


Job Advert


Role: Office Manager
Salary: £40,000
Location: Alfreton
Type: Permanent

Overview
2Fawcett are recruiting for an Office Manager to join our client based in Alfreton on a full time, permanent basis. The Office Manager will have overall responsibility for the day-to-day operations of the company relative to manufacture and despatch of goods and the role will therefore bring all areas of the business involved in the production together to achieve deadlines.

 Responsibilities of the Office Manager
 * Purchasing & Stock Control
 * Managing all aspects of purchasing administration under the guidance of the Directors
 * Organising a quarterly stock take, and updating all systems
 * Control of supplier tanks/IBC's/Pallets
 * Production Planning
 * Ensuring that all elements of production are planned on a daily basis for the mixing and filling departments.
 * Final check of customer orders, ensuring that all components are available to fulfil the order
 * Overseeing production
 * Ensuring the smooth flow of production, providing solutions, and ensuring that deadlines are met, and goods are despatched in a timely manner
 * Being the 'link' between the office and production to ensure that everything runs smoothly
 * Managing goods in
 * Liaising with suppliers, ensuring deadlines are met and dealing with discrepancies
 * Ensuring that deadlines are met for parcel carriers and hauliers
 * Generating and Issuing export paperwork as necessary
 * Checking the correct pallets are being loaded onto hauliers/paperwork

 Requirements of the Office Manager
 Experience in a similar role essential
 Manufacturing background
 Procurement knowledge
 Effective Negotiation skills
 A confident communicator able to effectively engage and influence suppliers, and colleagues at   all levels of the business






	Yordanka Kancheva
Derby,UK
dani.kancheva1974@gmail.com 
22/10/2022
Current Position: Line Leader
at GXO Nestle
	

	
Summary

In my many years of work experience I have covered all aspects of office work – from cashier and assistant to accountant and manager, dealing with customers and various institutions, answering phone calls and emails, or talking face to face, using generic or specialized software, organizing small events, doing some advertisement, and marketing, all ranging from banking to medical products, a language center, car dealership and a small law firm.
I am highly conscientious and responsible, affable, and honest to clients, but can also be firm. Very used to working in a fast-paced environment and can cope with stress well, have good attention to detail and rarely make mistakes.

	
Experience

October 2022 - Current
Line Leader • GXO Nestle, UK
Receiving, distributing, and accounting for stock and packaging, tracking performance and targets of each team, production planning, organizing the overall workflow.

April 2018 – September 2022
Warehous Operative •  Marks and Spencer, Boots, GXO Nestle, UK
Picking and packing customer orders in a warehouse environment. I consistently met and exceeded targets given.


September 2017 – April 2018
Assistant to Notary • Bulgaria
I typed texts on documents necessary for the transactions of the Notary, copied and scaned documents, brought out and entered in the ledgers confessed transactions and documents, communicated with state institutions in connection with the work of the notary, worked with couriers and court summoners.

October 2014 – August 2016
Accountant • Ral 202, Bulgaria
The company was involved in producing concrete and cement solutions, as well as transport services. I dealt with invoicing, accountancy, tracking payments, dispatch, receiving and organizing customer requests and many other responsibilities

October 2014 – August 2016
Technical Administrator • Stefanov Motors, Bulgaria
I was sorting paperwork needed for selling new and used cars in both home and foreign market. Composed offers and contracts, prepared and tracked payments for taxes and insurance on available cars and uploaded website adverts. Communicated with clients over phone and email.

January 2013 – May 2014
Office Manager - Longman – center for Foreign languages and Computer training - Bulgaria
I organized language and computer courses, worked with lecturers, and communicated with clients. I created and performed various advertising activities - ads on sites, participated in creating my own site, optimized and administered it. Designed brochures and organized their printing.

February 2012 – September 2012
Office Manager - Condor Medical, Bulgaria
The compay traded in medical consumables. I worked a with warehouse program and cash register. I received and fulfilled requests over the phone, from distributors and customers on site from the office. I communicated by e-mail with foreign counterparties - suppliers and customers. Various organizational office activities.

April 1997 – August 2011
Accountant • EIBank, Bulgaria
I started off as a cashier and trained as a supervisor and accountant. In a brief time I assumed responsible positions as the head of a large part of the offices in which I have worked. I have worked with all state institutions as our clients. I am familiar with all bank services, products, and activities.

	
Education
January 2022 - Current
Certificate of Higher Education, Digital skills for the Workplace – UWTSD (University of Wales Trinity Saint David) – Birmingham
Comprising the following modules
· Academic and Employability Skills
· Digital Skills and Research Methods
· Problem solving and Decision Making
· Effective Teamworking and Communication
· [bookmark: _Hlk117349354]Professional Career Development
· Managing Enterprise in the 21st Century

2000 - 2005
Bachelor of Business Adminstration • University of Veliko Turnovo “St. Cyril and Methodius”, Bulgaria
Administration, Law, Economics as main subjects

[bookmark: _Hlk117349118]Languages

· Bulgarian - Native
· English - advanced
· Russian – advanced

	
Skills

•  MS Office package
•  Accountancy software
•  Office equipment
	


• Communication
• Time management
• Leadership
 

	
Interests/Hobbies
· Love reading
· Doing Yoga
· Hiking
· Traveling
	

	
References

Available on request


	











Cover letter
Dear HR manager
I find your Officer Manager role very appealing and believe I am the right candidate for it. I have relevant experience. In my lengthy career I have dealt with anything that such job can throw at me and know how to deal with it quickly and efficiently. I can be a good leader and motivate the staff to achieve ever better results whilst cutting costs on processes that are non-optimal.
I believe that I can improve the relationship with your current customers, as well as to attract new ones. In the language centre I’ve drawn many new customers persuading them that our center is the best and I have been rewarded for it with bonuses.
I can work and problem solve in complicated situations. In fact, I love a challenge and making customers happy, which brings enjoyment in its own. I have shown that I can handle everything I have tried as multitasking is second nature for me. I perceive quickly, even things that are completely unknown to me.
I have a highly developed sense of responsibility towards the work I perform. Respect and loyalty to the people I work with. Exceptional friendliness, positive attitude, and goodwill towards the customers of the companies I was employed by. I approach everything and everyone in my life with honesty and openness. When I worked in the bank, I’ve had many satisfied customers that given to me excellent feedback.
I am tactful in my dealings and have patience to achieve my goals. I respond with a smile and positivity not only to my successes, but also to the challenges placed before me. I am inquisitive and have a desire to improve and update myself in my assigned work. In several of my previous jobs /for example in EI Bank/ as well as in the current one /GXO Nestle/ I have achieved a great promotion by being appointed to an ordinary position and subsequently I have risen to a responsible managerial position.
In my warehouse jobs I have liaised with customers and dealt with all aspects of managing stock such as purchasing, accounting for and distribution as well as keeping within deadlines. In the warehouse jobs, I have consistently achieved the best targets and have been rewarded with employee of the month.
Your Sincerely, 
Yordanka Kancheva




