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Terrence Henry | Operations Coordinator 

Location: xxxxxxxx 
Telephone: +xxxxxxxxxx 

Email: xxxxxxxxxxxx 

Professional Profile 

A diligent, articulate and detail focused business operations support professional who excels in liaising 
directly with stakeholders of all levels and disciplines, serving as a front-facing ambassador and point of 

contact. 
 
Thrives in pressurised customer focused situations, ensuring strict timescales and quality standards are 
consistently upheld, and adapting to changing demands with pragmatism.  A natural problem solver who can 
be trusted to independently resolve queries and facilitate the flow of information across numerous business 
areas. Possesses bilingual ability in Hungarian and English, robust IT skills, and a keen emotional 
intelligence when building rapport with international stakeholders.  

Core Skills 

• Customer Service 
• Prioritisation & Time Management  
• Record Keeping & Documentation 

• Logistical Planning 
• Rapport Building 
• Data Handling & Reporting 

• Anticipating Requirements 
• Problem Solving  
• Adhering to Deadlines 

Education & Qualifications  
 Business Management Degree, University (2014 – Present) 

o Modules incl. Introduction to Business Studies, Professional Communication Skills, Introduction 
to Retail Management & Marketing, Personal Finance in Context, Business Functions in Context   

 Logistics & Supply Chain Studies / Logistics Executive, (2013 – 2014) 

Career Summary 

2011 – Present  Maternity leave, international relocation and academic study  
 
1998 – 2011   Company 
 
2004 – 2011   Operations Coordinator 
Outline 
Transferred to an entirely office based role in Iraq, primarily concerned with data analysis, report preparation 
and presentation, and the logistical support of a complex and extensive transportation programme 
 
Key Responsibilities 
• Responsible for supporting the LOGCAP III mission by collecting logistical and transportation data from a 

number of operational sites and delegating / overseeing the subsequent administrative tasks  
• Served as coordination point for all communications, reporting and support activities, thereby ensuring 

project deliverables were realised within strict timescales and without undue disruption  
• Contributed to regular meetings / briefings, compiled and reviewed reports for accuracy and compliance, 

and promptly resolved any arising issues 
• Mentored and trained circa 70 staff in the application of reporting procedures  
 
Key Achievements  
• Defined and implemented numerous common processes from scratch; working closely with project 

teams to ensure these were fit for purpose and appropriately communicated / implemented  
• Successfully ensured that all requirements as laid out in initial contract were consistently fulfilled 
• Managed individual projects such as database creation and maintenance (3,900 personnel and 5,600 

assets) and the creation of standardised project documentation  
• Assisted in the creation of deliverable reports thereby ensuring the tracking of personnel and equipment 

became more transparent, contractual reporting was more accurate, and data was kept up to date 
 
 
2003 – 2004   Transportation Coordinator 
Outline 
Secured promotion and relocated to Kuwait at the beginning of the Iraq conflict in order to manage and lead 
a team of five office based transportation administrators 
 

 

Fully editable Word 
version included in the   
Pro Job Hunter Pack 

 
 

           Land your perfect job quickly 

 

Get the Pro Pack 

https://standout-cv.com/products/pro-job-hunter-pack


Page 2 

Key Responsibilities 
• Responsible for collaborating with other internal departments and with outside agencies to define, 

coordinate and fulfil the transportation requirements of high volume cargo operations 
• Received, screened and delegated requests for support to team of direct reports 
• Oversaw the administration of customs clearance and the resource allocation of relevant assets 
• Assisted with project planning, monitoring changes to road network accessibility and preparing required 

documentation to ensure results were achieved within required timescale 
• Maintained accurate databases and issued daily situation reports  
 
Key Achievements 
• Designed a specific projects transportation and cargo movement request process from scratch; making 

operations more centralised, visible, traceable and efficient 
• Built and maintained positive relationships with internal customers and external agencies such as 

commercial and military customers, freight forwarders, transportation companied and port authorities  
• Travelled between central office base and various local sites to troubleshoot arising issues and negotiate 

with key stakeholders (both military and civilian)  
 
 
1998 – 2003   Movement Control Specialist 
 
Outline 
Worked within a team of circa 8 Movement Control Specialists, each covering a particular area of specialism, 
representing the company in its subcontract arrangement with the US Army 
 
Key Responsibilities 
• Facilitated the smooth and efficient transportation of cargo, staff and equipment; using bilingual skills to 

liaise daily with a wide range of military personnel and other relevant stakeholders incl. police 
• From a central office base, received and processed requests for transportation support 
• Ensured the planning and fulfilment of all requirements including coordinating traffic, preparing and 

submitting complex documentation, and utilising specialised electronic movement planning systems  
• Coordinated with other support staff to ensure loading and unloading was carried out compliantly  
 
Key Achievements 
• Compiled and submitted comprehensive reports which tracked the movement of cargo and staff and 

ensured full visibility was maintained throughout area of responsibility at all times 
• Served as an interpreter with a range of host nation agencies and departments 
 
 
1995 – 1998   Company  

Receptionist  
Outline 
Responsible for the provision of high quality customer service and accurate administrative support within this 
small local hotel offering accommodation and hospitality services to an array of multinational guests 
 
Key Responsibilities  
• Received and accurately processed room reservations, greeted arriving guests, allocated rooms, 

coordinated bookings with hotel restaurant and led the general daily operation of the front desk area 
• Served as first point of contact for any arising guest queries or problems; troubleshooting / resolving 

them promptly and with minimal disruption to the guests stay 
• Prepared detailed guest bills invoices, and processed payments via a range of methods 
 
Key Achievements 
• Utilised bi-lingual skills to build and develop productive corporate relationships with foreign clients and 

suppliers; thereby contributing to revenue generation and customer retention  
• Functioned as translator and liaison point between hotel management, US military personnel and the 

United Nations during the period of the Bosnian War when the hotel was subcontracted to them 
  

References available on request 
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