Full Name
100 Any Road
Anytown, Anyplace
Postcode
Date of Birth: 22/03/89
Tel: 0208 878 1234 / Mob: 07950 111 222
Professional Profile                             ______________________________________________
A professional, confident, self-motivated individual with excellent communication skills and a strong administrative background.  I possess an accurate, meticulous approach to work, and have a proven track record in following procedures and working to deadlines under pressure. With a confident, skilled telephone manner and an ability to deal with people at all levels, I feel that I am capable of providing an exceptional level of customer service & administrative support in all situations. An ability to work well within a team environment and also on my own initiative, I possess a positive, dedicated approach to work

My organisational skills are outstanding and I have often been praised for the manner, in which I prepare, 

co-ordinate and manage operational systems.

Education, Qualifications & Training ___________________________________________
2007 – 2008

NVQ level 3 in Business Administration

2006 - 2007

NVQ level 2 in Business Administration

2007


Equality & Diversity Training
2000 - 2005

Secondary School – 9 X GCSE PASSES (A – C)
Double Science
B B

History 

A
English Language 
B

ICT 


A
English Literature 
A

Mathematics 

C

Geography 

B

Religious Studies 
B
Employment History                          ______________________________________________
2006 - Present
Administrator – Granville & Co. Solicitors


Twickenham
Duties include:
· Responsible for the day-to-day management of the access control system.
· To deal with the administration of court papers, in particular warrants.
· Place purchasing orders, processing and creating invoice payments, internal budgetary transfers, and maintaining records.
· The administration of the company pension for all employees.
· Organising meetings as requested and dealing with the secretarial aspects, such as distribution of relevant documents.
· Providing reception cover by assisting with visitors and members in person and by telephone.
· To be familiar with the work of the company and be able to answer queries or obtain information.
· Giving information to members of the public and employers in relation to legal aid.
· Assisting with maintaining and reviewing filing and recommending changes.
2005


Office Assistant – Property Maintenance
Services

Twickenham



Work Experience

Duties include:

· Answering phones

· Writing invoices

· Filing paperwork 
· Using a computers
2005


Smile Café  (Saturday Job)





Putney
Duties include:

· Money handling
· Using the cash register

· Dealing with customers

· Working as part of a team, and working under pressure.
Key Skills & Abilities ___________________________________________________         __
· Excellent written and spoken communication skills

· Outstanding organisational skills

· Outstanding using Word, Excel, Outlook & the Internet

· Able to work successfully on own initiative

· Effective team player

· Excellent understanding of health and safety in the workplace

· Excellent understanding of equality and diversity
Leisure Interests                                _______________________________________________
· Reading Fiction Novels
· Socialising with friends
· Football
· Dog walking
Excellent references available upon request
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