AREAS OF EXPERTISE

PC hardware, peripherals

and Microsoft desktop OS
Broadband service
Managed firewall service

Back up systems

Microsoft Exchange and
Active Directory

Outlook, Outlook Express

Internet services (mail, web,

anti-spam)

PROFESSIONAL
MCSE

ECDL

PERSONAL SKILLS

Excellent telephone
manner

Customer focused

Hard working

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
1st line support

PERSONAL SUMMARY

A highly competent and enthusiastic 1st line support specialist with experience of
providing advice and practical assistance to system users via the IT service desk
telephone system and remote support software tools. Highly focused with a
comprehensive understanding of dealing with 1st line support calls and an in depth
knowledge of ITIL processes. Boasting a consistent & proven track record of
successfully employing best business practices that improve efficiency, reduce
operating costs whilst increasing performance.

Now looking for a suitable position with a ambitious & exciting company.
WORK EXPERIENCE

Technology Maintenance Company — Coventry
1ST LINE SUPPORT June 2008 - Present

Providing advice, support and practical assistance to system users via the IT service
desk telephone system and remote support software tools. Logging and processing
support issues via telephone or email whilst ensuring a high level of customer
service.

Duties:

e Providing 1st line technical support, answering support queries via phone & email.
e Remote administration and management of customer premises equipment.

e Tolog & prioritise system & user support calls for the second line support team.

e Carrying out user administration and set up.

e Recording and actioning faults as reported on: PC’s, servers, laptops and mobile.
e Determining the nature of faults and the steps required to rectify it.

e Creating and maintaining email profiles for users.

e Closing the job when normal service is resumed.

o Writing progress and statistical reports for supervisors and managers.

e Using remote control software tools to provide fault resolution and diagnosis.

e Creating and administrating Microsoft Exchange email accounts.

e Document and maintain Help Desk policies and procedures.

e The update and maintenance of the IT service desk authorised users database.

e Train and supervise other support engineering staff.

e Track, monitor and report on all Help Desk incidents within defined customer
service levels.

KEY SKILLS AND COMPETENCIES

Proficiency in the troubleshooting and resolution of all client queries.

Good problem solving skills along with the ability to maintain calm under pressure.
Basic understanding of PC hardware set-up and configuration.

A methodical and structured approach to problem solving.

ACADEMIC QUALIFICATIONS

BSc (Hons) Computer Networking
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES — Available on request.


mailto:gary.w@dayjob.co.uk

AREAS OF EXPERTISE

Business development
Marketing campaigns
Supplier negotiation
Direct marketing

Sales administration
Account administration
Database marketing

Client retention

PROFESSIONAL

Certificate in Conflict
Management
(City & Guilds)

PERSONAL SKILLS

Entrepreneurial
Hands-On
Pro-active

Resourceful

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
Account manager

PERSONAL SUMMARY

A highly motivated, confident account manager with exceptional multi-tasking
and organisational skills. Having extensive experience of identifying the needs of
corporate customers and of running and delivering sales and marketing campaigns
for key clients. Possessing a significant record of achievement in account
management and able to quickly understand the mission, vision and values of an
organisation.

Now looking for a new and challenging managerial or consultancy position, one
which will make best use of my existing skills and experience and also further my
personal and professional development.

WORK EXPERIENCE

Corporate Financial Sales Company — Coventry
ACCOUNT MANAGER June 2008 - Present

Working in a fast-paced team oriented and entrepreneurial environment.
Managing a client portfolio and having revenue and account management
responsibility for key accounts.

Duties:

o Working closely with the Sales Director to prospect, pitch & close new business.
¢ Gaining a strong knowledge and understanding of a clients’ brand and products.
o Organising weekly team meetings with staff, directors and senior managers.

¢ Involved in the day to day management of clients.

o Participation in team building and sales training events.

o Performance monitoring of account executives and account teams.

e Address client concerns and ensure the resolution of issues in a timely manner.
¢ Maintaining contact with clients - giving them regular updates.

¢ In charge of budgets and administration.

o Oversee existing campaigns to grow key accounts.

e Delivering ongoing market analysis and assessment of competitors.

e Retain accounts through the development of strong relationships with key
decision makers.

KEY SKILLS AND COMPETENCIES

o Excellent account management skills.

e Strong presentation and negotiation skills.

e Contacting and communicating with high end decision makers.

o Ability to follow up with clients in a timely professional manner.

e Good knowledge of Customer Marketing Databases and how to use them.

o A successful track record in new business development within the SME sector.
o Ability to work long hours, often under pressure.

ACADEMIC QUALIFICATIONS

BA (Hons) Marketing with Management
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES - Available on request.
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AREAS OF EXPERTISE

Debt Recovery

Quarterly VAT Returns
Prepayments and Accruals
Microsoft Suite

Profit & Loss

SAP Business One

Cash management

Balance Sheet and Cash flow
statements

PROFESSIONAL
AAT qualified

ACCA

PERSONAL SKILLS

Tenacious work ethic
Ability to meet deadlines
Keen to learn

Positive attitude

PERSONAL DETAILS

Gary White

34 Made Up Road
Coventry

CV66 7RF

T: 02476 000 0000
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
Accounts assistant

PERSONAL SUMMARY

An adaptable, resourceful and enthusiastic accounts assistant who has extensive
experience of having a wide level of general responsibility for monitoring and
reconciling a companies accounts. A strong communicator with excellent inter-
personal skills and knowledge of KPI reporting and assisting in the production of
monthly management accounts. Contributing extensively to team work and
always displays a willing and helpful manner when resolving, analysing and
investigating various accounting discrepancies.

