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About

E hrad2ated in 016B witu a MA M2siness vanahement and varIetinh dehree and 
uaxe ecperien-e worIinh a-ross sexeral areas in -2stomer serxi-es and admin.
istrationf E am a drixen indixid2al witu passion bor -2stomer -are and uaxe tue 
ayilitq to delixer R2alitq worI wituin team enxironmentf Cetailinh administration 
is in mq ylood as mq parents owned a n2myer ob o2tlets in ,entral kondon and E 
was inxolxed witu r2nninh and manahinh tuem at xario2s stahesf E am -ombortayle 
worIinh on mq own or wituin a team enxironment and E -an adapt to sit2ations to 
manahe y2siness needsf E uaxe hood -omm2ni-ation sIills and -an intera-t -om.
bortaylq witu -olleah2es and -2stomers aliIef E also uaxe stronh desire bor learninh 
and personal dexelopmentj and E enNoq new -uallenhes and tue opport2nitq to learn 
new sIillsf

MCAWLS OKCTgL OEH4

0/7G Ahen-q Licons 4allmarI Jold ,rown and JM Jeneral Stores

4atton ,ross Hriy2nal Serxi-es Eslewortu ,rown ,o2rt ;oun kewisP |arIer

Snow3aIes Laq W2rserq and vontessori Hue 4o2se Kb OuisIq HvM

Experience

Snow3aIes Laq W2rserq and vontessori : Apr 0100 . var 010Y

Snow3aIes daq n2rserq is lo-ated in turee yran-uesj So2tuallj Worwood 
hreen and Wortuoltf Et is a Laq W2rserq and vontessori proxidinh a 
-uild-are ba-ilitq tuat is dedi-ated to proxidinh a uihu standard ob -aref 

As a n2rserq assistantj E was responsiyle borQ 

|lanninh and orhanisinh b2n and ed2-ational a-tixities S2pport -uildren 
in serxinh tueir own boodj milIj drinIs and sna-Is and en-o2rahe hood 
n2trition and so-iayle eatinhf CisI assessments Assist -uildren witu per.
sonal -arej in-l2dinh -uanhinh nappiesj assistinh witu toiletinh and otuer 
asso-iated welbare d2tiesf Ho attend o2t ob worIinh uo2rs a-tixitiesj efhf 
traininhj montulq stab meetinhsj parents7-arers exeninhsf Me prepared 
to uelp wuere neededj in-l2dinh to 2ndertaIe -ertain domesti- Noys 
wituin tue Settinhj efhf preparation ob sna-I mealsj -leaninh ob eR2ip.
mentf Ce-ordinh a--idents in tue a--ident yooIf gns2re tue manaher uas 
initialled tue report yebore tue parent re-eixes itf Ho a-tixelq promote and 
s2pport tue sabeh2ardinh ob -uildren and qo2nh people in tue worIpla-ej 
ens2rinh poli-ies and pro-ed2res are oyserxed at all timesf

Operations Assistant/
HvM : Le- 0106 . var 0100

HvM ober prod2-ts and serxi-es to entertainment prod2-tion and stahinh 
probessionalsj as well as 
ar-uite-t2ral lihutinh spe-iDers and desihners worldwidef Oitu oD-es in 
kos Anhelesj kondonj Wew ForIj Horonto and MeiNinhj HvM sells and s2p.
ports a wide ranhe ob leadinh yrandsj manq ob wui-u are uihulq te-uni-al 
and proprietarqf 

As an operation assistantj E was responsiyle bor proxidinh s2pport wuere 
E uad to manahe ec-ellent -omm2ni-ation sIills and ye ayle to N2hhle 
m2ltiple tasIsf 

L2ties and CesponsiyilitiesQ 

Answer telepuone -alls and redire-t as ne-essarq gns2re Sales Krders 
and U2otes are henerated in SMH in a s2itaylq suort time brame and tuat 
tueq are -ue-Ied bor a--2ra-q yebore borwardinh gns2re OorI Krders 
are henerated in SMH in a s2itaylq suort time brame and tuat tueq are 
-ue-Ied bor a--2ra-q yebore borwardinh gns2re tuat ,ommer-ial inxoi-es 
and otuer asso-iated suippinh do-2mentation is proxided as needed and 
tuat it is -ue-Ied bor a--2ra-q yebore borwardinh gns2re Sales gnR2irq 
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9orms are re-eixed witu all ne-essarq inbormation and ret2rn to Sales stab 
ib not gns2re tuat Enxoi-es are henerated and -ue-Ied bor a--2ra-q yebore 
end ob daq or tuat tue temporarq paperworI loh is 2pdated gns2re all 
CvAj vemo koanj He-u S2pport Cepair Hi-Iets and all otuer admin do-.
2mentation and -omm2ni-ations are -ompleted timelqj a--2ratelq and 
probessionallq gns2re -redit approxal poli-ies are appropriatelq applied

