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vitW oxer two decades of e,perieDce iD dixerse retail settiDhsI u e,cel iD proxidiDh 
e,ceptioDal cmsto.er serxiceI .aDahiDh stockI aDd e,ecmtiDh sales stratehiesM yb 
aqilitb to adapt Bmicklb .akes .e ideal for dbDa.ic retail eDxiroD.eDtsM Rasic 
gDhlisW proncieDcb aids iD eAectixe co..mDicatioD witW a qroad cmsto.er qaseM
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Experience

Full time General Stad anP Catient
Pelper yamdslebM 0 Spr 18-9 • yar 18-7

5 &eer yeDtoriDh 
5 TccmpatioDal (Werapb iDclmdiDh hixiDh ideas aDd hixiDh .b iDpmt to 
hromps aDd exerbdab romtiDe patieDts plaDDiDh .eetiDhs aDd heDeral 
qasic smpport aDd oqserxatioD oD ward wWeD staA are assistiDh otWer 
staA aDd patieDts elsewWere 
5 ReDentsI(riqmDal aDd qasic .eDtal WealtW lehal adxice &roxidiDh food 
aDd clotWiDh aDd heDeral exerbdab ite.s 
5 (eacWiDh staA aDd patieDts siDhiDhIdaDciDh aDd e,ercise 
5 PelpiDh patieDts witW tWeir hadhets etc iDclmdiDh DaxihatiDh oD weqsites 
aDd LoDdoD to assist tWe. after discWarhe aDd leaxe 
5 4reatiDh artwork for wardIfa.ilb aDd close frieDds

saMual karhet Stall
VolmDteer gast KtreetM 0 Smh 18-) • Oow

u work oD 1 stalls selliDh .eD|s aDd ladies clotWes carrbiDh omt a xarietb of 
tasks raDhiDh fro. serxiDh clieDts to .iDdiDh tWeir qmsiDess wWilst tWeb 
were awab for a sWort wWileM

Cart time syaritV Syop Oolunteer
KWaw (rmst zval 0 2eq 18-) • Spr 18-)

5 ScceptiDh doDatioDs fro. heDeral pmqlic aDd sortiDh tWromhW tWe sell•
aqle stock aDd prepariDh aDd displabiDh tWe. oD sWop 3oor 
5 'siDh till to accept casW aDd card pab.eDts 
5 Ne • arraDhiDh stock oD sWop 3oor witW tea. .e.qers aDd .aDaher to 
pro.ote sales 
5 HeepiDh sWop cleaD aDd tidb at all ti.es

AccountM &.cer
&eaqodb (rmst 0 Jml 18-1 • Smh 18-1

5 TpeDiDh aDd distriqmtioD of post aDd heDeral ad.iDistratioD dmties 
5 NehisteriDh aDd processiDh iDxoices oDto KmD aDd &ro•Sctis 
5 yatcWiDh aDd scaDDiDh amtWorised iDxoices to &mrcWase Trders

AccountM CaVable AMMiMtant
&ark &laCa vest.iDster Rridhe Potel 0 yar 18-1 • yab 18-1

5 gDteriDh iDxoices oDto KmD 
5 &repariDh pab.eDt rmDs 
5 NecoDciliDh smpplier state.eDts 
5 EealiDh witW iDterDal U e,terDal Bmeries

AccountM CaVable B APmin/ AMMiMtant
( y LewiD U KoD 0 Smh 18-- • Tct 18--
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5 4odiDh aDd oqtaiDiDh amtWorisatioD of iDxoices 
5 2iliDh aDd ad.iDistratioD 
5 gDteriDh iDxoices oDto KmD 
5 SllocatiDh approxed iDxoices for pab.eDt 
5 'pdatiDh e,cel spread•sWeets

Finance B APmin/ AMMiMtant
VolmDteer 4oDDect 'H 0 Smh 1887 • JmD 18-8

5 NehisteriDh aDd iDpmttiDh iDxoices oDto Kahe G8 
5 &ab.eDt rmDs 
5 Eata eDtrb oDto g,cel spread•sWeets aDd iD•Womse dataqase 
5 gDteriDh doDatioDs oDto Naisers gdhe

WargCub vaitinL Stad Oolunteer
RgLL &'RLu4 PT'Kg 0 Jml 1889 • Smh 1889

u was WelpiDh omt at .b local pmqlic Womse wWicW was rmD qb a close frieDd 
z.b old carer– mDdertakiDh heDeral kitcWeD aDd qar dmties e,cept cookiDh 
aDd serxiDh driDks qeWiDd tWe qarM