Now looking to further an already successful career by working in the finance
department for an ambitious and expanding company.

WORK EXPERIENCE

Accountancy Firm — Coventry
ACCOUNTS ASSISTANT June 2008 - Present

Working as part of a team that is responsible for making sure that the flow of
costs and revenues between the various projects, regions and people is accurately
accounted for and managed.

Duties:

e Assisting the Accounts and Tax manager in a variety of business roles.
¢ Reconciling petty cash.

o Arranging IR35 checks on contracts and liaising with clients over results.
¢ Balance sheet reconciliations.

e Salary entry and reconciliation.

e General ledger entry including accruals and prepayments.

¢ Dealing with statutory returns.

e Assisting internal/external auditors with queries.

e Chasing outstanding customer accounts.

¢ Resolution of invoice queries including credits.

o Assisting with sales / purchase ledger duties, cash books and payroll.

e Communicating clearly and effectively with the accounts team.

e Monthly / quarterly management accounts preparation.

e Assisting in the preparation of year end accounts for clients.

e Registering clients for VAT and PAYE.

KEY SKILLS AND COMPETENCIES

Extensive knowledge of excel spreadsheets.
Knowledge and experience of SAP.

Inputting invoices onto a sage 200 system.
Excellent customer service & communication skills.
Ability to handle large volumes of invoices.

ACADEMIC QUALIFICATIONS

BA (Hons) Accountancy
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES — Available on request.
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Gary White
Actor

AREAS OF EXPERTISE PERSONAL SUMMARY

A artistic, highly trained and confident aspiring actor with an ability to make
audiences believe he is the character being portrayed. Having the ability to work
successfully as part of a team effort in cooperation with directors, designers, stage

Comedy roles

Narrating . .
managers, fellow actors, camera operators, and a variety of backstage and production
. . workers. Possessing a proven ability to learning lines and stage techniques quickly as
Voice acting . . -
well as being punctual and prepared when attending rehearsals and auditions.
Stage acting Now looking for a new and challenging roles which will make best use of my
existing acting skills and experiences and also further my personal and professional
Playwriting development.
Stage speech WORK EXPERIENCE
Acting Agency — Coventry
ACTOR June 2008 - Present
Currently working for a regional talent agency and getting various small roles. Have
had small minor parts in radio and television broadcasting, commercials, film, theatre
PROFESSIONAL and period dramas.
Equity member
aury Duties:
First Aid Certificate ¢ Doing voice-overs for advertisements.
o Researching roles thoroughly to understand the story and characters.
Spanish speaker e Singing and dancing.

e Doing short video presentations.
e Working on television shows, small motion pictures and theatre shows.
e Performing in front of a live audience.
e Helping out with stage props & the setting up & dismantling of performance areas.
¢ Doing presentations in front of agents, talent spotters & casting directors.
PERSONAL SKILLS
KEY SKILLS AND COMPETENCIES
Presentable
e Able to do foreign and regional accents.
e Can long hours and possessing self-discipline, patience, and determination.
e Able and willing to work as a extra.
Articulate e Physically fit and able to do strenuous activities and stunts.
e Experience of working in a professional theatre.
e Have own transport and willing to travel.
o Previously worked on cruise ships as an entertainer.
e Experience of teaching being a drama coach.

Patience

PERSONAL DETAILS e Having a real love of acting and a passion to entertain.
e Able to learning lines quickly by rehearsing thoroughly.
Gary White o Mentally able to deal with rejection and negative reviews or feedback.
34 Anywhere Road
Coventry ACADEMIC QUALIFICATIONS
CV6 7RF
T 02476 888 5544 BA (Hons) _ A_cting & Stage Combat
M: 0887 222 9999 Nuneaton University 2005 - 2008
E: gary.w@dayjob.co.uk
A levels: Maths (A) English (B) Technology (B) Science (C)
DOB: 12/09/1985 Coventry Central College 2003 - 2005

Driving license: Yes
Nationality: British REFERENCES — Available on request.
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Gary White
Administrative assistant

AREAS OF EXPERTISE PERSONAL SUMMARY

A highly competent, motivated and enthusiastic administrative assistant with
experience of working as part of a team in a busy office environment. Well
organised and proactive in providing timely, efficient and accurate administrative
support to office managers and work colleagues. Approachable, well presented
and able to establish good working relationships with a range of different people.

Office management

Administrative support

Minute taking

Report writing
Presentations

Diary management

PROFESSIONAL

NVQ (Level 2) Customer
Care

CLAIT qualification

ECDL

PERSONAL SKILLS

Time management
Proactive and assertive

Flexible & approachable

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Possessing a proven ability to generate innovative ideas and solutions to
problems.

Currently looking for a suitable position with a reputable and ambitious company.

WORK EXPERIENCE

Car Sales Company — Coventry
ADMINISTRATIVE ASSISTANT June 2008 - Present

Working as part of a team and supporting the office manager. Responsible for the
day-to-day tasks and administrative duties of the office including covering the

reception area.

Duties:

e Meeting and greeting clients and visitors to the office.

e Typing documents and distributing memos.

e Supervising the work of office juniors and assigning work for them.