Court Clerk /Admin I
4atton ,ross Hriy2nal Serxi-es : Apr 0106 . ;2l 0106

E perborm administratixe d2ties in tue immihration triy2nalj assistinh 
oD-ers ob tue -o2rtj in-l2dinh yarristersj soli-itors and N2dhesf E -arrq o2t 
-leri-al d2ties yq preparinh -aseloads to ye -alledj se-2rinh inbormation 
bor N2dhesj taIinh notes d2rinh uearinhsj and proxidinh details and in.
str2-tions to N2rq memyersf 

Teq responsiyilities in-l2dedQ 

|reparation ob tue -o2rtroom7uearinh S-ued2linh uearinhs Arranhinh 
bor Dles7papers to ye taIen to and brom tue relexant -o2rt �Jreetinh 
-o2rt parties and -lients ,ue-Iinh tuat all relexant parties are present 
92lDllinh reR2estsj answerinh inR2iriesj and proxidinh dire-tions -learlq 
Cesponsiyle bor perborminh administratixe tasIs s2-u as puone -alls and 
emails vaintaininh ec-ellent -lient relationsuips witu soli-itors and otuer 
probessional -lients

Administrator
Hue 4o2se Kb OuisIq : var 0101 . 9ey 0106

Hue -ompanq -aters bor ni-ue marIet witu empuasis on rare -lassi- 
wuisIiesf |ro-2rinh tuese tqpes ob prod2-ts is xerq diD-2lt in a -om.
petitixe marIetf vq role is to worI -loselq witu Ieq paqers wituin tue 
distilleries bor prod2-t p2r-uasesf 

Teq responsiyilities in-l2deQ 
|rod2-t p2r-uasinh varIetinh prod2-t ranhe and 2pdatinh -ompanq 
weysite 'ndertaIinh -lient enR2iries |a-Iahinh and delixerq ob prod2-ts 
vonitorinh -ompetitor weysites vaintaininh and dexelopinh relation.
suips witu ecistinh -lients

Sales Ambassador
;oun kewisP |arIer : K-t 016G . var 016(

E was responsiyle bor manahinh mq own se-tion wituin tue departmentf 
vq role was to promote tue sale ob uihu.end R2alitq |arIer pens and 
otuer stationarq prod2-tsf Hue role allowed me to ecpress mq xision as 
uow to enuan-e sales ob prod2-ts wituin ;oun kewisf Ceportinh dire-tlq 
to |arIer)s Area vanaherj E was responsiyle bor sto-I inxentorq and 
re.orderinhf 

Teq responsiyilities in-l2dedQ 

gns2rinh tue worIinh enxironment was presentayle at all times 
Tnowinh tue ranhe and R2alitq ob prod2-ts on displaq J2idinh -2s.
tomers towards tueir desired prod2-t and -losinh sale 4andlinh -2s.
tomer R2eries7-omplaints probessionallq and to -2stomer satisba-tion 
vonitorinh sales and pla-inh orders witu s2ppliers �veetinh sales tar.
hets on weeIlq yasis

- Sales Assistant
Licons : A2h 016/ . K-t 016/

Huis was a y2sq worIinh enxironment at 4eaturow Airport wuere E was 
reR2ired to respond R2i-Ilq and probessionallq to -2stomer needsf 

Teq responsiyilities in-l2dedQ 

Cepresentinh Licons at trade ecuiyitionsj exents and demonstrations 
Wehotiatinh xariations in pri-ej delixerq and spe-iD-ations witu manahers 
Adxisinh on bortu-ominh prod2-t dexelopments and dis-2ssinh spe-ial 
promotions kiaisinh witu s2ppliers to -ue-I on tue prohress ob ecistinh 
orders ,ue-Iinh R2antities ob hoods on displaq and in sto-I Ce-ordinh 
sales and order inbormation and sendinh -opies to tue sales oD-e �veet.
inh set sales perborman-e tarhets



