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1. Job Description (Provided by Partner)
Horizon Operations Supervisor – Warehouse 
Horizon Warehouse Centre
Location: Cardiff Bay, Wales CF11 
Description of the Role
We are seeking a reliable and organized Operations Supervisor to support the day-to-day running of a busy warehouse environment. This role focuses on coordinating teams, maintaining efficiency across processes, and ensuring that operational standards are consistently achieved. The successful candidate will play an important role in guiding staff and working as a team, solving problems in real time, and helping to maintain a safe and productive work environment.
Main Tasks and Responsibilities
· Lead a team of warehouse operatives during assigned shifts.
· Monitor daily activities to ensure productivity and accuracy targets are met.
· Identify workflow issues and implement practical solutions.
· Ensure that all tasks are carried out in line with company procedures and safety guidelines.
· Support staff development through guidance, feedback, and training.
· Assist in organizing shift schedules and managing attendance.
· Work closely with other supervisors and departments to maintain smooth operations.
· Oversee the handling, storage, and movement of goods within the warehouse.
· Maintain clear and accurate operational records.
Skills and Experience Required
· Experience working in a warehouse for at least 1 year is essential.
· Previous responsibility for supervising or leading a team.
· Strong communication skills with the ability to motivate others.
· Good organizational skills and attention to detail.
· Ability to make decisions in a fast-paced environment.
· Basic understanding of warehouse systems or willingness to learn.
· Flexible approach to working hours, including shift work.
Experience in Microsoft tools is required.
· Physical strength is required as in this job role you will frequently lift heavy packages up to 49 pounds.
What the Role Offers
· A structured working environment with clear expectations
· Opportunities to develop leadership and operational skills
· Training to support career progression within the company
· A team-focused workplace that values cooperation and efficiency
· Employee benefits such as pension contributions and staff discounts
Application Process
Applicants should submit a CV along with a short statement explaining their interest in the role and any relevant experience.
Salary and Working Hours
· Hourly pay is from £14.50 to £16.50 per hour, depending on experience.
· Full-time roles generally involve 40 hours per week, with overtime opportunities available.
· Shift patterns may include early 07-19:00, late 12:00-19:00, and night shifts 19:00-07:00.
· You will require to commit to do one weekend every 2 weeks.
Apprenticeships and Career Progression
· Access to apprenticeship programme’s in operations, team leadership, and logistics management
· Opportunities to progress into roles such as Shift Manager or Operations Manager
· Support for further education and recognized professional qualifications
· Clear internal promotion pathways based on performance and development
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3. Cover Letter
                                                              Ellie Pavelea                                                                                                                                                                   Newport, Wales                                                                                                                                     elliepav@gmail.com                                                                                                                                              07592897656
                                                                                                          
Dear Hiring Manager,

I am writing to apply for the Operations Supervisor position within your organisation. With more than four years of experience at Amazon, I have developed strong skills in supervising large teams and driving efficiency in high-volume warehouse environments.
I led teams of 15 to over 100 associates, coordinating daily operations, monitoring performance, and ensuring productivity and accuracy targets were consistently met in a safe and efficient manner. I delivered structured stand-up briefings, maintained clear communication across teams, and collaborated with other departments to support smooth operational flow. I also maintained accurate records using internal systems and Microsoft tools.
A key achievement in my role was improving productivity by introducing parcel sortation by size, which enhanced workflow efficiency and increased processing speed while maintaining high safety standards. I consistently identified and resolved workflow issues in real time to minimize disruption and maintain performance. I conducted audits and safety checks to ensure compliance with company procedures, while supporting the training and development of new staff. Maintaining a safe and organised working environment was a priority, and I proactively identified potential hazards and worked with management to address them promptly.
Alongside my experience, I am currently studying for a CertHE in Employability Skills at the University of Wales Trinity Saint David, further strengthening my leadership, communication, and organisational skills. I am also flexible with shift patterns, including weekend work.
I am particularly motivated by the opportunity to lead teams, improve processes, and contribute to efficient warehouse operations. I am confident that my experience and proactive approach would allow me to make a strong contribution to your team.
Thank you for taking the time to consider my application. I look forward to the opportunity to discuss the role further.

Best regards,
Ellie Pavelea

4. CV
Ellie Pavelea
Newport, Wales 
elliepav@gmail.com
07592897656

Personal statement
Operations Supervisor with over four years of experience leading teams in a fast-paced warehouse and logistics environment. Strong communicator with proven ability to motivate staff, manage workflows, and maintain high productivity standards. Experienced in ensuring compliance with safety procedures, maintaining operational records, and resolving workflow issues in real time.  I am currently studying CertHE Employability Skills to further develop leadership, operational, and organizational expertise.

Experience
Jan 2019- Oct 2023   	Amazon DBS2 - Operations Supervisor
  Main responsibilities: 
· Supervised and motivated a team to meet daily productivity targets in a high-volume warehouse environment
· Monitored attendance, workflow, and team performance.
· Worked with Shift Managers and other departments to resolve operational issues.
· Assigned tasks and led daily team briefings.
· Conducted floor audits and machines inspections to ensure compliance with safety procedures.
· Supported training and development of new staff.
· Maintained schedules and tracked working hours.
· Helped improve workflow, identify inefficiencies, and resolve issues in real time
· Ensured the team understood daily production goals.
· Maintained accurate operational records using internal systems and Microsoft tools
· Supported the safe handling, storage, and movement of goods within the warehouse


Education
2025-2026	                     CertHE Employability Skills
                                           University of Wales Trinity Saint David (UWTSD)

2009-2012	                     Romanian Baccalaureate Diploma – Humanities (Philology, English)
 National College “George Coșbuc”, Năsăud, Romania


Skills
IT Skills
· Microsoft Word, PowerPoint, Excel, Outlook
· Experience using warehouse systems and internal operational tools
Core Skills
· Leadership and staff supervision
· Strong communication and team motivation
· Problem solving and decision making
· Time management and organization
· Attention to detail and accuracy
· Customer service
· Conflict resolution
· Health and Safety compliance
· Ability to make decisions in fast-paced environments
· Training and developing employees

Additional information
        • Flexible with shift patterns, including weekends.
        • Comfortable working in physically demanding environments.

Interests
Maintaining an active lifestyle through fitness and health-focused activities. Enjoy cooking and exploring new recipes, walks in nature, and reading to continuously expand knowledge and personal development.

References
Available on request.
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