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richardleech@hotmail.co.uk
SUMMARY OF QUALIFICATONS
· Vast experience in dealing with customers both face to face and over the telephone.

· Great experience in data working on a shop floor.
· Outgoing and good to adjusting to different situations due to past experience.
· Self-motivated, reliable, resourceful and adaptable.

EDUCATION
2007 – 2010
University of Reading, BSc Hons Physical Geography
· Including participating in Study Abroad for 1 semester at the University of Rhode Island.
WORK EXPERIENCE
Aug 2010 – Dec 2010

Administrator at EDF Energy 
           Exeter, UK
· Worked in Database management, importing and exporting files in databases on Microsoft Access. Transferred files to other companies via a secured network.
· Worked for the returned post department, logging items of returned post into a spreadsheet then resolving the issues of why the post had not been delivered to customers. Also helped out with various other administrative tasks.
July 2008 - Sep 2008

Administrator at Friends Provident          Exeter, UK
· Worked as part of the Twilight Team completing basic administrative tasks.
Sep 2006 – May 2007
Call Handler for NHS Ambulance Patient Transport

· Worked on the phone taking bookings for Patient Transport.
· Involved working as part of a team and organising ambulances and ambulance cars to provide transport for patients.
· Had to deal with difficult callers and complaints.
· Achieved Temp of the Month for Office Angels for the whole of Exeter, Jan ’07.
Jan 2005 – Sep 2006
 
Sales Assistant at Clarks Shoes
           Exeter, UK
· Constantly working with customers to provide a service.
· Had to promote current offers and products to customers.

· Completed various tasks within the shop, stock takes, arranging displays and working behind the register.

VOLUNTEER EXPERIENCE
Diversity House Council: Elected President of the Diversity House council at the University of Rhode Island. Ensured all residents were happy and if there were any issues then they were passed on to the appropriate people in authority. Chaired weekly council meetings to discuss current events at the House. Planned future events. Helped organise an “Anti-Racism” rally on campus involving hundreds of students.

University of Reading Welsh Society: Elected Secretary of the committee. Took minutes at the committee meetings. Helped organise social events. Signed up new members.

INTERESTS AND ACTIVITIES
Travelling: During my gap year, 2007, I spent 5 weeks in America visiting various cities such as Detroit, Chicago and Phoenix. Then during my Study Abroad term in Rhode Island I visited many more American Cities such as Boston, New York City, Philadelphia and Washington D.C. I also am about to participate in a 2 week trip around South Korea during July 2010.

Sport: I have surfed since an early age, achieving the highest level ranking from the Great British Surfing Association. Participated in many team sports from a young age, sports including Football, Rugby and Cricket. I enjoy going to the gym and have been a member of various gyms since the age of 16. I see fitness to be very important.

REFERENCES AVAILABLE UPON REQUEST