AccountMgAPmin anP suMtomer SerDice
4WaDDel F (elexisioD 0 Oox 188/ • Jml 1889

EmriDh tWis period u worked for sexeral e.plob.eDt aheDcies mDder•
takiDh te.porarb accomDtaDcb aDd ad.iDistratioD roles iD a xarietb of 
iDdmstries iDclmdiDh SdxertisiDh éoxerD.eDtI &mqlisWiDh aDd &ropertbM u 
msed a xarietb of co.pmter sbste.s iDclmdiDh KS&I Kahe LiDe G8I 4odaI 
ShressoI OaxisioD aDd TracleM u was also xolmDteeriDh for .b fa.ilb 
aDd frieDds qmsiDesses across KomtWwark aDd did so.e traxelliDh aDd 
cWildcareM 
5 &mrcWase ledher 
5 KtaA e,peDses 
5 4oDtriqmtioD accomDts 
5 (reasmrb 
5 Sd.iDistratixe 

&mrcWase Ledher U KtaA g,peDses SssistaDt 4WaDDel F (elexisioDM yar 8- 
j Oox 8/ 
5 NeceixiDh -G8 e,peDses per week aDd 188 iDxoices fro. iDco.iDh post 
5 4odiDh aDd iDpmt clai.s oD to iD•Womse 4oda aDd Tracle sbste. 
5 4WeckiDh receipts ahaiDst clai. aDd for VS( reclai. 
5 4WeckiDh clai. Was all reBmired iDfor.atioD as per co.paDb policb 
reBmired for iDpmt 
5 NetmrDiDh aDb clai.s tWat Waxe Dot followed procedmres correctlb 
5 4odiDh aDd iDpmttiDh oDto iD•Womse 4oda aDd Tracle sbste.s 
5 &rodmciDh twice weeklb RS4K pab.eDt rmDsI rmDDiDh reports aDd het•
tiDh pab.eDt rmD amtWorised aDd eDsmriDh it is seDt to tWe RaDk oD ti.e 
msiDh SLRS4K sbste. 
5 EealiDh witW BmeriesI e.plobees cWasiDh for pab.eDt or copies of 
e,peDse clai.s u.ple.eDtiDh cWaDhes to e,peDse clai. for. aDd pro•
dmciDh e,peDses procedmres for otWer e.plobees to followM 
5 (wice weeklb RS4K U yaDmal 4WeBme rmDs 
5 EealiDh witW e.plobees aDd smpplier Bmeries

CurcyaMe fePLer AMMiMtant
KotWeqb|s SmctioDeers 0 Jml -779 • yar 188-

5 &rocessiDh zpersoDallb– F88 iDxoices fro. iDco.iDh post per week 
5 EistriqmtiDh iDxoice for amtWorisatioD 
5 4WeckiDh coded iDxoices qefore iDpmttiDh tWe. oD KS& sbste. 
5 &abiDh approxed iDxoices qb cWeBmeI RS4KI iDterDatioDal draft aDd 
Rarclabs Ryu traDsfer 
5 EealiDh witW aDd resolxiDh e.plobees aDd smpplier Bmeries 
5 TrhaDisiDh depart.eDt workload to eDsmre iDxoices are processed iD 
ti.e for weeklb pab.eDt 
5 rmDs 
5 PelpiDh omt oD (raxel aDd g,peDses wWeD .b owD workload is slow mp 
to date 
5 NecoDciliDh rehioDal o ce pettb casW aDd arraDhiDh .oDtWlb re•i.•
qmrse.eDt 
5 NecoDciliDh smpplier state.eDts oD a dailb qasis aDd at bear eDd for 
amdit pmrposes U .oDitoriDh qaDk state.eDts aDd dealiDh witW retmrDed 
pab.eDts etcM 



5 KettiDh mp Dew qaDk details oD KS& 
5 veeklb aDd dailb .aDmal sterliDh aDd foreihD cmrreDcb cWeBme rmDs as 
well as qb RS4KI (( RaDkers Eraft 
5 Sd.iD dmties smcW as post aDd nliDh 
5 (raiDiDh Dew e.plobees oD procedmres

éraLon saHT
Ket 'p VolmDteer yeDtal 2ihWt 4lmq 0 JmD 18-G

qmsiDess .eetiDhs aDd .eals 
5 Pelp omt witW tWe delixerb U settiDh mp of topiarb U seatiDh for cWill omt 
area 
5 SrraDhiDh lea3ets oD iDfor.atioD desk iD order readb for staA U xisitors 
mse 
5 HeepiDh xisitors areas cleaD U tidb dmriDh setmp of cafe

suMtomer SerDicegsaterinL AMMiMtant
yario|s 0 JmD 18--

5 u was workiDh iD .b fa.ilb caf  aDd assistiDh witW dealiDh witW smppliers 
as well as cmsto.ers Bmeries aDd mDdertakiDh stock dmties

(air Salon Oolunteer sut anP slipper
 0 

yb role coDsisted of heDeral mDior dmties iDclmdiDh proxidiDh aD e,celleDt 
cmsto.er serxice to clieDts to cleaDiDh aDd sWoppiDh for stockM
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