Onsite Coordinator
Posted 8 February by Capella Professional Recruitment 
Easy Apply
 Salary negotiable
 Castle Donnington, Derbyshire
 Permanent, full-time
 Be one of the first ten applicants
Onsite Coordinator
Job description
Due to continued growth within the company, we are looking to expand our on site team further! Our team based on site at a client in Castle Donnington are looking for not one, but TWO Coordinators!
Working Hours: Monday to Friday 6:00am-2:30pm OR 10:00am-7:00pm
*During peak the successful candidates may be required to work the occasional weekend (for a day in lieu) *
Our salary packages are competitive but negotiable and you be put on a profit related bonus scheme from day 1.
Daily Duties include:
· Check in warehouse staff
· Complete attendance report for management
· Confirm new starters planned for the day
· Complete working planners
· Update KPIs
· Update CRM profiles for candidates
· Confirm new starter details
· Regular presence on the shop floor to help with any queries
· Induct new candidates on site - including show arounds
· Advertise regularly to keep a constant pool of candidates available
· Register new candidates
Why join our team?
· We will look after you
· We will support you
· Our company morals include family values
· Competitive packages
· Additional annual leave days
· Social events with the whole business
· Lie in days for exceptional performance
· & MANY MORE REASONS THAT YOU WILL FIND OUT!
If you are interested, don't wait around... call us now for more information!
Our core office hours are 8:30am-5:00pm


Paulina Andone

8 Moor Street, Burton-on-Trent, Staffordshire, DE14 3SU
Mobile:   07384384794
Email:     familiaetot@gmail.com


 I am a foundation year Business Management undergraduate with management and administration experience in a Limited Liability Company. Enthusiastic and dedicated, with experience in coordinating tasks from idea to successful completion, able to motivate and support the development of others in a company. Energetic and open to new challenges, able to work in a fast-paced environment, always ready to improve and accumulate knowledge, open minded in achieving objectives.


Education

University of Wales Trinity Saint David (2021-present)

CertHE Skills for the Workplace

Modules included Academic and Employability Skills, Digital Skills and Research Methods, Effective Team Working and Communication, Problem Solving and Decision Making, Professional Career Development, and Managing Enterprise in the 21st Century.

High School “Spiru Haret” Moinesti- Bacau, Romania (1999-2003)

Employment

Warehouse Operative (2015-present)

Key Responsibilities

·Having a key role in supporting our store colleagues by making sure orders are assembled accurately
·Picking and manually handling stock
·Maintaining a clear and tidy warehouse and ensure any potential hazards are taken care of safely, quickly, and efficiently.
·Making sure stock is received, stored, packed, and transported according to the highest standards
·Taking ownership for your own and others safety whilst at work
·Using tools provided and training material provided efficiently
·Using Mechanical Handling Equipment efficiently
·Working both independently and as part of a team.
Business Administrator (2006-2015)
Key Responsibilities
· Maintaining the management of the company. Responsible for the company's assets (fixed assets, receivables from the customer but also debts)
· The responsibility of legal development of the economic activity and the realization of the objects of activity.
· Representing the company by verifying and signing official documents instead of the sole shareholder or associates. 
· Keep the official documents regarding the establishment of the company.
· Organizing and managing the company's accounting, taking responsibility for the company's balance sheet, profit, and loss account, guarantees the payment of dividends and ensures their distribution.
· Maintain the register required by law: the journal register, the inventory register, the general ledger, but also a register of associates.
· Convene the meeting of the associates at the registered office and to participate in all the general meetings of the associates. 
· Executive and decision-making role.

Core Skills
· Self-motivation
· Communication skills
· Flexibility
· Capable of working under pressure in a fast-paced environment.

















                                                                                                   
                                                                                                  Paulina Andone
                                                                                                      8 Moor Street
                                                                                                 Burton-on-Trent
                                                                                                        DE14 3SU
                                                                                     familiaetot@gmail.com
                                                                                                    07384384794



David Torrington
Managing Director
Capella Professional
Cubo Offices
Fenchurch House 
12 King Street
Nottingham
NG1 2AS

27th February 2022

Re: Onsite Coordinator

Dear Mr Torrington,

As a previous business administrator, the advertisement for Onsite Coordinator, piqued my interest in this position. Analysing the requirements of the job and the website of your organization, I was delighted to see that I could be compatible with this job, and that my personal strengths and qualifications are in line with your company’s vision.
With a wide set of skills achieved in my previous roles, I believe this will be valuable for your company. In my Business Administrator role, I improved my abilities in coordination and administration, providing a firm base for the Onsite Coordinator position. By focusing on interacting with people, I have developed the skills necessary in a role that involves active communication.
I am motivated by my background and personality, and hopeful to contribute towards your team in the Onsite Coordinator role.
Please review my enclosed resume for a more detailed illustration of my work history and accomplishments.
Thank you for your time and consideration of my candidacy.
Sincerely,
Paulina Andone

