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CURRICULUM VITAE
 https://www.linkedin.com/learning/?u=77966930

PROFESSIONAL PROFILE 
A highly organised and reliable individual currently completing a Certificate of Higher Education in Business Skills for the Workplace. Brings valuable experience in warehouse operations and admirative support roles, with strong attention to detail, time management, and adaptability in fast-paced environments.
Bilingual in Spanish and English, with excellent communication and problem-solving skills. Actively seeking an entry-level position where I can contribute as a team player and grow professionally.

EDUCATION 
Certificate of Higher Education – Business Skills for the Workplace 
University of Wales Trinity Saint David | Expected Completion: November 2025
Key areas: Communication in Business, Employability, Microsoft Office Skills, Time Management, Problem solving, Critical Thinking.
GCSE – Grade 4 
Achieved 2022 in Burton and South Derbyshire College 

WORK EXPERIENCE 
Job&Talent  | Warehouse Operative | Waterstones | Nov 2021– 2023 
· Picked and packed goods accurately to meet daily targets and deadlines 
· Maintained stock levels and performed quality checks 
· Worked independently and as part of the team
· Trained and supported new team members 
· Demonstrated flexibility with shift and strong time management  

AM2PM |Administrator in Stock Control | Boots Warehouse | Jul 2021 – Oct 2021

· Managed stock inventory using Excel and internal systems (SAP)
· Entered data accurately and tracked lost stock 
· Adapted new team members and collaborated with different departments
· Developed new administrative skills in a professional setting 
Warehouse Operative 
Single Resource | Aug 2015 – Jan 2017
· Met strict daily deadlines and productivity targets 
· Worked in fast—paced teams to ensure timely dispatch 
· Remained reliable and flexible with shift and workload 
· Maintained high attention to detail in order processing 

Additional Information 
· Languages: Native Spanish, Intermediate-High English (B1-B2 level)
· Technical Skills: Microsoft Word, Excel, Outlook; basic data entry systems 
· Ongoing interest in stock control and administrative roles
· Strong interest in stock control and administrative roles 
· Adaptable, proactive, and eager to develop further in a business environment 
· Excellent attention to detail and accuracy levels 
· Strong analytical skills
· The ability to effectively deal with, and resolve problems
References
Warehouse operative; (Single Resource, Job&Talent) contact number: 07779978873 contact email: Waterstones@jobandtalent.com  
Warehouse administrator; AM2PM contact number: 01283807819 contact email: burton@am2pm.uk.com 







COVER LETTER
I am writing to express my interest in the opportunity for an entry-level position in stock control or administration within your organisation. I am currently completing a Certificate of Higher Education in Business Skills for the Workplace, where I have developed key employability skills including communication, Microsoft Office use, problem-solving, and time management.
With several years of hands-on experience in warehouse and administrative environments, I have gained confidence in managing stock, using Excel for data input, and working effectively under pressure. My most recent role including support stock control processes, introducing data into systems, and even training new members. I pride myself on being reliable, adaptable, and fast to learn in high-paced settings.
Being bilingual in Spanish and English allows me to communicate effectively with diverse teams and contribute to a positive work environment. I enjoy working both independently and collaboratively, and I am eager to grow further in a profession business environment.

Thank you for considering my application. I would welcome the opportunity to contribute to your team and further discuss how my skills align with your organisational needs.

Yours sincerely,
Joseline Dayanara Cedeno Pincay 
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Job details
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The Role

As a Customer Inventory Administrator, you will
playa key role in maintaining stock integrity,
ensuring allinventory is accounted for.

‘You will be responsible for cycle counting activities,
investigating and reconciling stock issues in ine
with procedures, and providing accurate, timely
reporting to both management and customers.
Adhering to company health and safety procedures.
and attending briefings, you'llensure a safe and
efficient working environment, as well as accuracy
across allinventory activities.

Additionally, you will:

- Set up and maintain stock files and warehouse
locations

- Ensure all processes run smoothly to meet agreed
KPlsand deadiines

- Uphold strong standards of compliance and
safety, and report any near misses

- Prepare stock reports as requested by
management and customers

- Assist with designated warehouse relocation
projects
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About You

To be considered as a Customer Inventory
Administrator, you will need:

- Previous inventory andjor stock control
experience

- Anawareness of KAIZEN principles

- Excellent attention to detail and accuracy levels
- Good working knowledge of Microsoft Office

- Strong analytical skills

- The ability to effectively deal with, and resolve,
problems

‘The closing date for this role is 30th October 2025.

Other organisations may callthis role Inventory
Administrator, Stock Control Administrator,
Warehouse Administrator, Logistics Administrator,
Stock Controller, Supply Chain Administrator, or
Warehouse Support Administrator.

We thank all applicants for their interest, however,
only those under consideration will be contacted.

‘Yusen Logistics is an equal opportunities employer
that encourages applications from all suitably
qualified and eligible applicants regardiess of their
personal circumstances. We make our recruiting
decisions solely based on skillset and experience.
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Warehouse Support Administrator.

We thank all applicants for their interest, however,
only those under consideration will be contacted.

‘Yusen Logistics is an equal opportunities employer
that encourages applications from all suitably
qualified and eligible applicants regardess of their
personal circumstances. We make our recruiting
decisions solely based on skillset and experience.
Diversity allows us to create an inclusive:
environment where our employees can strive and
grow their potential.

S0, if you're ready to take the next step in your
career asa Customer Inventory Administrator,
please apply via the button shown. This vacancy is
being advertised by Webrecruit. The services
advertised by Webrecruit are those of an
Employment Agency.

Job Types: Full-time, Permanent

Pay: £26,280.07 per year

Work Location: In person




