CURRICULUM VITAE
Sofia Martinez
45 High Street, Birmingham, B5 4AA
Email: s.martinez.professional@email.com | Phone: 07700 900123

PROFESSIONAL PROFILE
Results-driven e-commerce professional with three years of hands-on experience managing successful online businesses across Amazon UK, eBay UK, Facebook Marketplace, and Vinted. Proven expertise in inventory management, supplier relations, product listing optimisation, and multi-channel sales operations. Skilled in data analysis, profit calculations, and operational efficiency. Currently pursuing Level 4 Certificate in Business Skills for the Workplace. Seeking to leverage extensive e-commerce and operational expertise in a dynamic Operations & E-Commerce Assistant role.
EDUCATION
Level 4 Certificate in Higher Education Business Skills for the Workplace
University of Wales Trinity Saint David, Birmingham | September 2024 - Present
ESOL Entry Level 3
Adult Education Centre, Birmingham | 2020 - 2021
ESOL Entry Level 2
Adult Education Centre, Birmingham | 2019 - 2020
Amazon Seller Professional Training
2020 - 2021
Comprehensive training in Amazon FBA operations, product sourcing, listing optimisation, and marketplace analytics
PROFESSIONAL EXPERIENCE
Self-Employed E-Commerce Business Owner | March 2021 - March 2024
Amazon UK Seller - FBA Operations
Managed end-to-end e-commerce operations for Amazon UK marketplace, achieving consistent monthly sales growth
Established and maintained professional relationships with UK and international suppliers, negotiating favourable terms and bulk purchasing agreements
Conducted comprehensive product research and data analysis using Helium 10, Keepa, Analyser Pro, and Profit Protector Pro
Analysed supplier spreadsheets, calculating profit margins, ROI, and sales velocity to identify high-potential inventory
Managed complete inventory lifecycle: receiving deliveries, unloading pallets, warehouse organisation, and stock control
Prepared products for Amazon FBA including labelling, quality checks, packaging, and shipment preparation
Created optimised product bundles to increase average order value and customer satisfaction
Processed supplier invoices and maintained accurate financial records
eBay UK Seller - Multi-Category Operations
Operated successful eBay store specialising in new and pre-owned items across diverse categories
Sourced inventory through UK auction houses and wholesale suppliers
Conducted detailed product inspections and created comprehensive listings with accurate descriptions and specifications
Managed customer enquiries, provided excellent customer service, and maintained positive seller ratings
Handled complete order fulfilment including packaging, labelling, and dispatch coordination
Multi-Platform Sales Management
Successfully operated sales channels across Facebook Marketplace and Vinted
Adapted sales strategies to suit different platform requirements and customer demographics
Coordinated logistics and customer communications across multiple channels efficiently
KEY SKILLS
E-Commerce Platforms: Amazon Seller Central (Advanced), eBay Seller Hub (Advanced), Facebook Marketplace, Vinted
Data Analysis Tools: Helium 10, Keepa, Analyser Pro, Profit Protector Pro, Microsoft Excel (Advanced)
Software: Microsoft Office Suite (Word, Excel, PowerPoint), Google Workspace (Docs, Sheets, Drive)
Operational Skills:
Inventory management and stock control
Supplier relations and negotiation
Product listing optimisation
Multi-channel sales management
Warehouse operations and logistics
Customer service and communication
Financial management and invoicing
Data analysis and profit calculations
LANGUAGES
Portuguese: Native/Fluent

English: Intermediate (ESOL Entry Level 3 qualified)
KEY COMPETENCIES
E-commerce operations and marketplace dynamics
Analytical thinking and data-driven decision making
Organisation and time management
Attention to detail and quality control
Problem-solving and adaptability
Self-motivation and initiative
Customer focus and relationship building
REFERENCES
Available upon request


COVER LETTER

Sofia Martinez
45 High Street
Birmingham, B5 4AA
s.martinez.professional@email.com
07700 900123

15th October 2025

Hiring Manager
Locks and Screws Limited
Stechford
Birmingham
England

Re: Application for Operations & E-Commerce Assistant Position

Dear Hiring Manager,

I am writing to express my strong interest in the Operations & E-Commerce Assistant position at Locks and Screws Limited. With over three years of comprehensive e-commerce experience managing successful operations across Amazon UK and eBay UK, combined with my current studies in Business Skills for the Workplace, I am confident that I possess the practical expertise and proactive approach required for this role.

My experience directly aligns with your key requirements. I have extensive hands-on experience managing eBay listings and sales, having successfully operated an eBay store for three years. I am thoroughly familiar with the eBay Seller Hub platform, product listing optimisation, and strategies to maximise visibility and conversion rates. Additionally, my experience with Amazon Seller Central has given me comprehensive understanding of online marketplace dynamics and multi-channel e-commerce operations.

