Alex Morgan
Operations Coordinator
Leeds, LS6  ·  07700 900123  ·  alex.morgan@example.com  ·  linkedin.com/in/your-name
Profile
Operations coordinator with six years in logistics and customer service. I plan schedules, fix the problems that stop deliveries going out, and keep customers informed when something changes. Looking for an operations or team leader role where accuracy and calm under pressure matter.
Key skills
1. Scheduling and rota planning for teams of up to 25
1. Excel: pivot tables, lookups, weekly KPI reports
1. Customer complaints: first contact to resolution
1. Stock control and supplier ordering (SAP)
1. Training new starters; writing simple process guides
Employment history
Operations Coordinator  ·  Northfield Distribution Ltd, Leeds	Mar 2022 – present
1. Plan daily routes and driver rotas for 40 deliveries a day across West Yorkshire
1. Cut missed delivery slots from 9% to 3% in 12 months by moving loading to the evening before
1. Handle escalated customer complaints; average resolution time down from 5 days to 2
1. Produce the weekly performance report for the site manager
Customer Service Advisor  ·  Brightline Homes, Bradford	Jun 2019 – Feb 2022
1. Answered 60+ calls and emails a day about repairs, bookings and payments
1. Chosen to train 8 new starters; wrote the team’s call-handling guide
1. Kept a 94% customer satisfaction score across 2021
Retail Assistant (part-time)  ·  Hollis Books, Leeds	Sep 2017 – May 2019
1. Till, stock deliveries and window displays while studying
Education
BA (Hons) Business Management, 2:1  ·  Kingsford University	2016 – 2019
A levels: Business B, English B, Geography C  ·  Westbrook Sixth Form	2014 – 2016
Additional information
1. Full UK driving licence
1. Spanish: conversational
1. Volunteer, local food bank: Saturday warehouse shift since 2021
