Karolina Zalyte
Wigston, UK
Phone: 07832157689
Email: Zalyte1999@gmail.com

PROJECT COORDINATOR | PRODUCTION & OPERATIONS
Professional Profile
Results-driven Project Coordinator with hands-on experience managing multiple production projects in a fast-paced Point of Sale (POS) environment. Promoted from Team Leader to Production Project Coordinator within one year, demonstrating strong leadership, organisation, and attention to detail. Proven ability to coordinate workflow, monitor schedules, control costs, supervise teams, and ensure on-time, high-quality project delivery. Known for a positive can-do attitude and a calm, structured approach under pressure.

Key Skills & Competencies

- Project Coordination & Scheduling
- Multi-Project Management
- Production & Operations Management
- Cost Control & Budget Monitoring
- Time Sheet & Production Reporting
- Production Planning & Stock Control
- Team Supervision & Leadership
- Risk, Issue & Priority Management
- Attention to Detail in Fast-Paced Environment
- Working from Technical Drawings
- Microsoft Word & Excel


Professional Experience
Production Project Coordinator
Dimension Development 
2023 – Present
· Coordinate multiple production projects. 
· Monitor project schedules, production stages to ensure on-time delivery.
· Supervise production teams while running several live projects.
· Ensure materials and components are available ahead of upcoming projects.
· Interpret technical drawings to support accurate production.
· Resolve issues and maintain workflow efficiency.
Key Achievement:
Promoted from Team Leader to Project Coordinator within one year.




Team Leader – Production
Dimension Development
2022 – 2023
- Led and supervised production staff in a high-volume environment
- Allocated daily tasks and monitored productivity and quality standards
- Supported project deadlines through effective team coordination

Sales & Customer Service Experience
Various Employers
- Delivered high-quality customer service
- Managed enquiries, orders, and issue resolution

Warehouse & General Duties
Various Employers
- Stock handling, inventory checks, and order preparation
- Followed health & safety procedures

Additional Information
Right to work in the UK
Highly organised with excellent attention to detail
Positive, proactive, and solution-focused

Reference available upon request


Karolina Zalyte. Wigston, UK
Dimension Development 
14 February 2026
Dear Hiring Manager,
I wish to apply for the role of Project Manager, currently being advertised on your company website/Indeed. Please find enclosed my CV for your consideration.
As you can see from my attached CV, I have over three years’ experience in the Point of Sale (POS) production industry, and I believe my proven ability to coordinate multiple live projects, supervise teams, manage production schedules, and ensure on-time delivery make me the right candidate for the role.
In my current role as a Production Project Coordinator at Dimension Development, I have been responsible for coordinating multiple production projects, monitoring schedules and production stages, supervising teams, ensuring materials are available in advance, working with technical drawings, and resolving operational issues to maintain workflow efficiency. During this experience, I have developed strong organizational skills, attention to detail, and the ability to remain calm under pressure in a fast-paced environment. I have also strengthened my communication skills by working closely with production teams and ensuring deadlines, quality standards, and cost controls are met consistently.
All of this with my enthusiasm and dedication, strong project coordination abilities, leadership skills, and structured approach to problem-solving, has helped deliver projects on time while maintaining high production standards.
I am confident that I can bring this level of success with me to your organization and help your company build upon its reputation as a leading provider within the POS industry. With my previous experience and expertise, I believe my contribution will have a positive impact on project efficiency, team performance, and overall operational success.
Thank you for considering my application. I look forward to the opportunity to discuss my application further and demonstrate how I can add value to your team.
Yours sincerely,
Karolina Zalyte

Job Advert 
Junior Project Manager (Training Role)
Reports to Head of Project Managers

Job Type: Full-Time

About the Role:
We are seeking a motivated and proactive Junior Project Manager to join our dynamic team. This entry-level role is perfect for someone eager to learn and grow within a busy, hands-on environment. You will have the opportunity to work across a variety of projects, gaining experience in key aspects of project management and production processes, including screen printing, plastic fabrication, and working with different materials. You will also receive comprehensive training on project management tools such as Sage 50, CRM systems, and communication between multiple departments.

As a Junior Project Manager, you will support senior project managers in delivering projects on time, within scope, and according to client specifications. Your role will involve working closely with internal teams, clients, and suppliers to ensure smooth project execution.

· Assist project managers in the planning, coordination, and execution of projects from inception to completion.
· Gain hands-on experience in production processes, including screen printing, DTM printing, plastic fabrication, and understanding various materials used in production.
· Work cross-functionally with other departments, including production, sales, and design, to ensure timely project delivery.
· Attend and participate in project meetings, taking notes and contributing to discussions as required.
· Identify and escalate any potential issues or roadblocks to senior management in a timely manner.
· Continuously develop your project management and technical skills through on-the-job training and mentoring.
Key Skills & Attributes:

· A keen interest in learning about project management, production processes, and various manufacturing techniques.
· Strong organizational skills and attention to detail.
· Ability to manage multiple tasks simultaneously in a fast-paced, deadline-driven environment.
· Excellent communication skills, both written and verbal.
· Ability to work effectively within a team and independently.
· Proactive attitude, with a willingness to take initiative and learn new skills.
· Basic understanding of project management principles is a plus but not essential.
· A genuine interest in working with materials and learning about screen printing, plastic fabrication, and other production techniques.
· Proficiency in Microsoft Office (Excel, Word, Outlook)


