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2. Job Description

Job Title: Logistics Coordinator / Transport Coordinator
Location: Unitmovements, United Kingdom
Job Type: Full-time, Permanent
Salary: £30,000–£38,000 per year, 
Hourly rate: £13hr 48hr per week.
Job Description
Unitmovements is looking for a reliable and organized Logistics Coordinator to manage daily transport operations and ensure the efficient movement of goods. The successful candidate will coordinate deliveries, communicate with drivers and customers, monitor shipments, maintain accurate records, and ensure all logistics activities are completed safely and on time.

Key Responsibilities
· Planned and organized daily transport activities.
· Coordinated with drivers, customers, and suppliers to ensure smooth operation.
· Maintain accurate operational records and documentation.
· Monitored delivery schedules and assisted in resolving operational issues.
· Ensured compliance with company procedures and health & safety regulations.
· Supported the team in achieving operational targets and service standards.
· Contributed to improving workflow efficiency and day-to-day operations.

Key Skills
· Logistics & Transport Operations
· Time Management
· Communication Skills
· Teamwork & Collaboration
· Problem Solving
· Planning & Organization
· Data Entry & Record Keeping
· Microsoft Office (Excel, Outlook, Word)
· Customer Service
· Attention to Detail
· Adaptability
· Health & Safety Awareness



3. cover letter                                                             Student Name: Michael Chambers
                                                                                    Address: Cardiff, UK
                                                                                    Email Address: 2233880@student.uwtsd.ac.uk
                                                                                    Phone Number: 07456598591

                                                                                                                                       6 July 2026
Dear Hiring Manager,
I am writing to express my interest in the Logistics Coordinator / Transport Coordinator position at Unitmovements ltd. With strong organizational skills, excellent communication abilities, and a commitment to ensuring efficient day-to-day operations, I am excited about the opportunity to contribute to your team.
I have experience working in fast-paced environments where accuracy, teamwork, and excellent customer service are essential. I am confident in coordinating schedules, maintaining accurate records, communicating effectively with customers and colleagues, and ensuring tasks are completed on time. I am also comfortable using Microsoft Office applications, including Excel, Outlook, and Word, to manage data and documentation efficiently.
I take pride in being reliable, organized, and adaptable. I enjoy solving problems, working collaboratively with others, and ensuring that operations run smoothly while maintaining high standards of health and safety. I am always eager to learn new skills and contribute to improving efficiency within the workplace.
I am enthusiastic about the opportunity to join Unitmovements and believe my positive attitude, strong work ethic, and attention to detail would make me a valuable member of your team. I would welcome the opportunity to discuss how my skills and experience align with your requirements.
Thank you for taking the time to consider my application. I look forward to hearing from you.

Yours faithfully,
Michael Chambers




4. CV
Michael Chambers
Cardiff, Wales
Mobile: 07456598591
Email: kenchambers145@yahoo.co.uk
Alternative Email: Michael.chambers281@yahoo.com

Personal Profile
Reliable and hardworking delivery driver with over 10 years of driving experience and a strong background in customer service, hospitality, and logistics. Experienced in delivering excellent service, planning routes, meeting deadlines, and working independently. A safe, responsible driver with excellent local knowledge, strong communication skills, and a full commitment to customer satisfaction. Looking for a full-time Delivery Driver/Courier position where I can use my driving experience and reliability.

Key Skills
· Over 10 years of professional driving experience
· Route planning and navigation
· Safe and responsible driving
· Customer service excellence
· Delivery and collection of goods
· Time management and punctuality
· Vehicle safety inspections
· Health & Safety awareness
· Excellent communication skills
· Teamwork and independent working
· Microsoft Office (Word, Excel, Outlook)
· Attention to detail

Employment History
Delivery Driver
Unitmovements, Cardiff
February 2017 – Present






5.
Key Responsibilities
· Delivered goods safely and on time to customers.
· Planned efficient delivery routes to meet deadlines.
· Loaded and unloaded vehicles safely.
· Completed delivery paperwork accurately.
· Maintained excellent customer service.
· Carried out daily vehicle safety checks.
· Complied with all road traffic laws and health & safety regulations.
Hotel Manager
RIU Hotel (5-Star), Jamaica
Key Responsibilities
· Managed the day-to-day operation of the hotel.
· Supervised and supported hotel staff.
· Delivered outstanding customer service.
· Resolved customer issues professionally.
· Maintained high standards of health and safety.
Waiting Staff
Ocean Café, Cardiff (February 2015 – March 2016)
Victoria Hotel, Bangor (February 2014 – June 2014)
· Provided excellent customer service.
· Served food and drinks efficiently.
· Worked effectively in busy environments.
· Maintained cleanliness and food safety standards.

Education
High School Education
Jamaica

Driving Licence
· Full UK Driving Licence (Category B)
· Over 10 years of driving experience
· Clean driving licence
· Comfortable driving vans and cars
· Excellent knowledge of UK road safety regulations

Additional Information
· Professional drummer
· Enjoy playing football
· Honest, reliable and hardworking
· Flexible and available for immediate start
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