Emily Carter
a: Northampton
t: 07700 900820
e: emily.carter@example.com
Profile
· Transport administrator with six years’ depot-office experience and an earlier warehouse background. Keep driver paperwork, delivery updates and transport records organised through busy daily schedules.
· Confident using Mandata, Excel and Outlook to update job records, investigate missing paperwork and respond to customer enquiries.
· Support driver briefings and debriefs, agency-timesheet checks and records for the Transport Manager.
· Experienced in early and late shifts, with clear handovers to planners, warehouse colleagues and the next office team.
Work history
May 2022 – present
Transport Administrator
Nene Valley Distribution, Northampton
Support a pallet-distribution depot running around 30 daily vehicle departures, working alongside two planners and the Transport Manager.
· Prepare driver packs, check returned run sheets and update completed jobs and delivery exceptions in Mandata.
· Chase missing proof-of-delivery records and reconcile customer queries with drivers and the warehouse team.
· Introduced a daily POD follow-up list; records outstanding beyond three working days fell from 28 to 12 across comparable four-week reviews.
· Provide customers with delivery updates, confirm revised information with planners and record unresolved issues for handover.
· Maintain driver-document and vehicle-service reminders, escalating upcoming dates and missing records to the Transport Manager.
· Check agency timesheets against attendance records; identified and corrected 14 duplicated hours before monthly invoice approval.
February 2020 – April 2022
Transport Office Assistant
Midlands Freight Services, Wellingborough
Supported the afternoon transport-office shift at a regional distribution centre.
· Booked delivery slots and entered collection details into the transport system.
· Checked drivers in and collected route paperwork during debriefs.
· Recorded failed deliveries, shortages and customer requests for planner review.
· Scanned proof-of-delivery documents and matched them to job references.
· Prepared Excel summaries of outstanding paperwork and agency attendance.
· Created a handover sheet for live queries and outstanding collections.
September 2017 – January 2020
Warehouse Operative
Midlands Freight Services, Wellingborough
Worked in goods-in and despatch before moving into the transport office.
· Checked incoming pallets against delivery notes and recorded discrepancies.
· Used handheld scanners to confirm stock movements and despatch status.
· Prepared orders and checked labels against customer paperwork.
· Liaised with the office when goods were missing or damaged.
· Helped keep loading areas organised during busy despatch periods.
· Supported stock counts and investigated location differences with the supervisor.
Qualifications and training
Level 3 Diploma in Business Administration, City & Guilds, 2021.
Mandata user training, 2022; Excel reporting workshop, 2024; drivers’ hours and tachograph administration awareness, 2025.
8 GCSEs including English and Mathematics, 2017.
Interests
Swimming, baking and weekend walks with friends.
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