¢ Handling incoming / outgoing calls, correspondence and filing.

e Faxing, printing, photocopying, filing and scanning.

e Organising business travel, itineraries, and accommodation for managers.
e Monitoring inventory, office stock and ordering supplies as necessary.
e Updating & maintain the holiday, absence and training records of staff.
¢ Responsible for purchase orders.

¢ Raising of purchase orders and invoice tracking.

e Creating and modifying documents using Microsoft Office.

e Setting up and coordinating meetings and conferences.

¢ Involvement in social media implementation.

e Updating, processing and filing of all documents.

KEY SKILLS AND COMPETENCIES

e Strong organizational, administrative and analytical skills.

o Excellent spelling, proofreading and computer skills.

e Ability to maintain confidentiality.

o Excellent working knowledge of all Microsoft Office packages.

o Ability to produce consistently accurate work even whilst under pressure.
o Ability to multi task and manage conflicting demands.

o Ability to type at least 60+ wpm.

ACADEMIC QUALIFICATIONS

BSc (Hons) Business Administration
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES - Available on request.
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AREAS OF EXPERTISE

Project management

Online & offline production

Photoshop

Creative Suite knowledge

Creative marketing concepts

Animations

Client facing

PROFESSIONAL

Diploma in Creative
Techniques

PERSONAL SKILLS

Commercially focused
Innovative ideas
Strategic thinker

Oraanisational skills

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
Art director

PERSONAL SUMMARY

A results driven, self-motivated and resourceful arts director with an ability to
successfully translate desired moods, messages, concepts, and underdeveloped
ideas into imagery. Experience of working in and contributing to a creative
environment alongside designers, copywriters, content strategists user experience
specialists and interactive developers. Possessing an ability to see the big picture
and continually develop new and inspiring approaches to a brief.

Currently looking for a new and challenging position, one which will make best
use of my existing skills and experience and also further my personal and
professional development.

WORK EXPERIENCE

Advertising & Media Company — Coventry
ART DIRECTOR June 2008 - Present

Responsible for developing and executing creative concepts for leading-edge
marketing and web solutions. Regularly liaising with the technology team to
ensure the best creative solutions are realised, implemented and delivered.

Duties:

¢ Developing excellence through innovative & creative concepts across all media.
o Ability to work with other project managers and teams of creative designers.
e Develop and frame creative concepts according to creative brief requirements.
e Communicating design visions and rationale clearly to clients and design teams.
e Conceptualize, visualize and design user experiences.

e Managing and directing photo shoots on time and to budget.

¢ Involved in developing the clients culture and quality standards.

o Attending conferences, press releases, exhibitions and expos.

e Mentoring junior staff in project development and performance management.
e Organising, initiating and lead brainstorms sessions.

KEY SKILLS AND COMPETENCIES

e Experience in: POS, merchandising, press, outdoor, DM, brochures and digital.

o Excellent presentation and communication skills.

o Ability to prioritise and juggle multiple projects within tight deadlines.

o Capable of developing and communicating industry-leading creative concepts.

e Strong conceptual thinking-- both visual and interactive.

e Knowledge of design disciplines including layout, typography, imagery & colour.
e Knowledge of video and After Effects.

e Strong proof of concept, rapid prototyping, storyboarding & technical skills.

¢ Knowledge of industry standard design tools: Mac OS, Illustrator, Indesign,
Fireworks etc.

ACADEMIC QUALIFICATIONS

BSc (Hons) Multimedia Technology and Design
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES - Available on request.
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AREAS OF EXPERTISE

Monthly management
accounts

Budgeting & forecasting
P&L analyses

Month end procedures
Variance reporting
Computer literacy
Margin analysis

Query resolution

Reporting& management
accounting

PROFESSIONAL

CIMA

PERSONAL SKILLS
Numerate

Investigative

Pro-active problem
solver

PERSONAL DETAILS

Gary White

34 Made Up Road
Coventry

CV66 7RF

T: 02476 000 0000
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
Assistant accountant

PERSONAL SUMMARY

A confident, multi-skilled & capable assistant accountant with excellent
knowledge of finance & accounting procedures. Exceptional analytical & problem
solving skills & able to provide financial information to all areas of the business
whilst ensuring that all management information is accurate. Having a proven
ability to drive out inefficiencies through process improvement as well as assist in
the maintenance & development of financial systems and accounting procedures.

Now looking for a new & challenging accountancy position, one which will make
best use of my existing skills and experience & also further my development.

WORK EXPERIENCE

Construction Company — Coventry
ASSISTANT ACCOUNTANT June 2008 - Present

Supporting the business by assisting to produce accurate financial and
management accounting information on which financial decisions are based. Also
involved in compiling financial reports and analyses, whilst working to strict
deadlines.

Duties:

e Preparing sales invoices & the upkeep of an accurate accounts filing system.
e Preparation and input of month end journal vouchers.

¢ Inputting, matching, batching and coding of invoices.

e Debtor and Creditor reconciliations.

o Preparation of various reports for senior managers.

e Responsible for financial accounts including budgets and cash-flow.

e Supervising junior financial staff.

¢ Responsible for KPI analysis and evaluation of costs and margins.

e Conversant with PAYE and VAT reconciliations.

e Conducting regular business reviews of financial performance.

e Proactively identifying business improvement opportunities.

o Fixed Asset accounting, reconciliations and depreciation journals.

e Ensuring that information is accurately collated & entered into systems.

e Preparation of bi-weekly invoice and expense claim payment runs.

e Assist in the preparation of monthly balance sheet account reconciliations.
¢ Inputting of supplier invoices and employee expense claims to the ledgers.

