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[bookmark: _Hlk171942155]Personal Statement 
I am an innovative and creative individual who has received a High 2:1 BSc Psychology degree at Cardiff Metropolitan University with BPS accreditation, currently studying a Master’s degree and have taken part in several mental health volunteering programs and currently hold a full DBS.


Skills 
· Managerial, administration, sales and marketing experience.
· Experience in clinical and research settings.
· Statistical analysis and research method experience of data
· Excellent communication skills with clients.
· Through training at university and volunteer experience both in the UK and abroad, I have gained invaluable experience of interacting with a variety of clients in a clinical and sales setting. 
· Proficient in using Microsoft Office, CRM databases and statistical programmes such as SPSS.


Work Experience 

[bookmark: _Int_H2vDIGsZ]AB Virtual Solutions (ABVS) – Business Owner
Virtual Assistant – July 2024
· General Administration tasks
· Social Media
· Marketing
· Research and data entry
· Diary Management
· Statistical Analysis
· Day to day assistance such as travel booking and scheduling
· Experience in Clinical, Health and Building industry

MyDentist Dental practice Hereford 
[bookmark: _Int_0dpMm4F4]Head Receptionist/ Student Dental Nurse/ Acting Practice Manager - September 2021 – Present 
Principle Duties -  
· [bookmark: _Int_9DjO1zhY]General day to day running of reception and staff 
· [bookmark: _Int_q10729GO]Diary Management 
· [bookmark: _Int_PmjuG9v3]Ordering stock and rotation 
· [bookmark: _Int_CluMhKil]Promotion, events and marketing 
· Dental Nurse surgery duties 
· Fire Marshall 
· Health and safety Team Leader


Mamma Jammas Bar & Nightclub
October 2014 – September 2021 Manager
Principle Duties – 
· Gneral day to day running of the Club
· Hiring staff
· Ordering stock and rotation
· HAND Ban meetings and Door staff managment
· Promotion and marketing of the club
· Events managment


Hereford County Hospital
NHS wye valley group
Clinical Neurophysiology Medical Secretary - September 2019 – April 2020
Principal duties –
· Clinical data reports 
· Consultant clinic typing 
· Day to day running and organisation of the department. 


The Loft Cinema 
Manager, January 2019 – September 2020
Principal duties -
· The general running of the cinema day to day.
· In charge of bookings and marketing 
· Key holder in charge of opening and closing the cinema. 

Hereford Medical Group,
Medical Secretary October 2018 – April 2020
Principal duties -
· Prescription requests and processing 
· Reception duties including front desk, booking patient appointments and dealing with patients in a face-to-face setting.
· Appointment bookings and care navigation 


T.J Crump Oakwrights LTD, 
Marketing Assistant 2015 – 2018
Principle duties -  
· Designing and developing questionnaires and surveys to collect and present data.
· Statistical analysis of facts and figures from previous years and current for use in strategy meetings and the general monitoring of numbers and percentages of progress. This includes general analytics of CRM etc. 
· Sales and environmental psychology at exhibitions – monitoring and analysing competitor’s stands and sales techniques at various shows.
· Managing the Oakwrights Show Home diary, taking visitor bookings & organising staff meetings.
· Assisting with advertising, website, PR, liaison with magazines / photographers 
· Assist in administration and organising of Shows, Open Days and exhibitions.
· Supporting the Marketing team with day-to-day administrative tasks, whilst helping to develop long term departmental systems.
· Assist with the production of the quarterly e-newsletter & regular e-shots appertaining to Oakwrights presence and Shows & Open Days around the country.  


Kingsland Boarding and Rescue Centre 
September 2014
During this volunteer position I was looking to train rescues as assistance dogs for mental health issues such as depression and anxiety. Also included was general care and maintenance of the rescue animals.

SLV Volunteering abroad, Sri Lanka
Clinical psychology/ Facilitator
August 2014 - October 2014
During this volunteering position I was based in Sri Lanka and worked in several mental health hospitals, disability wards and teaching placements. During these placements I ran and facilitated many workshops, spoke to clients in a clinical setting and taught English to children in a temple.

ISSA Wales, Cardiff
Volunteer
October 2013
My title at ISSA was as a counsellor, befriender and ex- offender volunteer. I had training that covered all of these areas and also was involved in the facilitation of gardening projects and administration. this training enabled me to interact efficiently with clients in a professional setting. 

Subway, Hereford - 2009
Full time employment with responsibilities including a team leader/ shift leader role running day shifts, night shifts and closing the store. 



Education 

University of Huddersfield, September 2018 
MSc Investigation Psychology (BPs Accredited) 

SLV Volunteering, Sri Lanka/ London 2014
Two Certificates in mental health and facilitation achievements. including clinical psychology, counselling and facilitating

Hypnotherapy Centre of Excellence,  2014
Cognitive Behavioural Therapy (CBT) course. 

Hypnotherapy Centre of Excellence, 2014
Body Language course

University of Wales Institute Cardiff (UWIC), Cardiff September 2011 - July 2014
BSc Psychology Degree - High 2:1 Hons (BPS accredited) 

Hereford Sixth, Hereford 2007 – 2009
A Levels: Psychology B, Sociology C, Law D, General Studies A, Key Skills 98%, Health and Safety level one 100%, Health and Safety level two 98%, Certificate in Hygiene level one 100% As Level: Biology C 

Aylestone High School, Hereford 2002 – 2007
GCSE's Biology B, Chemistry B, Physics  C, French  D, Religious Studies A, Art A, english Language B, English Literature B, Maths  C, ICT Skills C 




References – available upon request 
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