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Cover Letter
Dear Hiring Manager,

I am writing to express my interest in the Lead Customer Operations Manager position at Royal Mail. With over ten years of experience in mailroom supervision, facilities coordination, and team leadership, I am confident in my ability to contribute to your operational excellence and transformation goals.
In my current role as Mailroom Supervisor at M&G Investments, I lead a team of four, manage daily operations, and ensure timely and accurate mail delivery. I am proficient in systems such as iTrak, Digital Mail, DHL system and UBook, Recognized with a Star Award and £500 bonus for my impactful role in implementing a digital mail project that enhanced operational efficiency. and I consistently meet performance and safety targets. My previous experience at Marks & Spencer Head Office further strengthened my skills in resource planning, and floor coordination, I received Client Valued Award at Marks & Spencer (via SPS), Awarded a trophy by SPS in recognition of exceptional client service and valued contributions to Marks & Spencer, specifically for my instrumental role in the successful implementation of the UBook system.
I am passionate about creating inclusive work environments, coaching teams to success, and driving continuous improvement. I believe my background aligns well with the responsibilities outlined in the job description, particularly in team leadership, operational planning, and stakeholder collaboration.
Thank you for considering my application. I look forward to the opportunity to contribute to Royal Mail’s continued success.
Yours Sincerely,
Evans Dadzie




Personal statement

A results-driven operations professional with over 10 years of experience in mailroom and facilities management. Proven ability to lead teams, manage resources, and deliver high-quality service in fast-paced environments. Adept at implementing operational improvements, maintaining safety standards, and fostering inclusive team cultures.
Key Skills 
[bookmark: _Hlk213602536]
• 	Leadership & Team Development – Experience supervising staff and coordinating daily operations across departments
• 	Operational Planning & Resource Management – Skilled in resourcing, scheduling, and performance tracking
• 	Safety safety Management.
• 	Communication & Stakeholder Engagement – Strong interpersonal and client-facing skills
• 	IT Proficiency – Microsoft Office Suite, Word document, Excel, iTrak, UBook systems

Achievements 

Star Award – M&G Investment
· Recognized for successful implementation of the Digital Mail Project. Received a certificate and a £500 reward for outstanding performance.
• 	Client Valued Award – Marks & Spencer (via SPS)
Honoured with a trophy from SPS for exceptional client service and valued contribution to the organization.

[bookmark: _Hlk213605078]Education and Training

·      Level 4 Cert HE Business Skills for the Workplace at UWSTD - Feb 2025 till present.
• 	Level 2 Health and Social Care – 2016
• 	Functional Skills in English & Maths – Level 1 – 2016
• 	DBE JSS (Ghana)
Employment History

Mailroom Supervisor
SPS (Outsource Company) at M&G Investments, London Dec 2021 – Present
• 	Supervise a team of 4 staff and manage daily mailroom operations
• 	Liaise with clients and ensure timely delivery of all items
• 	Maintain data accuracy using iTrak; oversee safety and floor checks
• 	Coordinate international and domestic mail processing
Facilities Manager 2
SPS at Marks & Spencer Head Office 2016 – Nov 2021
• 	Managed meeting room setups and floor coordination
• 	Delivered and processed mail using iTrak and UBook systems
• 	Supported operational planning and safety compliance
Messenger
SPS at News UK, Deutsche Bank (6 Bishops Gate & 1 Appold Street) 2015 – 2016
• 	Delivered urgent mail and packages across departments
• 	Managed sorting, franking, and dispatching of mail
• 	Supported meeting room logistics and record maintenance
Support Worker
Chingford 2015
• 	Assisted clients with daily living tasks and budgeting
[bookmark: _Hlk213666523]Volunteering 
Praise Centre Church
• 	Organised venue setup and managed logistics for events and services
DGM Seed Centre
· Organised venue setup and managed logistics for events and services



Language
[bookmark: _Hlk213667069]
I am fluent in both English and Fanti, enabling me to communicate effectively in multicultural environments and build strong relationships across diverse teams.
Hobbies

· Enthusiastic about playing and watching football
•    Passionate reader with a keen interest in personal development and current affairs
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Job Advertisement: Lead Customer Operations Manager
Royal Mail Camberwell DO, London SE5 9JH

Salary: Starting from £50,120 + £2,040 allowance + 10% bonus + pension + 25 days
leave

Contract: Full-time, Permanent
Shift Pattern: Monday to Saturday, 06:30-14:42, with a rolling day off
Aboutthe Role

The Lead Customer Operations Manager is responsible for leading and developing
Customer Operations Managers (COMs) to deliver results across a balanced scorecard
while implementing transformational changes. The role includes:

«  Producingweekly resourcing plans

«  Ensuring safety tasks and fleet management are completed

«  Leading delivery teams and ensuring smooth operations

«  Coachingand supporting COMs to meet performance targets

«  Partneringwith Trade Unions to drive performance improvement

Person Specification|

«  Strongleadership and team development skills

«  Experience in operational planning and resource management
+  Excellentcommunication and stakeholder engagement

«  Abilityto manage safety, compliance, and performance metrics

. Commitment to inclusivity and Royal Mailvalues




