UK
izabelagaleru@icloud.com

Skills 
· Shipment tracking
· Computerised stock control
· Customer relations
· Product displays
· Stock-flow management
· Process management
· Quality Control
· Operational improvements
· Hand-held scanning
· Shipping handling
· Performance tracking
· Stock processing
· Stock management
· Records management
· Warehouse operations
· Item shipping
· Picking and packing


 Professional Summary
The talented stock controller devotes a meticulous attention to quality control to help drive operational improvements. Works in collaboration with warehouse teams to improve motivation and morale to increase productivity and improve performance KPI targets. Extremely well-motivated Inventory Controller dedicated to increasing operational efficiency in warehouse environments with diligent stock management and efficient leadership. Uses excellent communication and organizing skills to ensure accurate and timely inventory management, achieving operational goals. Organized member of inventory management team with an understanding of transportation, documentation, and stocking requirements. Dedicated to maintaining smooth flow of goods and comprehensive records. Excels at managing time and collaborating with team members. Hardworking stock handling professional with excellent planning and time management abilities. Completes tasks with attention to detail for accurate, reliable results. Skilled in communication and cooperation to aid team performance. Responsible Stocker with excellent blocking, facing and customer service skills, worker with attention to detail and completeness. Professional team-oriented warehouse used to make shipping and receiving processes more efficient to improve overall efficiency. Hardworking and dedicated with talents in leading and inspiring the team. Energetic individual equipped to work hard in fast-paced, constantly changing environments. Building strong positive relationships with carriers and representatives using communication and coordination skills. Knowledgeable in planning routes and determining shipping methods.
Work history
Stock Control Assistant                                                                      05/2020-Prezent
Bleckmann, Leicester Magna Park
· Located and retrieved requested products on shop floor and in storage areas.
· Maintained high levels of stock quality, implementing procedures to decrease stock damage.
· Updated inventory management systems to improve product availability data.
· - Liaised between purchasing and store teams to deal with stock problems.
· - Optimized the efficiency of warehouse operation by using data provided by hand-held scanners.
· - Controlled expiry dates to properly utilize stock.
· - Managed inventory turns to balance inventory of perishables and minimize shrinkage.
· - Determined cycle count methods to reduce frequency of complete inventory.
· - Adapted to changing requirements and seasonal trends.
· - Investigated missing items, discrepancies, and losses.
· - Monitored inventory availability levels to drive sales and team performances.
· 
· Completed stock counts each day, ensuring complete accuracy Analysed inventory processes and implemented strategic improvements.
· Trained warehouse staff to maintain stock inventory.
· Reduced obsolete stock with detailed data analysis.
· Carefully managed stock locations, selecting best-possible variables and container types to meet storage needs.


Sales Assistant                                                                  02/2018-11/2019

Vodafone Business
Leicester
· Accepted and process cash, check, card, and mobile device payments using POS systems.
· - Offered service with a smile, providing polite and useful suggestions to best meet customer satisfaction needs.
· - Greeted clients and offered support in selecting merchandise, finding accessories, and finalizing purchases.
· - Worked diligently to ensure efficient operations during peak trading hours.
· - Cultivated loyal and profitable relationships with customers, asking open-ended inquiries to assess and address individual needs.
· - Utilized product knowledge, sales skills, and customer relationships skills to obtain substantial profit increases.


·Guarantee a high level of customer satisfactions due to attentive product knowledge and service.

Education 
University of Wales Trinity Saint David Birmingham

A-Levels Certificate in Higher Education Skills for Workplace


