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About

'xm an e-perienhed and detaiDforiented administrator and urontfoufSo,se prouesf
sionaDk witS a stronI wor. etSih and e-heDDent time manaIement s.iDDsy ' tSrive in 
dqnamih environmentsk b,ih.Dq adapt to new prohesses and tehSnoDoIiesk and e-heD 
in hreative proWDemfsoDvinIy BitS e-heptionaD homm,nihationk attention to detaiDk 
and hrossfh,Dt,raD hompetenhek inhD,dinI prolhienhq in m,DtipDe DanI,aIesk ' am 
eaIer to hontriW,te mq s.iDDs and e-perienhe in s,pportinI qo,r team ahhordinI to 
to qo,r needs at tSis timey

RNAOKE BTNFgK B'HC

AnIeD ESed HSeatrek &itq G 'sDinIton &oDDeIe &,Dt Rea,tqk gDite Assohiates

gDehtrih |ro,p Veson Oa,tihaDk Adehho

Experience

Massage Therapist
 J 2an 0:0: f Oow

NoDe 'nhD,des• 
P MrovidinI massaIe servihes and Wodq treatments 
P &ond,htinI preftreatment hons,Dtations to hreate individ,aD treatment 
pDans uor hDients 
P 5aintaininI inventorq s,ppDiesk eDehtronih hDient rehords and notes ahf
hordinI to honldentiaDitq Daws and reI,Dations inhD,dinI |KMN and data 
protehtiony 
P KeveDoped W,siness manaIement s.iDDsk e-heDDent orIanisation and 
rehordf.eepinI s.iDDs to shSed,De 
and manaIe mq own Dist ou hDients and appointment Woo.inIs

Volunteer
AnIeD ESed HSeatrek &itq G 'sDinIton &oDDeIe J 5ar 0:00 f 2,n 0:00

NoDe inhD,ded• 
P KeDiverq ou wee.Dq drama sessions to qo,nI peopDe aIed 1 to 89 qears 
oDdy 
P E,pportinI qo,nI peopDe and DeadinI smaDD Iro,ps to enIaIe hreativeDq 
witS ahtivities 
P HaiDored s,pport uor qo,nI peopDe witS spehiaD needsk sensitivitq and 
honldentiaDitq 
P HraininI in inhD,sive uahiDitation tehSnib,esk nonfuormaD ed,hation 
metSodsk saueI,ardinI qo,nI and v,DneraWDe peopDe and lrst aid

Administrator & Events Assistant
gDehtrih |ro,p J Oov 0:83 f A,I 0:0/

NoDe inhD,ded• 

P ReinI tSe main hontaht uor aDD visitors and interahtinI witS h,Dt,raDDq and 
ne,roDoIihaDDq diverse sta.eSoDders in a weDhominI and inhD,sive waq and 
providinI e-heptionaD h,stomer servihe 
P AnswerinI and redirehtinI teDepSone enb,iries to tSe reDevant person 
andUor reso,rhes 
P NeheivinI and distriW,tinI postk as weDD as War and m,sih eb,ipment 
deDiveries 
P TrIanisinIk ,pdatinI and hirh,DatinI doh,ments s,hS as rate hards and 
deh. pah.s uor aDD gDehtrih |ro,pxs ven,es 
P 5anaIinI promoter and aIent hontaht Dists and .eepinI dataWase 
,pftofdate 
P Hrah.inI and DoIIinI aDD artist deposit invoihes and prohessinI uor paqf
ment 
P Bor.inI hDoseDq witS lnanhe to trah. and ens,re tSe Artist hontraht 
sSeet and deposit trah.er are ,p to date and deposit invoihes are paid 
P &aDendar manaIement witS detaiDed reportinI on past vsy u,t,re sSow 
honlrmationsk hanheDDed and reshSed,Ded sSows 
P 5anaIement and ,pdatinI gDehtrih |ro,p weWsites ,sinI BordMress 
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P Roo.inI infSo,se pSotoIrapSers ahross aDD ven,es and manaIinI tSe 
Woo.inI trah.er 
P NepresentinI gDehtrih |ro,p to aDD aIentsk manaIersk artists and prof
moters wSen hond,htinI ven,e site visits

Customer Service Advisor
&,Dt Rea,tqk gDite Assohiates J 5aq 0:83 f Oov 0:83

NoDe inhD,ded• 
P 'nterahtinI witS h,stomers via vario,s hSanneDsk ta.inI a hreative and 
proahtive approahS to resoDve b,eries and order iss,es 
P AssistinI witS sohiaD media hontent hreationk sSowhasinI prod,hts prof
vided Wq Wrands 
P LsinI &N5 and efhommerhe sqstems inhD,dinI 5aIento 
P Bor.inI hoDDaWorativeDq as part ou a team to deDiver worDdfhDass h,sf
tomer servihek hontriW,tinI to tSe ahSievement ou department E6As and 
FM'sy

O(ce Manager )Tempf
Veson Oa,tihaDk Adehho J 2,n 0:8( f Eep 0:8(

NoDe inhD,ded• 
P 5ain .eq SoDderk responsiWDe uor tSe orIanisation G e)hient u,nhtioninI 
ou tSe o)he on a daiDq Wasis 
P FeepinI tSe reheption area tidq and presentaWDek admin d,ties inhD,dinI 
o)he diarq manaIementk manaIinI meetinI room Woo.inI haDendark 
traveD arranIementsk hDient dataWase manaIement 
P CandDinI enb,iries tSro,IS vario,s hSanneDs s,hS as pSone and emaiD 
P 5onitorinI and orderinI o)he s,ppDies 
P 6iaisinI witS hDients and otSer IDoWaD WranhSes daiDqk to ens,re aDD teams 
were a, ho,rant witS .eq inuormation and tas.s d,rinI Sandoversy

Education & Training

0:0: School oN Uatural Therapies
'Hg& 6eveD / KipDomaf CoDistih 5assaIe HSerapqk 

0:8( f 0:89 yniversitL oN 'eicester
KipDoma ou CiISer gd,hation f 5odern 6anI,aIes 4crenhS G EpanisS7k 

0:8E f 0:8( yniversitL oN 'eicester
KipDoma ou CiISer gd,hation f MsqhSoDoIq witS &oInitive Oe,roshienhek 

St SaviourRs & St OlaveRs School
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