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Skills Summary
I am a  hard working individual with a determined attitude and strong work ethic. I believe I possess outstanding communication skills, both written and verbal which allow me to have a confident  telephone manor. I can work fast and effectively both on my own and In a team. I believe Im a fast learner and reliable employee.

Education 

Philip Morant school and college / 2012 – 2017 

GCSEs
English Language -  B
English Literature -  C 
Media -  C
Maths -  D
Dance – Pass
Science -  C
Additional Science -  D
Health & Social -  C
Geography -  D

Experience 

Love Your Hair
Hairdressing Assistant / March 2015 – August 2015

My key responsibilities during this role included, cleaning the salon, running the front desk, making customer appointments, making refreshments for customers and washing hair.

Pizza Bro’s
Kitchen Assistant / October 2015 – March 2016

My key responsibility’s during this role included, Assisting the chef in preparing and serving orders, taking orders over the counter and over the phone and  cleaning the  reception and kitchen. 


LB Specialist Recruitment
Apprenticeship Recruitment Consultant / September 2017 – December 2017

My key responsibility’s during this role included, searching databases for candidates looking for employment, approving needed documents, qualifications and DBS checks to send to clients looking for employees, arrange interviews and building trusted relationships with both candidates and clients 

The Purple Dog
Temporary Waitress  / January 2018 – March 2018

My key responsibility’s during this role included, Taking orders from customers, delivering food kitchen, cleaning, assisting chef and collecting glasses in the evening.

Call Assist
Rescue Coordinator / April 2018 – August 2019 

My key responsibility’s during this role included taking incoming calls from broken down vehicles, assuring customers are insured, quickly and efficiently collecting customers location and details of breakdown and sending out a recovery vehicle to assist customer. 

GFM – The Times and Sunday Times 
Customer Service Advisor / November 2019 – August 2020

My key responsibility’s during this role included taking inbound calls from customers regarding their subscriptions, handling customer complaints and taking feedback and completing administrative duties regarding each call. 

GFM – The Times and Sunday Times 
Customer Retention Agent / January 2021 
My key responsibilities in this role were taking inbound calls from customers regarding the cancellation of their subscriptions, using my customer service skills and then implementing customer retention strategies to analyze customers usages and negotiate with them to increase loyalty and retain business.

CURRYS – Dixons Carphone Warehouse
Mobile Sales Colleague / October 2021 – April 2022 

My key responsibilities within this role are assisting customers in store with questions, purchases, mobile sales and upgrades. I also assist with customers technical issues, clean store and restock displays. 

CONCENTRIX – Scottish Power
Customer representative | April 2022 – July 2022

My main responsibilities during this role consist of applying problem solving skills to resolve customer enquiries in regards to their policy, resolve all customer complaints, to build rapport with customers, issue invoices, handle payments & update the customers financial records. All while maintaining an excellent level of customer service skills.

Virtual Assistant - Self employed 
Virtual Assistant | July 2022 – Current 

Within this role I assist small businesses by performing a range of tasks to allow them to focus on the things that matter. I offer social media management including creating and scheduling content, Social media marketing, Inbox management, copywriting, data entry, calendar management and other admin tasks.
Skills 

•Communication 
•Customer services 
•IT Skills 
•Digital marketing 
•Client services 



Reference Details:
 
Call Assist 
Axis Court 
North station road 
Colchester 
CO11UX 
 Contact number : 01206771771
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