KEY SKILLS AND COMPETENCIES

Good all round Financial Accounting Knowledge.

Knowledge of Accounts Payable & Receivable processes and procedures.
Experience in using SAP and other similar accounting systems.

Strong Excel skills.

ACADEMIC QUALIFICATIONS

BA (Hons) Accounting & Finance
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES — Available on request.
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ASSISTANT MANAGER

Trevor Cunningham
Dayjob Ltd 120 Vyse Street Birmingham B18 6NF

Career summary

A fully committed, capable and confident assistant manager
who possesses the required vision, ability, drive and
enthusiasm needed for successful retail management. A highly
organised and consistent individual who can quickly
comprehend complex managerial scenarios. Now seeking to
harness over three years of practical managerial, retail and
customer service experience in a suitable leadership role.

Key skills

PROFESSIONAL EXPERIENCE AND ABILITIES

e  Updating work colleagues on business performance, new
initiatives and related issues.

e Providing focus and direction to subordinates.

e  Decision making and problem solving.

e  Work scheduling that improves employee performance
and reduces absenteeism.

e People management.

e Cost control, budget control and financial management.

e Motivating employees to do better.

e  Accuracy and attention to detail.

e Ability to work as part of a team.

e  Sales, marketing and merchandising.

e Effective administrative procedures.

e  Ensuring high levels of customer satisfaction.

e Superb oral and written communication skills.

o Flexible, open to ideas and willing to learn.

e Extensive commercial awareness.

e  Leadership skills.

e  Communication, coordination and analysis skills.

Career history

ASSISTANT MANAGER - Fashion Retail Store

Jan 2010 — Present

Responsible for the tasks delegated by the store manager. In
charge of the workplace and ensuring it’s smooth running
and operation in the absence of the manager. Providing
support to the manager in the planning and executing of all
complex activities and tasks. Doing this by highlighting the
impact, risks and consequences of any managerial decisions
and also coming up with possible alternatives and different
perspectives to business problems. Creating a constructive
environment and organizing brainstorming sessions where
ideas can be generated from all involved stakeholders. Also
responsible for building goodwill & loyalty from customers.
Auditing the work environment to ensure compliance with
Health & Safety standards.

T: +44 121 638 0026 W: www.dayjob.com

ASSISTANT MANAGER — Department Store

Feb 2009 — Dec 2010

Next in line to the general manager and responsible for
running the overall store operations. Fully accountable for
increasing sales, ensuring efficiency and for maintaining the
highest retail standards. Also involved in setting priorities and
deciding on which important and urgent tasks need to be
done immediately and which ones can wait. Making an agenda
and planning to forestall any events rather than simply
reacting to events. Ensuring that staff do not get bogged
down in mundane and repetitive tasks and working to create
a constructive and challenging environment for them so that
they will not get bored. Defining the objectives for the
business by strategically planning and setting achievable and
realistic goals. Only doing this after assessing the companies
resources, capital and people. When required rewarding and
also disciplining the performance of employees.

TEAM LEADER — Electrical Appliance Retailer

Jul 2007 — Jan 2009

Being the registered key holder for the business, responsible
for the premises security and for opening the building in the
morning and closing it at night. In charge of handling all
customer complaints diplomatically and ensuring they are
resolved amicably. Also involved in serving customers,
recruiting staff and promoting their continuous training and
development. Striving to build strong marketing foundations
by utilising specialist software & information technology for
forward planning, data analysis and record keeping. Creating
a constructive yet relaxed working environment where
operational development & team efficiency is the number
one priority. Having a hands on approach & leading by
example. Possessing extensive knowledge of branded
products, services & merchandise & working hard to ensure
that service to customers is consistently high. Ensuring
effective visual merchandising is applied throughout the
store.

Education

NUNEATON UNIVERSITY 2004 - 2007
Business Management BA (Hons)

COLLEGE Coventry 2002 - 2004
A Levels; English (A) Physics (D) Geography (C)

SCHOOL Coventry 1997 - 2002
GCSE; Math (B)English (A) Physics (D) Geography (C)
Math (B)English (A) Physics (D) Geography (C)

References

Auvailable on request.



AREAS OF EXPERTISE

Internal auditor

Risk management
Internal controls
Accounting methods
Financial in-balances
Financial report writing

Analysing data

PROFESSIONAL

Registered IRCA lead
auditor

Membership of IEMA

PERSONAL SKILLS

French speaker
Decision making
Numerical skills

Perseverance

PERSONAL DETAILS

Wendy Harris

34 Anywhere Road
Coventry

CV6 7TRF

T: 02476 888 5544
M: 0887 222 9999
E: wendy.h@emaladdress.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Wendy Harris
Auditor CV

PERSONAL SUMMARY

A committed auditor with an ability to generate and implement effective auditing
procedures and also to evaluate accounting systems for efficiency. Having a
successful track record of checking a companies financial records, bookkeeping
and accounting methods to identify efficiency improvements that maximise an
assignments profitability.

Recently recommended and implemented financial changes for a external client
that resulted in a 21% increase in their revenues. Currently looking for a position
as an internal auditor with an ambitious company.

