ARTEM KOLESNYK
Newtown, Powys, UK
Phone: +44 075 13441227
Email: kolesnik.flp@gmail.com

PROFILE
A highly organised and detail-oriented administrator with experience within warehouse, logistics and despatch operations. Skilled in maintaining accurate records, preparing shipping documentation and supporting day-to-day logistics activities in a fast-paced manufacturing environment. Proficient in Microsoft Office and Oracle ERP systems, with experience supporting shipping, inventory and despatch operations, and strong communication, problem-solving and organisational skills.

KEY SKILLS
• Despatch Administration
• Shipping Documentation
• Export Documentation
• Data Entry and Record Management
• Microsoft Excel, Word, Outlook and Oracle ERP
• Logistics Coordination
• Inventory Control
• Customer Service
• Problem Solving
• Time Management
• Team Collaboration

EMPLOYMENT HISTORY
Nidec Drives, Newtown, Powys, UK 					2023 – Present

Administrative Assistant 							2025 – Present
Administrative Assistant (Temporary)					2024 – 2025
Pallet Picker / Forklift Operator 						2023 – 2024
Key Responsibilities:
• Prepare and maintain shipping and delivery documentation.
• Update company databases and maintain accurate records.
• Coordinate with transport providers regarding collections and deliveries.
• Assist with inventory control and stock reconciliation activities.
• Produce reports using Microsoft Excel.
• Prepare shipping documentation using Oracle ERP.
• Assist in the preparation and processing of export and shipping documentation.
• Support the Despatch Department in ensuring customer orders are processed and dispatched on time.

EDUCATION
University of Wales Trinity Saint David
Business and Management Programme (Level 4)
2025 – Present
Expected Completion of Level 4: August 2026

Relevant modules:
• Digital Skills
• Academic Skills
• Problem Solving and Decision Making
• Effective Teamworking and Communication
• Employability and Career Development
• Enterprise and Entrepreneurship

ADDITIONAL SKILLS
• Forklift Truck Licence
• Microsoft Office Suite
• Attention to Detail
• Ability to Work Under Pressure
• Fast Learner
• Accurate Data Entry



ARTEM KOLESNYK
Newtown, Powys, UK
Phone: +44 075 13441227
Email: kolesnik.flp@gmail.com

18 June 2026

Ffion Evans
Human Resources Department
Nidec Drives
Newtown, Powys
United Kingdom

Dear Ffion Evans,

I am writing to express my interest in the Despatch Administrator position within the Despatch Department at Nidec Drives.
Having worked at Nidec Drives since 2023, I have gained valuable experience across different areas of the business, progressing from Pallet Picker and Forklift Operator to Temporary Administrative Assistant and currently Administrative Assistant. This experience has provided me with a strong understanding of warehouse operations, inventory control, shipping processes and documentation requirements.
In my current role, I prepare and maintain shipping documentation, update company records, coordinate with transport providers and support the efficient processing of customer orders. I regularly use Microsoft Office applications and Oracle ERP systems to maintain accurate records and produce reports. I have also assisted with inventory control activities and the preparation of shipping and export documentation.
Alongside my professional experience, I am currently studying a Business and Management Programme (Level 4) at the University of Wales Trinity Saint David. Through modules including Digital Skills, Problem Solving and Decision Making, Effective Teamworking and Communication, and Employability and Career Development, I have continued to strengthen the skills required to perform effectively in an administrative and logistics environment.
I am particularly interested in this opportunity because it would allow me to further develop my career within Nidec Drives while contributing to the continued success of the Despatch Department. I believe my practical experience, organisational skills, attention to detail and knowledge of company processes would enable me to make a positive contribution to the team.
Thank you for considering my application. I would welcome the opportunity to discuss my suitability for the position in more detail and look forward to hearing from you.

Yours sincerely,


Artem Kolesnyk



Despatch Department Administrator
Role Summary
Location: Newtown, Powys, UK
Nidec Drives has an exciting opportunity for a Despatch Administrator to join our established Despatch team in Newtown.
Reporting to the Despatch Department Manager, the successful candidate will be responsible for supporting the efficient operation of the despatch function and ensuring that customer orders are shipped accurately and on time.
Key Responsibilities
To be successful in this role, you will have a good understanding of warehouse, documentation and shipping processes.
You will be responsible for ensuring that all shipments comply with international regulations and company requirements for road, air and sea shipments.
You will liaise with external logistics providers and freight carriers to coordinate shipments and resolve any delivery-related issues.
You will also support continuous improvement initiatives aimed at enhancing operational efficiency.

As a Despatch Administrator, your responsibilities will include:
· Preparing and maintaining packing and shipping documentation.
· Coordinating and verifying that goods are packed in accordance with approved company standards and customer requirements.
· Producing and processing export and shipping documentation.
· Maintaining accurate records and reports relating to shipments, licences and transport documentation.
· Monitoring shipment schedules and ensuring timely dispatch of customer orders.
· Liaising with internal departments including Production, Planning and Warehouse teams.
· Supporting inventory accuracy and general administrative activities within the Despatch Department.

Qualifications and Skills
• Previous experience in a logistics, despatch, shipping, warehouse or administrative role is preferred.
• Good understanding of shipping documentation and despatch processes.
• Ability to work accurately with large volumes of data and documentation.
• Strong organisational skills with excellent attention to detail.
• Ability to work effectively in a fast-paced environment and manage multiple priorities.
• Good communication skills and the ability to work collaboratively with internal departments and external logistics providers.
• Proficiency in Microsoft Office applications, particularly Excel, Word and Outlook.
• Experience using ERP systems, particularly Oracle, would be advantageous.
• Knowledge of international shipping procedures and export documentation would be beneficial.
• A proactive approach to problem solving and continuous improvement.
Further details regarding the role and benefits package will be provided during the recruitment process.

https://moen.nidec.com/en/drives/About-Us/Careers/Current-Vacancies/Job-Descriptions/Despatch-department-administrator



