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 EDUCATION

University of Hull







2007 - 2010

BA (Hons)

Sociology 




Kingston College, Kingston, London




2004 - 2006
 A - Levels
 Film studies - B, Philosophy - C, Media Studies – C, 
 Psychology - D
Norwood Girls Secondary School




2001 - 2003
 GCSEs
 English Literature - B, English Language - B, ICT - B, 
 Mathematics - C, French - C, Religion Studies - C, Science - D

WORK EXPERIENCE

Syscap Limited, Wimbledon, London



July 2008 – August 2008

Receptionist 
· Working at front desk
· Meeting and greeting  visitors
· Booking meeting rooms and ensuring suitable refreshments were provided.
· Managing a busy switchboard
· Ordering stationary and office supplies.
· Managing all outgoing post using the neo-post franking machine
Richmond Council, Twickenham, London 


March 2008 – April 2008
Temporary Business Support Officer 
· Diary management using Microsoft Outlook
· Arranging meetings with external and internal bodies.

· Booking meeting rooms and refreshments

· Taking minutes

· General office duties such as faxing, binding and shredding

· Audio-typing a newsletter
Surrey County Council, Kingston, London 


July 2007 - August 2007
Temporary Business Support Officer 
· Diary Management for the ICT Leadership Team

· Arranging meetings using Lotus Notes

· Ordering stationary and office supplies

· Received training for SAP which I used to pay invoices.
· Liaising with other organisations on a regular basis

· Taking minutes

Crownwise Ltd, Streatham, London                         (P/T)  
June 2004 – June 2007
Personal Assistant / Office Administrator

· Diary Management for Director

· Managing all incoming and outgoing emails and letters for the Director

· Providing administrative support for the office

· Ordering stationary and office supplies

· Liaising with other companies regularly 

· Taking minutes

· Typing Service User care plans


COMPUTER SKILLS 

I am proficient in the following: 
· Microsoft Word

· Microsoft Excel

· Microsoft Access

· Microsoft PowerPoint

· Microsoft FrontPage

· Internet / E-mail

· Lotus Notes 

· SAP 

· Typing – My current typing speed is 55 words per minute

ADDITIONAL INFORMATION AND OTHER SKILLS

I can fully operate the following:

· Mitel Switchboard

· Neo-post system 

Driving Licence: Full, clean.

REFERENCES

References available on request

