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About the job
Full-time, £28,000 - £28,000 per annum	
Ref: 35226	
Salary: £28,000 - £28,000 per annum	
Hours: Full-time	
Contracted Hours: 40.25	
Contract Type: Permanent	
Location: Stafford North Park Business Park, Stone Road, Stafford, ST18 9SE	
Description
Operations Support Coordinator	
Stafford Fulfilment Centre	
The Role	
To support the smooth running of the SFC Warehouse operations, ensuring all operational absence is captured and tracked. To co-ordinate daily operational administration tasks, supporting the Shift Operations Manager with organising and prioritising work coming in via electronic channels.
Shifts 6:00 – 18:00 4 on 4 off	
Salary - £28,000 	
Key Responsibilities
· Responsible for managing operations emails, responding to, filtering, and redirecting emails and escalating any emails that are high profile/ high risk to the duty management/leadership.
· Produce accurate KPI’s daily for the Operational managers ensuring all information is reliable and precise.
· Produce and analyse reports for Managers and distribution Leadership team.
· Manage the absence phone line, taking and returning calls and speaking to colleagues directly regarding absence on shift.
· Update Time & Attendance /performance systems and trackers with colleagues’ absence
· Monitor daily absences via time & attendance system, reviewing any unreported absences to ascertain reason/s, completing paperwork as required. Managing exceptions of colleagues absences.
· Co-ordinate outstanding welcome back to work forms to and from the operational Managers.
· Adhere to GDPR regulations and confidentiality of all colleague information.
· Process paperwork updating relevant trackers with detail and scanning to storage.
· Administrating WLM on behalf of the FLM team.
· Administrating site overtime for colleagues updating trackers and reporting overtime trends
What You Will Bring
· Previous administrative experience within a fast-paced office environment is essential with use of Microsoft Word, Excel, Teams, and email.
· Ability to form collaborative relationships with Operations and support office teams.
· You are a team player, who respects and adheres to our business values and naturally demonstrates our core behaviour.
· You help to create a friendly and supportive working environment.
· Excellent organisation skills and attention to detail
· Excellent communication and customer service skills, including telephone skills and written communication over emails.
· Ability to work on own and organise own workload.
· Excellent organisation skills and attention to detail
· Ability to effectively contribute to a team environment.
What You Will Get In Return
· Competitive pay
· Full-time employment
· Training and development opportunities
· Potential industry qualifications
· Room for career growth within our company
· A generous Total Reward Package, which includes:
· Paid annual leave (22 shifts increasing to 24 after 2 years service.)
· Free on-site parking
· On-site electric vehicle charging.
· A paid day off for your birthday
· An extra paid day off to celebrate a new pet in your family.
· Cycle to work program for tax-free bicycle purchase.
· Enhanced maternity, paternity, adoption, and shared parental leave
· Access to a subsidised canteen, discount in Pets at Home stores and more!
(Note: Benefits are pro-rated based on your contracted hours.)	
About Us	
“We take our inspiration from pets in embracing people from all walks of life, and we value, respect and celebrate difference. We encourage our people to be their best selves so that we can create a better world for Pets, our Planet, and People. Our ambition is to reflect the diversity of the communities we operate in, and we are intentional in addressing and removing barriers to create opportunities for the exceptional talent and potential in our communities. Even if your skills and experience don’t perfectly align, if you think you can make a unique contribution through your values and behaviours, we want to hear from you!”	
Please note that we reserve the right to close this job advertisement prior to the stated closing date if suitable candidates are identified. We encourage interested applicants to submit their applications promptly.
Organisation: Pets at Home	
Date Posted: 14-10-2025	
Expiry Date: 26-10-2025	
About the company
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Retail  5,001-10,000 employees  5,178 on LinkedIn
Since 1991, when we were a wholesaler with a team of just 15, we’ve been focused on getting better every day. By putting pets before profit, working as a team and taking pride in everything we do, we’ve grown into a 451 store network with more than 8,913 colleagues working in our Stores, Grooming Salons, Distribution Centres and Support Office. 	
We are the UK’s leading pet specialist, providing pet owners with all their product needs, as well as our Vets for Pets practices and Grooming salons. We support our colleagues to work with pride and passion, to bring honesty and integrity to work every day, and to do it all with a sense of fun and fearlessness. We never shy away from having the important conversations and doing what we say we’ll do.
Our values and behaviours are practiced daily across the business and are what really makes us an enjoyable, exciting place to work. We're always striving to develop and reward our colleagues with an extensive in-house series of training programmes, wellbeing initiatives and a comprehensive benefits package. In 2018 we were delighted to be voted top 5 in the Great Place to Work UK’s Large category.
Our colleagues are central to the success of the business and are fully trained in pet care and dedicated to animal welfare. Pets are central to everything that we do and 93% of colleagues have their own pets too!
If you like the sound of life at Pets at Home, you can find out more on our dedicated careers site: https://www.petsathomejobs.com/
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A. M.
returns coordinator
07884838848 | alinaroset@gmail.com | Tamworth, Staffordshire, UK 


Career Summary
Dedicated and enthusiastic professional with over 10 years in retail and warehouse roles, skilled in administrative tasks, absence tracking, and report production using Microsoft Excel and email systems. Logical problem-solver who thrives in fast-paced teams, adheres to procedures, and builds collaborative relationships while maintaining confidentiality and attention to detail. Eager to support operational efficiency in pet care environments.

