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	Personal Statement
	I have graduated from university with a degree in business studies obtained at Liverpool John Moore’s university. My aim is to become a valued member of an organisation. I am very keen to develop my career working in a challenging environment. I intend to improve my skill set and have an interest in computers and helping people which I hope to develop in the near future. My goal for the organisation which I gain employment is, to become a valued member of the organisation, to provide intangible benefits and promote the organisation through my efforts during and outside of working hours. I believe that through my qualifications, life and work experience that I would be able to offer value to any organisation and that the organisation will help to realise my ambitions.

	Experience
	Nov 2009 – April 2010 First source                                         Derry N.I            Customer Service Advisor                                                       Inbound customer service, diagnose and repair technical issues that customers may be having with their product or service. Take payments and issue payments. Provide a positive customer service experience use in house computer package.       

Nov 2008 – June 2009     NI Civil Service (Temp)                   Belfast, N.I                                                                               Administrator                                                                                                                                                               Main duties included liaising with the public and numerous departments through internet, intranet, telephony, emails and reports. Data analysis to provide payments for claimants. Communication skills improved due to dealing with MLAs and members of the citizens advice bureaus. Filing photocopying. Access NI security clearance obtained. 
July 2008– Nov 2008
Topmark Cash & Carry (Temp)         Belfast, N.I

Administrator
Duties involved data entry of incoming and outgoing goods. Liaising with various departments. Data analysis insuring that all information was correct. Also involved telephony work with supplier and distributers   

	
	Nov 2002–Sep2006        Sainsbury’s 
Derry, N.I.

General Assistant

Worked in variety of different areas within the business, my range of duties included stock control, customer service, cash handling and data collection. Often I would be required to help new employees when they join Sainsbury’s helping them settle in and get they best output from them. I worked flexible hours beginning with day shifts and able to change to night shifts if required.

	
	Jan 2005–June 2006
Gilds Agency
Liverpool

Agency Employee

Worked in a variety of different jobs including bar man at Chester horse races, kiosk work in stadiums. Duties included food preparation, cash handling and customer service. Working with the agency helped me to develop communication skills because you were often dealing with customers and colleagues from different ethnicities.

	
	

	Education
	2005–2008
John Moore’s University
Liverpool
B.A. Hons, Business studies                                 2.2

Including Business operations, accountancy and finance, marketing, quality management, business management, international business, international marketing, small business management, micro and macro economics, business ethics, service management, business law, relationship management.

2002-2004
A Level Business studies              B

                                      History                              B

                                      Government & Politics.   C

1997-2002 9 GCSEs including maths and English, 
RSA stage 1, Access NI security clearance 

	Key Skills
	· IT

Capable of using all Microsoft office and desk top publishing packages, including excel and access. Confident in all aspects of internet usage which included the designing of a website.

· Communication

Good verbal and written skills which were developed through my work experience and numerous university presentations. Capable of producing written documents in various styles including report writing, letter and email skills. Have worked in an environment where outbound and inbound calls were a necessity and have a calm telephone manner. 

· Interpersonal skills

This is an area which you can always improve on. Through my work and life experience, my interpersonal skills have been continually developing e.g. such as dealing with a difficult customer and tailoring your approach to match the situation. Through this and my university skills I understand the meaning of developing long term relationships in the business community. 

· Teamwork 
My team work skills have seen the greatest improvement over the last few years through my university degree working with colleagues to producing team based projects to a deadline. These projects help you to really develop your understanding of team dynamics as there are often many barriers such as language and difference of opinion. 

	Interests and Hobbies
	I enjoy reading novels from various different authors, fiction and non-fiction. I also enjoy music and sport and have an interest in business operations.



