Jacqueline Gee
15 Austen Way, Crook, County Durham, DL15 9UT
•07501 409417    • jackiegee@live.co.uk

Personal statement


An educated, informed and competent person with a variety of experience gained while operating within the 2-person delivery sector with a track record of delivering the right products, in the right quantities, to the right location and at the right time. I am organised, process driven, and can develop efficient procedures. As a proven leader I am able to quickly establish clear expectations from staff and do this by demonstrating high standards of work practices and having a safety conscious attitude.
 
A confident, competent, organised individual with extensive skills and experience in organising and maintaining office systems.  Goal driven and pro-active, using own initiative in prioritising of tasks, ensuring timeous execution.  Committed and enthusiastic, embracing change and new challenges. Seeking a more Transport Management role within a reputable transport/logistics company in a pleasant working environment.

After a 10-year break in Transport to seek an alternative career path I was able to gain employment back into the industry 6 years ago where I have achieved so much in such a short space of time. I have made changes at the depots where it has benefitted the business in service levels, customer feedback, vehicle breakdowns, vehicle accidents and I have ensured ‘O’ Licence compliance and the business’s ‘O’ Licence undertakings.
Key Skills 

 
	· Good verbal and written communication skills on all levels
· Strong management and communication skills
· Multi-tasking and prioritising of tasks 
· Consistency and accuracy, paying attention to detail
· Sound working knowledge of Microsoft word, excel, power point, outlook and sage
· Using Initiative to make decisions
· Committed and motivated with a passion for Transport
· Assertive and able to work well under pressure
· National CPC Holder, DCPC Instructor Qualified, Previous ‘O’ Licence Holder
	· Time management - methodical, pro-active planning and coordination of tasks and events 
· Tactful and discrete, maintaining confidentiality
· Results and goal orientated - requiring minimal supervision 
· Excellent team player with the ability to successfully lead a team - friendly and approachable
· Transport Operations - Vehicle maintenance
· Great problem solver with a ‘can do’ attitude
· Responsible for Health & Safety (IOSH Qualified)




Employment History


Suttons Tankers Ltd – Transport Operations Manager                                           January 2022 – Present
Leading an operations team and driver trainers over five depots in the North of England. Responsible for managing, training and driver compliance of 184 drivers over the five depots including Operational support for our Contract Managers whilst reporting to the Regional Operations Director.

· Working with our Health & Safety department I am responsible for site inspections, investigations, SSOW training, Risk Assessments and promoting a positive HSE culture
· Ensure all vehicles are properly maintained; manage the operational and commercial relationship with vehicle repair and maintenance suppliers ensuring service level agreements are adhered to
· Investigating and Resolving issues as they arise including vehicle breakdowns, vehicle incidents and staff accidents, near misses and any customer and/or delivery issues
· Build good relationships with customers which include site audits along with driver behavioural audits
· Responsible for driver, transport planners/admin and operations recruitment which includes following an onboarding procedure
· Lead a team of driver trainers to ensure driver refresher training is carried out along with DCPC, ADR, delivery assessments and FORS training.
· Ensuring company compliance of all relevant road traffic acts and EC regulations currently in force including driving hours. Ensure compliance with ‘O’ Licence compliances.
· Work with various head of departments such as Fleet, Planning, H&S, Training, Payroll, HR and Compliance


Kellars Flooring Ltd – Transport Manager                                                               February 2021 – January 2022
Leading a Transport Team including Fleet and Planning departments over five depots. Carry out review meetings with Directors and connected departments to include policies and processes.

· Lead the Transport Department, ensuring operational KPIs are hit / exceeded, driving through continuous improvement
· Ensure that all legal, safety and audit standards are fully met and exceeded to ensure the compliance of the depot, in all transport related areas
· Engage and lead the transport team
· Ensure all load plans/schedules are accurate
· Action all defects at time of receipt and ensure all servicing of vehicles is completed as scheduled
· Comply with all relevant legislation covering the fleet, ensuring all vehicles are maintained in line with legal requirements (WTD / Driver’s Hours)
· Ensure all health and safety obligations are met providing a legal and safe working environment for all employees that consistently exceed quality standards required
· Control costs in line with budgets looking for cost reductions.
· Work with the planning team to forecast routes which are cost effective to the business. Being involved in cost saving projects, ensuring compliance and KPIs are met.
· Communicate policy changes to drivers – Carry out annual review meeting with drivers including any policy updates – drivers to be given new updates with training and driver declaration sign off


ArrowXL – North East Transport Manager                                                                March 2018 – February 2021
Leading and motivating the entire Northern and Eastern teams over four depots and responsible for looking after 35 vehicles and over 90 colleagues which increase in peak periods which run 6 days a week, I manage service partners in the North East and West ensuring high standards and compliance are met.

· Reporting to the main hub General Manager I am responsible for the day-to-day operations of the outbase depots and service providers.
· [bookmark: _Hlk110341633]Ensuring company compliance of all relevant road traffic acts and EC regulations currently in force including driving hours. Ensure compliance with ‘O’ Licence compliances.
· Managing, mentoring and developing members of the transport team with high levels of engagement.
· Responsible for the recruitment of drivers. I arrange induction training of new employees and I also look after the training of existing staff including CPC training, manual handling, driving re -evaluations and personal development.
· Oversee drivers debrief, including tacho analysis, holidays, rotas, absenteeism, driver appraisals, customer feedback and service levels.
· Identifying operational issues, potential problems and opportunities.
· Resolving and managing delivery queries, property damages, vehicle accidents, customer complaints and failed deliveries courteously and efficiently by investigating incidents fully and discussing issues with customers.
· Taking appropriate disciplinary action where required and aiming to resolve grievances.

