Maria Angelova
Nationality: Bulgarian	(+44) 7496849887	mariangelova11@gmail.com https://www.facebook.com/proﬁle.php?id=1000024780678888
46 Brookside Way, Wilnecote, B77 5lh, Tamworth, United Kingdom
About me:
Friendly and calm personality, easy adaptation to diﬀerent environments. Quick learner, take responsibility, time management skills, priorities.
With a constant aim to improve every day and contribute to better results. With impeccable communication manners.




















[bookmark: WORK_EXPERIENCE][bookmark: Maria_________Angelova][image: ]WORK EXPERIENCE

[bookmark: MEMBERSHIP_SALES_ADMINISTRATOR__________]05/2021 – CURRENT – Tamworth, United Kingdom
MEMBERSHIP SALES ADMINISTRATOR – PARTS PLUS

Answering phone calls and responding by emails to external customers and company branches. Banking reports
Processing credit notes Invoicing
Create WIP for picks in CDK
Processing ISO for NLR, Damage and surcharge from other company branches Order stocks from external companies and place orders in the internal system Help the sales team in front counter
Chasing the orders
Good experience in managing time and prioritizing the work necessary. Daventry, United Kingdom

[bookmark: WAREHOUSE_OPERATIVE_____________________]10/2019 – 05/2021 – Tamworth, United Kingdom
WAREHOUSE OPERATIVE – PARTS PLUS

forklift driver
loaded / unloaded trailers stock check
put - way / picking Daventry, United Kingdom

03/2018 – 10/2019 – Daventry, United Kingdom
WAREHOUSE WORKER – CEVA LOGISTICS

Forklift driver
loaded / unloaded trailers picked and packed
Tamworth, United Kingdom

[bookmark: WAREHOUSE_WORKER________________________]02/2016 – 03/2018 – Daventry, United Kingdom
WAREHOUSE WORKER – XPO LOGISTICS

piked/packed forklift driver stock check
help inventory department

[bookmark: TEAM_LEADER_____________________________]01/2011 – 09/2015 – Kazanluk, Bulgaria
TEAM LEADER – BALKANPAK LTD

Trained new starters
Monitoring the working processes quality control
Stock check
Loaded trailers with necessary goods


[bookmark: EDUCATION_AND_TRAINING][image: ]EDUCATION AND TRAINING

[bookmark: AAT_LEVEL_1_____________________________]10/2017 – 10/2017 – Northampton, United Kingdom
AAT LEVEL 1 – Northampton College

[bookmark: BOOKKEEPING_&_ACCOUNTS__________________]16/11/2017 – 23/11/2017 – Northampton, United Kingdom
BOOKKEEPING & ACCOUNTS – Northampton College

[bookmark: COMPUTERISED_ACCOUNTNS__________________]27/11/2017 – 18/12/2017 – Northampton, United Kingdom
COMPUTERISED ACCOUNTNS – Northampton College

[bookmark: SPREADSHEET_____________________________]21/12/2017 – 23/01/2018 – Northampton, United Kingdom
SPREADSHEET – Northampton College

[bookmark: ACCOUNTING_TRAINING_____________________]27/08/2019 – CURRENT – Birmingham, United Kingdom
ACCOUNTING TRAINING – Osborne Training

[bookmark: BUSINESS_ADMINISTRATION_LEVEL_2_________]05/04/2020 – 23/07/2020 – Floor 1, Q15 Quorum Business Park, Benton Lane, Newcastle upon Tyne , United Kingdom
BUSINESS ADMINISTRATION LEVEL 2 – Vision2learn

https://www.vision2learn.com/


[bookmark: SKILLS_FOR_WORKPLACE____________________]24/09/2021 – CURRENT – Edward Street , Victoria House, Birmingham, United Kingdom
SKILLS FOR WORKPLACE – University of Wales Trinity Saint David


[bookmark: LANGUAGE_SKILLS][image: ]LANGUAGE SKILLS

Mother tongue(s):	BULGARIAN
Other language(s):
ENGLISH



[bookmark: DIGITAL_SKILLS][image: ]DIGITAL SKILLS
[bookmark: My_Digital_Skills]My Digital Skills
Microsoft Oﬃce, Microsoft Word, Microsoft Excel, Outlook, Facebook, Google	Microsoft Oﬃce (Excel PowerPoint Word) - advanced level


Maria Angelova
Administrator
	Contact
Address 
Tamworth,  
Phone 
07496849887
E-mail 
ayiras11@gmail.com
	
	July 9, 2022
Reactive Requitement Services Ltd
RE: Transport Administrator
Hiring Manager
I was motivated to contact you upon learning that Reactive Requitement Services Ltd has an opening for a new Transport Administrator. For several years I have focused my career path and academic pursuits on learning and developing those all-important skills necessary to be great in this type of role. As a personal mission, I strive to empower and improve other's outlook and circumstances.
I believe being genuine and nurturing, along with professional and driven, is an essential combination for people in my field. I possess communication, office administration and time management skills. Additionally, my abilities extend to teamwork and problem-solving with proficiency in collaboration. Working with people from diverse backgrounds has provided me with a deep understanding and awareness of differences in both individuals and organizations. These qualities will help to support Reactive Requitement Services Lad’s mission while reflecting positively on the professionalism and competencies in its employees.
For further details of my qualifications, background, and contributions, please take a moment to review my enclosed resume. I believe that I can successfully be the Transport Administrator you're seeking, and I welcome the opportunity to speak with you at your earliest convenience.
Sincerely,
Maria Angelova
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Transport Administrator-job post

Reactive Recruitment Services Ltd
Tamworth

£12.50- £13.50 an hour - Full-time
Apply now

Job details

Salary

£12.50 - £13.50 an hour
Job type

Full-time

Full Job Description

Reactive Recruitment are currently supporting a distribution company based in Tamworth with
the recruitment of a Transport Administrator.

Rate of Pay

“£12.50PH - £13.00PH (depending on experience)
Working Hours

Monday - Friday,

7:00AM - 15:00PM

OR

14:00PM - 22:00PM

The Role includes

Basic admin Duties

Answering phone as required
Dealing with internal/external emails
Filing paperwork

Checking in drivers

Further training will be given

Required Skills

Use of Microsoft Excel

At least 1 year admin experience

Outstanding Customer Service

Previous transport experience is desired but not essential as full training will be given

Excellent spoken & written communication skills

After a 12 week probation period with the company they will offer the right candidate a
permanent position.

If you think this position is right for you Apply Now or contact Reactive Recruitment
on 01384886111 for more information or email your CV
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Job Type: Full-time
Salary: £12.50-£13.50 per hour
Schedule:

8 hour shift

Day shift
Monday to Friday
Night shift

No weekends

Reference ID: TA2
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