WORK EXPERIENCE

Financial Accounting Consultants — Coventry
INTERNAL AUDITOR June 2008 - Present

Assisting Audit Managers in the performance of complex audit assignments and
investigations, often undertaking specific elements of the assignment with
minimal supervision. Completing allocated work within required time and
budgets and to required quality standard.

Duties:

e Planning and conducting professional management system audits.

e Generating ideas to maximise assignment profitability.

¢ Identifying areas of potential efficiency improvements.

¢ Involved in financial reporting, risk management, compliance & integrations.
e Compiling reports of audit results to senior managers.

o Daily contact with client staff and other parties.

e Assists in the training and coaching of junior members of staff.

e Promote controls and sound risk management.

o Draft audit reports for review by the lead auditor and senior managers.

¢ Identify any gaps in controls and make practical recommendations.

o Performing audit assignments in compliance with the Government Internal
Audit Standards.

KEY SKILLS AND COMPETENCIES

¢ An excellent understanding of auditing techniques.

e Experience within an Internal or External audit environment.

o Able to motivate and lead others in a project team environment.

o Experience of the Asset Management, Banking and Insurance industries.

o A proactive approach and the ability to work autonomously and as part of a team.
e Analytical and methodical when approaching problems.

e A comprehensive knowledge of professional auditing and accounting standards
and guidelines.

ACADEMIC QUALIFICATIONS

BSc (Hons) Accounting, Auditing and Finance
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES - Available on request.
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AREAS OF EXPERTISE

Handling cash

Electronic banking systems
Accounting software
Cashiering duties

Bank products& services
Bank Reconciliation

Selling financial products

PROFESSIONAL
RSA 11

Can speak French

First Aid qualified

PERSONAL SKILLS

Communication skills
Customer facing skills

Keyboard skills

PERSONAL DETAILS

Karen Bradley

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999

E: karen.b@emailaddress.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Karen Bradley
Bank cashier

PERSONAL SUMMARY

A competent Bank Cashier with a friendly personality and plenty of customer
service experience, including the ability to communicate to customers clearly and
politely. Organised and willing to accept responsibility in meeting deadlines
promptly. Able to work autonomously and meet deadlines throughout the day
(cheque runs etc) and have a proven ability to sell the Bank's products and meet
weekly targets that are set by managers.

Karen is currently looking for a Bank Cashier position with a suitable and
responsible bank or financial company.

WORK EXPERIENCE

Coventry First bank — Coventry
BANK CASHIER June 2008 - Present

Receiving & processing all incoming payments; Wire transfers, cheques (including
foreign currency), bank drafts. Also handling all Cashier related enquiries from
clients either in person, by phone, email or written correspondence.

Duties:

o Offering excellent customer service to the Building societies members.

¢ Daily cash and cheque handling including foreign payments.

e Ensuring that the tills balance up at the end of the day.

e Arranging and generating appointments for the savings and mortgage advisors.
o Working effectively as part of a hardworking and customer driven team.

e Processing all incoming payments received by mail, fax and email.

e Handling all cashier related enquiries from customers.

e Process all inter company payments.

e Responsible for all VAT refunds on to clients accounts.

e Posting incoming payments and occasionally answering VAT export queries.

KEY SKILLS AND COMPETENCIES

o Excellent communication skills to build relations with customers face to face.
¢ Ability to organise and prioritise a busy diary.

e Good literacy and numeracy skills.

¢ Can handle large amounts of cash efficiently and accurately.

o Ability to review and resolve all unallocated payments.

e Flexible regarding your working hours.

o Practical experience of processing and controlling a cash book.

o Effective time management and be able to prioritise.

e Computer literate, able to use Word, Excel, Oracle, other Company financial
support systems.

ACADEMIC QUALIFICATIONS

BSc Banking & Accounting
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES — Available on request.
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AREAS OF EXPERTISE

Bar management

Stock management
Pricing strategies
Promoting sales

Client retention
Preparing budgets
Cocktail managing skills
Facilities management

Event planning

PROFESSIONAL

NVQ in Hospitality and
Catering
(City & Guilds)

PERSONAL SKILLS

Sales driven
Charismatic
Smart & presentable

Entrepreneurial

PERSONAL DETAILS

Gary White

34 Made Up Road
Coventry

CV66 7RF

T: 02476 000 0000
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
Bar manager

PERSONAL SUMMARY

A confident, highly resourceful and reliable bar manager with an in depth
understanding of the bar, restaurant and hospitality industry. Possessing the required
communication skills and flair needed to attract customers, drive sales and develop a
business. Flexible in the ability to adapt to challenges when they arise while
remaining aware of professional roles and boundaries. Having an approachable,
cheerful and friendly personality and a proven ability to ensure that a customers
experience is always relaxing and enjoyable.

Now looking for a new & challenging managerial position, one which will make best
use of my existing skills & experience and also further my personal development.

WORK EXPERIENCE

Fashionable Restaurant & Bar — Coventry
BAR MANAGER June 2008 - Present

Responsible for the smooth running of the Bar & its business performance.
Maintaining high standards of spirits & wines, food, service, health and safety and
helping to deliver best service to customers at all times.

Duties:

o Inspiring bar staff to deliver prompt, friendly and efficient service at all times.

¢ Providing day-to-day support to the Retail Area Managers.

o Daily Stock Control and full weekly audit.

o HR responsibilities including recruitment, training and development of staff.

¢ Organising the daily rota and duties.

¢ Responsible for management of brand standards, stock rotation & cashing up.