Education and Certification
CertHE Business | UWTSD | Birmingham	January 2025 - Present
Bachelor’s degree | “Blessed Jeremiah" Theological High School	2006

Technical Skills
| Data entry | Lara| Microsoft Office | Spreadsheets | Sage

Work Experience
Returns Coordinator | Scolmore International Group	June 2025- Present
Processing customer returns, ensuring accurate documentation, tracking, and resolution in line with company policies and GDPR regulations.  
Managing email inquiries, filtering and escalating high-priority issues to management while maintaining precise records in tracking systems. 
Producing daily reports on return trends and KPIs using Microsoft Excel, analysing data to support operational decisions.
Handling confidential colleague information with attention to detail, contributing to a supportive and organised operational team.

Picker Packer | Unicrimp, part of Scolmore International Group	January 2023 – June 2025
Picking and packing the products.
Replenishing the location with the right stock.
Moving pallets using fork-lifts.

Personal Shopper | Ocado	August 2020 - January 2023
Picking and packing the products into the right totes, removing the damage items and reporting it to the area coordinator.

Assistant Store Manager | Lee Cooper	November 2019 - July 2020
Handling customer exchanges, refunds and complaints.
Organising staffing, holiday and sickness cover, including absence tracking and rotas.
Managing stocks, labelling, and producing reports on sales trends.

Sales Assistant | Lidl Romania	November 2018- September 2019
Making sure that all stock is on display.
Helping customers to find the right products.
Handling the payment for any purchase.

Sales Assistant |Tobacco Discount	April 2018 – September 2018
Handling customer exchanges, refunds and complaints.
Replenishing the location with the right stock.
Handling the payment for any purchases.

Sales Assistant | Format Lady	September 2015 – November 2017
Handling customer exchanges, refunds and complaints.
Replenishing the location with the right stock.
Handling the payment for any purchases 

Assistant Store Manager | Shop & Go	January 2014 - January 2015
Handling customer exchanges, refunds and complaints.
Organising staffing, holiday and sickness cover, including absence tracking and rotas.
Managing stocks, labelling, and produced reports on sales trends.
Making decisions on stock levels, advertising and promotions.


Professional Development
Forklifts operation | Unicrimp, part of Scolmore Group | Tamworth	April 2025


A. M.
alinaroset@gmail.com 
07884 838848 
Tamworth, Staffordshire, B77 4HQ
15 October 2025
Hiring Manager 
Pets at Home 
Stafford Fulfilment Centre 
North Park Business Park 
Stone Road Stafford, ST18 9SE

Dear Hiring Manager,
I am writing to apply for the Operations Support Co-Ordinator position (Ref: 35226) at the Stafford Fulfilment Centre, as advertised on LinkedIn. With over 10 years of experience in fast-paced retail and warehouse environments, including my recent role as Returns Co-Ordinator at Scolmore Group, I am excited about the opportunity to contribute to Pets at Home's mission of creating a better world for pets, people, and the planet. As a multilingual professional fluent in Italian, Romanian, and Spanish, and a pet enthusiast myself, I am drawn to your values of inclusivity, integrity, and passion for animal welfare.
In my current role at Scolmore Group, I manage email inquiries by filtering, redirecting, and escalating high-priority issues while adhering to GDPR regulations—skills directly aligned with your requirements for handling operations emails and maintaining confidentiality. I produce daily KPI reports using Microsoft Excel, analysing trends to support operational decisions, and coordinate absence tracking by updating time and attendance systems, processing paperwork, and managing overtime trends. Previously, as Assistant Store Manager at Lee Cooper and Shop&Go, I organized staff rotas, handled absences, and ensured efficient team operations, often in high-volume settings where attention to detail and workload prioritization were key. These experiences have honed my ability to work independently while fostering collaborative relationships, creating friendly and supportive environments much like the one you emphasize at Pets at Home.
I am eager to bring my strong organizational skills, excellent communication (including telephone and written), and proficiency in Microsoft Word, Excel, Teams, and email to your team. My track record of producing accurate reports, managing administrative tasks, and contributing to team success makes me confident in my ability to support the smooth running of your SFC Warehouse operations. I would welcome the chance to discuss how my background can add value to Pets at Home. Thank you for considering my application. I am available at your earliest convenience for an interview and can be reached at 07884 838848.

Sincerely, A. M.
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Mock Interview     Sunny Akpabot  
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