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PROFESSIONAL SUMMARY

Motivated and hard-working First-Year Business Student with a strong foundation in logistics, time management, and hands-on operations gained through roles in warehousing and delivery. Demonstrates a keen interest in sustainable business models, specifically electric vehicle transport networks. Possesses excellent problem-solving skills and a proven ability to work efficiently under pressure in fast-paced environments. Eager to bring operational experience and commercial knowledge to the Operations & Fleet Assistant role.

CORE SKILLS

• Logistics & Route Planning: Experienced in navigating efficient delivery routes and managing schedules.
• Inventory & Stock Control: Skilled in warehouse organization, picking, packing, and data verification.
• Time Management: Proven track record of meeting strict delivery targets and academic deadlines.
• Communication & Teamwork: Ability to collaborate effectively with diverse teams and handle customer interactions professionally.
• Tech Literacy: Proficient in using logistics applications, hand-held scanners, and standard Microsoft Office tools (Word, Excel).

EDUCATION

CertHE Business Skills for the Workplace | University of Wales Trinity Saint David
October 2026 – Present
• Developed a foundational understanding of business structures, employability frameworks, and enterprise planning.
• Conducted a comprehensive business proposal project focused on launching an eco-friendly electric vehicle (EV) taxi company, analyzing market entry barriers and operational requirements.

WORK EXPERIENCE

Delivery Driver | Logistics and Distribution Agencies
January 2025 – August 2026
• Managed daily regional delivery routes ensuring 100% on-time delivery constraints were met.
• Maintained vehicle safety checks and acted as the primary point of contact for customer service on the road.
• Utilized digital navigation and scheduling software to optimize fuel efficiency and time windows.
Warehouse Operative | Regional Fulfillment Center
March 2023 – December 2024
• Processed incoming and outgoing stock securely, ensuring high accuracy in inventory systems.
• Collaborated within large teams to meet hourly picking and sorting targets in a high-pressure environment.
• Adhered strictly to health and safety regulations regarding heavy lifting and machinery operation.
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Hiring Team
Green Mobility Logistics Ltd
London, UK
Subject: Application for the Operations & Fleet Assistant Position
Dear Hiring Manager,
I am writing to express my strong interest in the Operations & Fleet Assistant position. As a First-Year Business Student at the University of Wales Trinity Saint David with hands-on experience in delivery driving and warehouse operations, I am eager to apply my practical skills and theoretical knowledge to your dynamic team.
My previous roles have provided me with a solid understanding of everyday logistics. Working as a delivery driver helped me develop excellent time management and route optimization skills, ensuring that strict deadlines were always met under pressure. Additionally, my time as a warehouse operative enhanced my attention to detail and ability to work effectively within large teams to hit daily performance targets.
Currently, my academic journey in Business Skills for the Workplace is sharpening my commercial awareness. In my previous module, I designed a business proposal for an eco-friendly transport network utilizing electric vehicles. This academic project allowed me to analyze fleet management efficiency and sustainable operations, which directly aligns with your company's forward-thinking goals.
I am highly motivated to bring my background in logistics and my passion for sustainable business management to this role. Thank you for considering my application. I look forward to the opportunity to discuss how my background and enthusiasm can contribute to your operational success.
Yours sincerely,
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Operations Assistant Job Description

Our growing company is searching for experienced candidates for the position of

operations assistant. Thank you in advance for taking a look at the list of
responsibilities and qualifications. We look forward to reviewing your resume.

Responsibilities for operations assistant

Responsible for finished good preparation and inspection

Space Inventory

Loading Dock Deliveries

You have acquired planning and project management skills

You have proven ability to manage a number of workload requests to meet
changing priorities, agreed standards and firm deadlines with great attention
to details

You are familiar with the due diligence process

You have a good command of at |least one additional foreign language

You have experience with customer relationship management (CRM)
platforms

General support with project and team administration, maintaining the
project calendar, coordinating meeting arrangements, document formatting,
and adhoc typing

Collect and/or track other data as required by the project team

Qualifications for operations assistant

Ability to work with minimal supervision and willing to accept new
responsibilities

An extensive amount of walking, lifting, climbing, bending and stretching may
be required to retrieve and file medical records

There may be an extensive amount of walking throughout the facility

A filing ladder may need to be used

This position may require working alone on second or third shift, weekends
and holidays

3 years' office experience, preferably in an industrial manufacturing
environment, is preferred