¢ Analysing data and drawing conclusions for the business.

¢ Daily and weekly reconciliation of sales/ end of week/ payroll.

¢ In-depth understand of measurements and weights of drink levels.

e Managing a team of 12 permanent and also casual bar staff & supervisors.

e Working with the Hospitality Manager in coordinating & planning for big events.
¢ Re-evaluating the beverage & wine list offered, highlighting trends & new products
to managers.

KEY SKILLS AND COMPETENCIES

Confident and articulate when communicating with customers.

A deep understanding of food hygiene and health and safety issues.

e Strong customer-facing skills.

Ability to present and persuade in an articulate fashion.

Knowledge of food, drink and retail development/ implementation.

Having a detailed knowledge & understanding of cocktails, wines and champagnes.

ACADEMIC QUALIFICATIONS

BSc (Hons) International Hospitality Management
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES — Available on request.


mailto:gary.w@dayjob.co.uk

AREAS OF EXPERTISE
Hospitality

Bartending

Cocktail recipes
Customer service

Knowledge of food &
beverages

Customer facing

PROFESSIONAL

First Aid certificate
ECDL

Spanish speaker

PERSONAL SKILLS

Fun personality
Smart appearance

Entertaining guests

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
Bar staff

PERSONAL SUMMARY

A bright, talented and hard working individual with a bubbly, friendly personality
and the ability to work as part of a team. Possessing excellent communication &

hospitality skills and a proven ability to ensure that all customer expectations are met

during the bar experience and providing amazing hospitality to guests. Customer
focused, highly organised with the ability to make cocktails & beverages to the
required standards and ensure the bar area is always clean and organized.

Currently looking for a suitable bar staff position with an ambitious and rewarding

company that offers excellent opportunities for development and career progression.

WORK EXPERIENCE

City Centre Bar — Coventry
BAR STAFF June 2008 - Present

Working under the general guidance of the Bar Manager, assisting in the smooth
running of our bar area to deliver a high standard of service and customer
satisfaction. Providing a visible presence to ensure that all customer requests and
queries are responded to promptly and effectively.

Duties:

e Operating the till and taking cash.

e Serving customers from behind the bar, offering advice on drinks.

o Responsible for keeping the bar clean and tidy, collecting empty plates & glasses.
e Mixing cocktails for customers.

o Preparing the bar for service, restocking wines and spirits.

¢ Providing a professional, friendly and courteous service to all customers.

e Taking food orders from customers in the seated restaurant area.

¢ Delivering food and also drinks to customers at tables.

e Occasionally working at weddings, private parties & conferences.

e Dealing with guest complaints in a friendly and efficient manner.

o Ensuring all cash, charge, float and till procedures are carried out in accordance
with company policy.

KEY SKILLS AND COMPETENCIES

e Good knowledge of wine, spirits and beers.

¢ High standards of personal personal presentation and customer service.

o Ability and willingness to work late nights & weekends.

e A great team player.

o Experience of serving large numbers of customers at large functions & events.
o Ability to work well within a busy, often fast-paced environment.

e Keen to learn and develop new skills.

¢ Able to work individually behind a bar.

ACADEMIC QUALIFICATIONS

NVQ Certificate in Hospitality (City & Guilds)
Nuneaton North College 2006 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central School 2000 - 2006

REFERENCES — Available on request.


mailto:gary.w@dayjob.co.uk

AREAS OF EXPERTISE

Manicures & pedicures
Deep tissue massage
Waxing

Eyelash tinting and
eyebrow dying

Tanning

Cosmetics Therapist
Beauty treatments
Up selling

Holistic treatments

PROFESSIONAL

NVQ level 3 in Beauty
Therapy

First Aid Certificate

PERSONAL SKILLS

Client care
Good personal hygiene

Listening skills

PERSONAL DETAILS

Linda Harris

34 Made Up Road
Coventry

CV66 7RF

T: 02476 000 0000
M: 0887 222 9999
E: linda.h@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Linda Harris
Beauty therapist

PERSONAL SUMMARY

A well presented, articulate and capable beauty therapist with a proven ability to
provide the necessary customer service and care required to ensure overall client
satisfaction. Ability to carry out variety of treatments with confidence and
competence on customers to help them look and feel the best they can. An excellent
communicator who can relate well with people at all levels and is able to work well
as part of a team or individually. Comfortable working in a fast paced, hands-on
work environment and consider no job too big or too small.

Looking for a suitable beauty therapist position with an exciting and innovative
company that offers room for progression.

WORK EXPERIENCE

Hair & Beauty Salon — Coventry
BEAUTY THERAPIST June 2008 - Present

Responsible for providing professional facial beauty and body treatments to
customers and also creating a calm environment where they can relax. Carrying out
all procedures to a high standard and ensuring client confidentiality.

Duties:

¢ Providing guests with the highest standards of beauty care and attention.

e Using cutting edge technology to perform traditional treatments.

e Meeting and greeting customers when they arrive.

e Providing cutting edge treatments & excellent customer care to clients.

e Giving aftercare advice on treatments and skincare matters.

e Ensuring the beauty salon is run efficiently and effectively.

¢ Selling beauty care products at every opportunity.

o Marketing the beauty salon by actively organising promotional activities.

o Keeping the Beauty Salon to a high standard of hygiene, cleanliness and tidiness.
e Charging customers and taking payment from them.

e Handling customer comments and complaints in a professional manner.

e Correctly accounting for all monies taken and beauty products sold.

e Ensuring that all equipment is in safe working order, maintained and serviced.
e Helping client's complete a medical questionnaire before any treatments.

e Promoting and selling beauty products.