Inventory management has been central to my business operations. I have managed the complete inventory lifecycle, from receiving supplier deliveries and unloading pallets to warehouse organisation and stock control. I personally handled picking and packing orders, prepared products for dispatch, and maintained accurate inventory records across multiple systems. This practical experience has instilled in me meticulous attention to detail and a systematic approach that would directly benefit your operations.

I have established and maintained professional relationships with numerous UK and international suppliers, negotiating terms, processing orders, and managing communications. My experience includes preparing and dispatching wholesale orders, handling billing and invoicing, and maintaining accurate administrative records. I am highly proficient in Microsoft Office applications, particularly Excel, which I used extensively for data analysis, profit margin calculations, and inventory tracking.

Throughout my e-commerce career, I have managed all customer communications, providing excellent service and resolving queries professionally. I have also managed social media platforms for business purposes and understand the importance of digital marketing in driving e-commerce success. My experience has taught me the value of clear, professional communication with both customers and suppliers.

What particularly attracts me to this position is the opportunity to apply my entrepreneurial e-commerce experience within an established company structure. Having successfully managed my own business, I bring a strong sense of ownership, initiative, and commercial awareness. I am now eager to contribute my skills to a growing organisation where I can continue to develop professionally whilst making a meaningful impact on business operations.

I am currently enhancing my business knowledge through the Level 4 Certificate in Higher Education Business Skills for the Workplace at the University of Wales Trinity Saint David, Birmingham campus. As a Birmingham resident, the Stechford location is highly convenient, and I am available to start immediately.

I would welcome the opportunity to discuss how my experience and skills align with your needs. Thank you for considering my application. I look forward to contributing to the continued success of Locks and Screws Limited.
Yours sincerely,

Sofia Martinez


JOB ADVERTISEMENT AND PERSON SPECIFICATION
Operations & E-Commerce Assistant
Company: Locks and Screws Limited
Location: Stechford, Birmingham, England
Job Type: Full-time
Salary: £26,000 - £29,120 per annum
Work Location: In person

ABOUT THE COMPANY
Locks and Screws Limited is a growing business specialising in hardware and security products. We are committed to providing high-quality products and excellent customer service through both traditional and digital sales channels. As we continue to expand our e-commerce presence, we are seeking a dedicated professional to join our team and support our online and operational growth.
JOB OVERVIEW
We are looking for a proactive and detail-oriented individual to join our team as an Operations & E-Commerce Assistant. This is a varied role that will suit someone who enjoys working across multiple areas of a growing business — from managing online sales channels to ensuring smooth day-to-day operations.
KEY RESPONSIBILITIES
E-Commerce Management
Update and maintain product inventory in our internal systems
Manage and update content on our company website
Oversee and optimise our eBay listings and sales
Manage social media platforms and assist with digital marketing initiatives
Operational Support
Pick and pack orders when required
Prepare and despatch wholesale orders efficiently and accurately
Handle billing, invoicing, and basic administrative tasks
Maintain accurate records and documentation
Customer and Supplier Relations
Communicate directly with customers, providing excellent service and support
Respond to customer enquiries promptly and professionally
Liaise with suppliers to ensure smooth order processing
PERSON SPECIFICATION
Essential Requirements
Experience:
Previous office experience is essential
Strong background in administrative roles preferred
Experience demonstrating attention to detail and accuracy in data handling
Technical Skills:
Proficient computer skills, including typing speed and accuracy
Familiarity with Microsoft Office applications (Word, Excel, PowerPoint) is required
Strong organisational skills with the ability to manage multiple tasks efficiently
Personal Attributes:
Excellent communication skills with professional phone etiquette
Detail-oriented with high standards of accuracy
Proactive and able to work independently
Flexible and adaptable to changing priorities
Desirable Requirements
Experience with QuickBooks is advantageous
Knowledge of Google Workspace tools (Docs, Sheets, Drive) preferred
Familiarity with e-commerce platforms, particularly eBay
Experience with social media management
Previous experience in inventory management
Knowledge of warehouse operations
WHAT WE OFFER
Competitive salary: £26,000 - £29,120 per annum, depending on experience
Professional development opportunities in a growing company
Varied role with diverse responsibilities
Supportive team environment
Potential for career progression
WORKING CONDITIONS
Hours: Full-time position
Location: In person at our Stechford, Birmingham office
Start Date: As soon as possible for the right candidate
HOW TO APPLY
If you are passionate about e-commerce and possess the skills outlined above, we encourage you to apply for this exciting opportunity. Interested candidates should submit a comprehensive CV and cover letter explaining why you are suitable for this role.
SELECTION PROCESS
Applications will be reviewed on a rolling basis. The selection process includes:
1. CV and cover letter screening
2. Telephone or video interview
3. Face-to-face interview at our Stechford office
4. Practical assessment
5. Reference checks for the successful candidate
EQUAL OPPORTUNITIES
Locks and Screws Limited is an equal opportunities employer committed to creating a diverse and inclusive workplace. We welcome applications from all suitably qualified candidates.

Application Deadline: Applications accepted on a rolling basis. Early application encouraged.
