Alex Morgan

Office administrator

alex.morgan@example.ccom 07700 900123 Leeds

PROFILE

Retail supervisor moving into office administration, with experience coordinating rotas, maintaining Excel stock records
and responding to customer enquiries. Brings careful record keeping and practical experience handing over unresolved
queries to colleagues.

EXPERIENCE
Retail supervisor September 2022 - Present
North Lane Homewares | Leeds

e Coordinated the weekly rota for a 12-person team, recording approved holiday and arranging cover with the manager.
e Updated the Excel delivery tracker and checked discrepancies against delivery notes before escalating them.
e Replied to customer order enquiries by email, recording the agreed next step in the order log.

e Wrote end-of-shift handovers identifying outstanding orders and the colleague responsible for follow-up.

Retail assistant July 2019 - August 2022
North Lane Homewares | Leeds

e Checked click-and-collect orders against collection details and referred discrepancies to the supervisor.

e Processed payments and refunds using the store procedure.

EDUCATION

Level 3 Business qualification September 2017 - June 2019
North Lane College

GCSEs including English and mathematics June 2017
North Lane School

SKILLS
Weekly rota coordination Excel data entry and filtering
customer email replies delivery records
written handovers. Excel: data entry, sorting and filtering.
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