KEY SKILLS AND COMPETENCIES

Good communication and social skills.

Strong, proven retail sales background.

Fully aware of health and safety policy, COSHH and fire procedures.

Experience of nail technology, spray tanning, spa therapy and microdermabrasion.
Keeping up to date with new beauty treatments and products being developed.

ACADEMIC QUALIFICATIONS

FdA Beauty Therapy and Spa Management (Foundation Degree)
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry North School 2000 - 2005

REFERENCES - Available on request.


mailto:linda.h@dayjob.co.uk

AREAS OF EXPERTISE

Purchase ledger

Sales ledger

Credit control

Bank reconciliations
Monthly payrolls
SAGE

Excel and Access

PROFESSIONAL
AAT

ACCA

ACA

PERSONAL SKILLS

Attention to detail
Communication skills

Target orientated

PERSONAL DETAILS

Harry Dean

34 Anywhere Road
Coventry

CV6 7TRF

T: 02476 888 5544
M: 0887 222 9999

E: harry.d@emailaddress.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Harry Dean
Bookkeeper CV

PERSONAL SUMMARY

A enthusiastic, self-motivated and highly organised individual with all round
bookkeeping experience. Having a excellent working knowledge of double entry
bookkeeping, managing accounts, maintaining a sales ledger, raising invoices,
issuing regular statements and processing receipts.

Easy going by nature but focused enough to take responsibility for reconciliation of
all ledgers, accruals & prepayments, settlement of suppliers and generate payment
runs. Presently looking for a suitable bookkeeping position.

WORK EXPERIENCE

Accountancy Firm — Coventry
BOOKKEEPER June 2008 - Present

Responsible for processing purchase and sales ledger invoices, complete
reconciliations, and general finance related within the department. In busy periods
also assisting with answering the phone & general admin duties.

Duties:

¢ Raising purchase and sales invoices, coding, and posting to ledger.
e Chasing customers for payment.

e Producing management accounts.

e Credit control, chasing overdue payments.

e Completing and submitting quarterly VAT returns.

¢ Daily banking and allocating of all monies.

o Meeting clients face to face.

e Preparing weekly and monthly accounts.

e Ensuring that all expense claims are collated and paid on time.

e Production of trial balance for month end and preparation of audit.
e Communicating with the Inland Revenue concerning PAYE.

¢ Sending remittances of PAYE and processing payroll.

KEY SKILLS AND COMPETENCIES

e Proven ability to work under the pressure and to meet deadlines.

e A positive 'can-do’ attitude.

o Experience of working with small and medium-sized companies.

¢ Knowledge of QuickBooks 2010.

e Have a in-depth understanding of foreign currency and VAT rules.

o Excellent working knowledge of Sage Line 50 and pegasus.

o Able to work well as part of a team and with strong communication skills.

o Able to work well with clients helping to build business relationships.

e Strong proven track record in accounts preparation from a practice environment.
e Have own transport and can travel and work from client premises when required.

ACADEMIC QUALIFICATIONS

BSc (Hons) Economics & accountancy
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES — Available on request.


mailto:harry.d@emailaddress.co.uk

AREAS OF EXPERTISE

Management disciplines
Resource management
Marketing

Closing deals

Customer service
Health & safety

Budget control

Risk assessment

PROFESSIONAL

NVQ in Retail Skills

PERSONAL SKILLS

Personal effectiveness
Consistent performance

Target driven

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White

Branch manager

PERSONAL SUMMARY

A well networked and highly successful branch manager with extensive customer
service experience and of working to set schedules and deadlines. Boasting a strong
background of supporting staff & senior management, as well as possessing an
excellent commercial approach to solving problems and developing business.
Having the commercial and visual awareness to drive sales, manage profit and loss
and ultimately increase branch profitability.

I am seeking a position within an ambitious & exciting company where | can utilise
my managerial experience and be challenged to push myself further.

WORK EXPERIENCE

Retail Store — Coventry
BRANCH MANAGER June 2008 - Present

Playing a leading role in running a successful branch by making the right choices to
deliver excellent results and achieve retail goals. Responsible for the profitability
and maximisation of Return On Capital Employed within the branch.

Duties:

¢ Developing, implementing and maintaining a business plan for the branch.
o Co-ordinating sales, purchasing, distribution, warehousing and staff costs.
e Focusing on achieving customer acquisition, retention and cross sales.

e Managing the daily activities of the branch.

e Enforcing the companies policies, principles, and procedures.

¢ Inspiring and motivating staff.

¢ ldentifying then addressing team training and development needs.

e Coaching and developing staff to do more and better.

o Adherence to regulatory requirements.

¢ Providing excellent service to customers

¢ Interpreting, analysing and producing sales & financial data.

e Enhancing awareness of the company branch and brand.

o Liaising with the Area Manager to develop innovative marketing strategies.
e Communicating clear business messages to staff.

o Responsible for dealing with complex and diverse managerial problems.

KEY SKILLS AND COMPETENCIES

Implementing change effectively.

Strong People Management skills.

Proven ability to win new business.
Excellent mentoring and motivational skills.
Extensive product knowledge.

Financially and commercially aware.