Matthew Clark Ltd – Assistant Transport Manager                                            January 2017– March 2018
Working in a busy transport office reporting to the Transport Operations Manager, I was responsible for the overseeing of the day-to-day operations of the company’s fleet of 35 vehicles and 70 employees. This role was to cover maternity leave.

· Plan and organise transport operations with due consideration to all customer requirements, legal obligations and Company objectives.
· Giving drivers a full debrief, including driver reports and driver Infringement reports.
· Responsible for preparing and analysing KPI reports.
· Regularly liaising and supporting warehouse staff, customers and contract managers to ensure a smooth running of deliveries.
· Primary key holder with call out responsibilities and out of hour duties
· Ensuring all vehicles are properly maintained and serviced by liaising with fleet hire agencies and preparing a weekly schedule of vehicles needing Service / MOT and Defects.
· Maintaining accurate administration records of drivers, mates and transport staff including attendance records, appraisals, staff training records, Issuing PPE, updating computer systems regularly, ensure a safe working environment by ensuring compliance with Health & Safety legislation, taking appropriate grievance and disciplinary action where required.
· Enter orders onto the computer’s software, produce pick lists and delivery notes ready for planning, assist the planning department plan cost efficient routes and ensuring delivery time windows are met.
· Debrief drivers upon their return to enable processing of returned PODs, raise any credit notes and return unwanted/damage stock to the warehouse.



Gee’s of Gateshead – Transport (Sole Trader) 		                              1997 – 2007
Starting as an office junior within the family business. I soon worked my way to the operations and transport side of the business, responsible for a fleet of 16 vehicles and 40 members of staff.
· In charge of the day-to-day operations of the business.
· Efficiently managing a team of drivers and vehicles, being the first point of contact for all drivers.
· Fleet Management and maintenance – ensuring all vehicles are legal and road worthy, planned and reactive maintenance is carried out on time, insurance is kept up to date and any incidents recorded/reported as required. 
· Developing and nurturing customer relationships.
· Route Planning of Multi-drop work, Maintaining accurate administrative records.
· Identifying operational issues, potential problems and opportunities.
· Completion of tenders and customer quotations including follow up enquiries.
· Resolving and managing customer queries and complaints courteously and efficiently.
· Compliance with Company obligations regarding working time legislation, operating licensing, Health & Safety and quality.

Professional Experience

· Able to operate effectively in a high-volume service driven transport operation.
· Possessing a good understanding of all relevant legal compliance and fleet controls.
· Full understanding of Transport Operational systems
· Knowledgeable in all process compliance areas including Legislative, Productivity, Quality and Service.
· Comprehensive understanding all of areas of the supply chain.
· Full understanding of transport operational systems.
· Operators background and hold an Operators National Road Haulage CPC.
· FTA Vision, Tachomaster & Convey Trained.
· First Aid & Fire Marshall Trained.
· Strong record of achievement in transport to date with best improved depots in my current role.
· Experience in writing standard operating procedures and risk assessments.
· Train the Trainer Course in Customer Service Training.
· Experience in Personal Injury accident investigations and Vehicle accident investigations.
· Squad Leader Programme including Personal Profile Analysis.
· IOSH Managing Health & Safety Trained
· Project Leader of cost saving and service improvement projects.
· Experience in working with FORS accreditation and DVSA Earned Recognition Scheme

Education



2022                     International Managers CPC (awaiting results)
2022                     Drugs & Alcohol Testing Training (Suttons)
2022                     ADR Awareness Training
2022                     Emergency at Work First Aid (Suttons)
2022                     Fire Marshall Training (Suttons)
2021                     RTITB Driver CPC Instructors Qualification
2021                     RTITB Banksman Instructor Qualification
2020                     Drugs and Alcohol Testing Training (ArrowXL)
2018                     Full DCPC (expiry 2029)
2018                     Emergency First Aid at Work (ArrowXL)
2018                     Fire Marshall Training (ArrowXL)
2018                     IOSH Managing Health & Safety
2017                     Mangers CPC Refresher Course in Freight Transport
2017                     Online Diploma in Operations Manager Certificate
2014                     BTEC Level 2 Warehouse & Storage
2014                     Reach & Counterbalance FLT Certificate
2011                     British Sign Language Level 1 Certificate
2011                     Level 3 National Diploma Certificate in Supporting Teaching and Learning in Schools
2010                     Level 2 Certificate in Supporting Teaching and Learning in Schools
1998                     City & Guilds Operators CPC National Road Haulage
1993                     City & Guilds Quality Assurance Level 1
1992                     GCSE English, Mathematics, Science, History, Geography, Home Economics Grade C’s
Additional Information


I enjoy quality family time, swimming, reading and time out on my motorbike.
I deliver DCPC as a part time Instructor with Driverhire.
Full clean UK driving licence since 1993 including C1 entitlement
My licence includes a full UK motorcycle licence
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