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Personal Profile

An experienced and conscientious professional that has a proven track record of achievement in a commercial result orientated environment. Possessing excellent interpersonal, organisational, and analytical skills along with the ability to influence and impress others.

Working exceptionally well on both my own initiative whilst being a proven team player with a confident, diplomatic and tenacious approach. Strong commercial awareness gives me much to offer to any potential employer.
Employment History

Job title
Company Name
(April 2016 – Present)
Achievements and responsibilities: 
· Inputting/processing /authorising payments

· Carrying out investigations

· Dealing with customer enquiries

· General database maintenance.

· Working within a team of 10, provide back-office support and service on banking operations.

· Responsible for processing of Customer Transactions: BACS, CHAPS, and International Payments.

· Proactive in proposing and providing processing solutions.

Job Title
Company Name

(April 2011 – March 2016)
Achievements and responsibilities: 

· Implemented a change of stationery supplier, reducing costs by 20%
· Reorganised the meeting booking process, implementing an online system which all staff can access, leading to reduced diary conflicts within the team.
· Devised and implemented a new filing and indexing system for files, resulting in greater ease of access and a more time-efficient process.
· Helped provide a safer workplace by cataloguing and dispatching health and safety information and posters for the whole company.
· Diary management, typing correspondence and documents, creating presentations, and creating meeting minutes.

Education

College/School Name

(September 2004 – June 2006)

A-levels: General Studies, English, Mathematics

School Name

(September 1998 – June 2004)

10 GCSEs, grade A-C, including Maths and English

Hobbies & Interests

I am involved in a local amateur dramatics’ society, where I volunteer as a lighting and sound technician. I have been involved with this society for three years and very much enjoy being part of the team. More recently, I assumed the role of Stage Manager for a two-week production and relished the chance to take control of performances and react to a high-pressure environment. 

References

References are available upon request.

Education

If you are looking for your first job and do not have much or any work experience at this point – do not fret. Expand on your education responsibilities and apply them to real life scenarios so an employer has an understanding of what you have achieved, and the means used to get these achievements.
BA (Hons) 2:1, Subject Name 

September 2008 - June 2012.

University of Example-town
· You can help sell yourself with a few bullet points on what were some of your goals and achievements during your time at university.
· If any skills were learnt that relate to the job you are applying for, it would be a good idea to mention those to further align yourself with their criteria.
A-Levels

June 2006 – June 2008

College Name, Location
English Language, Business Studies, Maths

GCSE’s

June 2001 – June 2006
College Name, Location
English Language, English Literature, Maths, Physics, Geography
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