Manager
4allmarI Jold ,rown and JM Jeneral Stores : ;an 0161 . K-t 016(

Huese were mq parents) o2tlets in Tentisu Hown zt2ye station& and brom 
an earlq ahe E uaxe yeen uelpinh tuemj 2ndertaIinh xario2s rolesf Huese 
roles haxe me a uands.on ecperien-e into manahinh y2sq retailinh o2t.
letsf E hained xal2ayle ecperien-e in sales and administrationf vq role 
was to orhanise and manahe all aspe-ts ob tue daq to daq r2nninh ob tue 
y2sinessesf Huis in-l2ded sto-I manahementj s2perxisinh emploqeesj 
rexiewinh weeIlq timesueetsj and ens2rinh tuat tue o2tlets b2n-tioned 
to uihu standards turo2huo2t tue daqf 

Teq d2ties in-l2dedQ 

vanahinh inxoi-es and sto-I orders Lealinh witu -2stomer R2eries Ce.
sponsiyle bor manahinh and orhani inh stab uolidaqsj missinh uo2rs and 
salarq ded2-tions vonitorinh timesueets and paqmentsP ens2rinh all 
a--o2nt uolders and asso-iates s2ymit paqroll do-2ments wituin al.
lo-ated timebrames M2ildinh -2stomer relationsuips to ens2re b2t2re 
sales opport2nities |rod2-inh estimates and bore-asts bor sto-I ueld 
and sold Cesponsiyle bor prod2-inh weeIlq and montulq perborman-e 
stat2s reports to store manahement Visitinh potential -2stomers bor new 
y2siness vaIinh a--2ratej rapid -ost -al-2lations |roxidinh -2stomers 
witu R2otations Wehotiatinh tue terms ob an ahreement and -losinh sales 
Jatuerinh marIet and -2stomer inbormation |roxidinh beedya-I on b2.
t2re y2qinh trends

Admin OJcer/yul&
Eslewortu ,rown ,o2rt : ;an 0106

As an Admin KD-erj E was responsiyle bor proxidinh administratixe s2p.
port to tue senior N2di-iarq and -lerIsf Kne ob mq main d2ties was to 
manahe tue bront re-eption desI yq answerinh puonesj hreetinh and 
dire-tinh xisitorsj and respondinh to email inR2iries as well as otuer Ieq 
responsiyilities tuat in-l2deQ 

Answerinh and transberrinh puone -alls HaIinh puone messahes brom 
-lients �9ilinh paperworI Sendinh emails to -lients and N2dhes 9orward.
inh emails brom -lients to tue appropriate re-ipient 4andlinh -lient -on.
-erns and -omplaints Jreetinh xisitors in tue oD-e

Sale Associate
0/7G Ahen-q : 

E was responsiyle bor adxertisinh and sellinh a xarietq ob l2c2rq yrands 
in-l2dinhP Versa-e z4arrods&j Anaqa 4indmar-u z4arrods&j ,l2y vona-oj 
;oun Smedleq and 4a-Iettf vq worI in-l2ded worIinh -loselq witu -2s.
tomers to determine tueir needsj suowinh o2r prod2-t ranhe and -losinh 
a salef E was ayle to worI promptlq to ens2re tuat a sale was s2--essb2llq 
-ompleted to -2stomer satisba-tionf 

vq d2ties in-l2dedQ 

Cespondinh to -2stomers R2eriesj as-ertaininh -2stomer needs and tuen 
re-ommendinh appropriate prod2-ts brom o2r ranhe gxal2atinh sto-I 
and 2ndertaIinh re.orderinh Hra-Iinh suipments and liaisinh witu xen.
dors gns2rinh sto-I displaqs at optim2m eD-ien-q and -apa-itq Lire-t.
inh -2stomers to mer-uandise wituin tue store vaintaininh an orderlq 
appearan-e turo2huo2t tue sales 3oor gnuan-inh prod2-t Inowledhe 
turo2hu selb.traininh

Education T Uraining

016B Middlesex vni ersit&
MA z4ons& M2siness vanahement  varIetinhQj 


