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Skills Profile

Strong IT skills with a solid working knowledge of EPOS systems and applications in the Microsoft Office suite

Proven organizational and administrative proficiency, including the efficient prioritization of tasks

Friendly, approachable personality with impeccable customer service skills

Eager to learn and quick to acquire new skills

Ability to work accurately and efficiently under pressure 

Confident and clear presentation of information in a variety of formats

High level of numeracy and literacy

Education and Qualifications

Professional Skills Test September 2003

Word


90%

Excel


92%

Access


92%

Typing Speed 

50wpm

Data Entry 

6300cph

Nottingham Trent University – Nottingham, England

Year 1 BSc (Hons) Physics & Computing for Sciences

Parkstone Grammar School – Dorset, England

(Academically selective High School with examination results in top 5% nationally)

A-Level in Physics, Chemistry, Music, General Studies, Mathematics, Applied Mathematics

(Equivalent to High School AP / College Prep classes)

GCSE (A* - B) in English, English Literature, Mathematics, Double Award Science, Business Studies, German, History, Graphic Products, Music

(5 GCSEs at Grade C is equivalent to a High School Diploma)

Employment History

Account Executive

Youtalktoomuch Communications





September – To Date

Working with existing customers to improve their telephone system, generating new prospects and solving their telephony needs.  Liaison with technical and operations departments to ensure solutions are provided in a timely manner.
Showband Musician

Comeawaywithme Cruiselines





March ‘05 – May ‘05

Playing saxophone, flute and clarinet as part of a 7 piece band aboard the De/Az Elation, backing Las Vegas-style production shows with click track and guest performers, and also live sets as required.

Residential Lettings Administrator

Toenail & Rancid Estate Agents





April ‘04 – March ‘05

Responsible for sourcing rental property and new tenants, liaison with landlords, tenants, local government and tradesmen, referencing of new tenants, administrative duties, preparation of legal documents, audiotyping, viewings on properties, key processing and storage, running the office at weekends, implementing client database, collecting rent, dealing with maintenance issues and overdue rent.  Keyholder.

Temporary Assignments

FUBAR Personnel






September ‘03 – March ‘04
Including reception, office administration, works order generation, typing, purchase and sales invoice processing, data entry, filing, photocopying and customer service.

Drawing Office (Engineering Dept) Administrator

Magic Engineering Limited





March ‘03 – September ‘03
Entry of new parts and subassemblies into in-house database, generation and distribution of new machine specifications, modification of existing machine specifications, distribution of change details to parts, subassemblies and machines, pulling and marking 3rd angle orthographic projection drawings for manufacture. Liaison between Sales and Production Control departments regarding changes, parts and manufactured parts.  Filing of specification information and microfilm drawings of existing parts.  Reception training on in-house multi-line switchboard.

Cashier

Wonderful Service Station





March ‘02 – March ‘03

Customer service, money handling, cash reconciliation, forecourt control.  Supervisory experience of young weekend staff.  Keyholder.  Nightshift (sole worker), opening up store for customer use.  

Trend Analyst & Administrator

Inyourface







May ‘01 – November ‘01
Self-employed.  Collection and collation of overnight deposit rates for Euros, Sterling and Dollars.  Production of reports of information, presentation of findings in written form through use of spreadsheets, graphs and analysis of trends.  Administrative duties including payroll, accounts and writing correspondence regarding work.

