Graeme Samuel Davies

Flat 4, 3 Warren Drive, Wallasey, Merseyside. CH45 0JN 

Mobile: 07882581240

Email: graemesamueldavies@googlemail.com 

D.O.B: 13th October 1983

EDUCATION AND QUALIFICATIONS

2002-2005
Sheffield Hallam University



BA (Upper Second Class Honours)



Film Studies (History, Theory and Criticism)

1995-2002
Wallasey School

A-Level Film (B), English Literature (C), General Studies (C) and P.E (D)

GCSE English Literature (B), English Language (B), Science (double award) (C), Maths (C), History (C), Geography (C), P.E (C), Technology (D) and German (D)

SUMMARY

Hard working, efficient and reliable. Produces high quality work whether following working practices or using own initiative. Has a flexible approach to working hours and is prepared to work additional hours when needed. Works extremely well as part of a team and as an individual. Can adapt extremely quickly to different work situations and structures. Establishes good working relationships quickly and enjoys new challenges. 

CAREER HISTORY

Phoenix Insurance





November 2007 - Present

Claims Processor – Customer Relations Dept

Key Achievements:
· Satisfactorily providing solutions to customer’s concerns and problems.
Skills Demonstrated: 
· Communication and team work
· Flexibility with regard to working hours
HBOS (via Huntswood Outsourcing)


June 2007 – August 2007

Customer Relations Manager – Customer Relations Dept

Key Achievements:

· The careful investigation and response to a high volume of complaints. 

· Responding fully to the customer’s concerns and issues via telephone. 
Skills demonstrated: 
· Communication and team work.
· Organising work load to meet targets and deadlines. 
Phoenix Insurance (via Right4Staff)


August 2005 –May 2007

Complaints Administrator – Client Liaison Unit

Key achievements: 
· Created and updated company working procedures.

· Was responsible for the training of new colleagues.

· Assessed colleague’s work and gave constructive feedback.

· Provided cover in a team leader role.

Skills demonstrated:

· Worked using own initiative. 
· Communication and team work. 
Teaching experience

Duting my time at Wallasey School I was a student mentor. This involved aiding students who needed extra assistance with their work across a broad range of subjects. I had to provide a development plan for them which helped them to progress in their areas of weakness.
I have also completed an intensive 20 hour TEFL (Teaching English as a Foreign Language) course for which I was awarded an ITC certificate. During this course I was required to demonstrate; lesson planning and structure, classroom control, effective communication and the ability to generate student interest.   
REFERENCES

Available upon request. 