ACADEMIC QUALIFICATIONS

BA (Hons) Retail Buying
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES — Available on request.
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Linda Harris
Brand manager

AREAS OF EXPERTISE PERSONAL SUMMARY

A highly professional, dynamic, impeccably presented and driven Brand Manager
with vast experience of maximising the awareness, sales and profitability of
recognisable brands. Experience of working in a fast paced environment and able to
quickly understanding the mission, vision and values of a brand. Possessing a proven
ability to work within a brands guidelines and create an image that is up to date and
right for its audience.

Increasing brand awareness

Category management
initiatives

Hospitality industry
Now looking for a new and challenging managerial position, one which will make

Brand management best use of my existing skills and also further my professional development.
Brand strategy WORK EXPERIENCE
Market Research Cosmetics Company — Coventry

BRAND MANAGER June 2008 - Present

Brand compliance
Working in the marketing department of a well known cosmetics brand and involved

in make recommendations for it’s products range, pricing and promotions. Involved
in helping to differentiate the company from those of the competition.

PROFESSIONAL

Duties:
Chartered Institute of e Marketing certain brands to increase their popularity among target consumers.
Marketing (CIM) e Conducting in-depth consumer analysis to determine the image/demand of a brand.

o Leading cross-functional innovation teams.

o Profit & Loss responsibility.

e Controlling costs in-line with department objectives and business plans.

o Utilising all resources cost effectively.

o Developing & refining a brands in-store demonstration programme.

o Attending trade fairs, exhibitions and conferences to promote brands.

¢ Developing annual brand plans in partnership with the sales and insight teams.
¢ Implement strategic plans to maximise brand potential.

e Ensuring profit targets are achieved, margins maintained & expenses controlled.
o Liaising closely with customers & licensors presenting product & marketing plans.
¢ Monitoring performance against marketing targets both internally & externally.
o Effectively managing, coaching, motivating and developing the sales teams.

e Monitoring and analysing a brand and competitors performance to identify
Strengths, Weaknesses, Opportunities and Threats.

Institute of Direct
Marketing (IDM)

PERSONAL SKILLS

Commercially astute

Work well under
pressure

Teamwork

KEY SKILLS AND COMPETENCIES

First class sales & marketing skills gained at management level.
Leading a brand's PR campaign.
e Having passion, motivation and a dynamic approach to sales.

PERSONAL DETAILS

Linda Harris e Experience within the Retail / FMCG / Consumer sector.

34 Made Up Road « Ability to work effectively with internal and external stakeholders.
Coventry

CV66 7RF ACADEMIC QUALIFICATIONS

T: 02476 000 0000 )

M: 0887 222 9999 BA (HOI’]S) Marketlng

E: linda.h@dayjob.co.uk Nuneaton University 2005 - 2008

DOB: 12/09/1985 A levels: Maths (A) English (B) Technology (B) Science (C)
Driving license: Yes Coventry Central College 2003 - 2005

Nationality: British
REFERENCES - Available on request.


mailto:linda.h@dayjob.co.uk

AREAS OF EXPERTISE
Driving skills

Traffic regulations

Bus maintenance
Customer service

Safety checks

Map reading

Travel advice to passengers

PROFESSIONAL

First Aid Certificate
Certificate of
Professional Competence
(CPC)

Passenger Carrying
Vehicle (PCV)

PERSONAL SKILLS

Punctual

Reliable

Helpful attitude

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
Bus driver

PERSONAL SUMMARY

A well mannered, reliable and competent bus driver with excellent driving skills
and a thorough understanding of driving laws. Having a proven ability to drive a
bus carefully in a safe and courteous manner, to strict time schedules and in
compliance with traffic regulations. Constantly focusing on making journeys a
pleasant and hassle-free experience for passengers.

Ready and qualified for the next stage in a successful career. Currently looking
for a suitable position a bus driver with a reputable company.

WORK EXPERIENCE

Bus& Travel Company — Coventry
BUS DRIVER June 2008 - Present

Driving along predefined bus routes, dealing with traffic, stop-and-go driving and
providing assistance and advice to passengers at the same time. Driving in a
lawful manner with special reference to the persons and baggage being carried.

Duties:

¢ Providing a reliable and safe transport service to people in the local area.

e Giving advice to passengers on the most cost effective fares and services.

¢ Responsible for making sure passengers are safe and comfortable at all times.

e Maintain accurate records of journeys, fuel issues, oil, log / mileage sheets.

e Collect the correct fares from passengers.

e Responsible for regularly checking the condition & safety of the bus.

e Checking pre-paid passenger tickets & taking payment & issuing new tickets.
¢ Helping passengers with questions about their journey.

e Dealing with abusive, aggressive or unruly passengers.

o Keeping the bus interior clean and safe for passengers.

o Keeping operational records and making simple reports.

e Assisting disabled passengers with baggage onto the bus.

e Reporting delays and accidents to controllers at head office.

e Checking a buses water, gas, oil and mechanical condition before driving.

e Preparing reports on incidents, hours worked, mileage, fuel consumption, and
fares received.

KEY SKILLS AND COMPETENCIES

Fully aware of all traffic regulations.

Customer focused attitude and a friendly personality.

Holding a current valid PCV licence.

Ability to read maps and follow verbal geographic directions to route changes.
Having a confident and friendly personality.

Willing to work shift patterns of early, late and nights, 7 days a week.

ACADEMIC QUALIFICATIONS

A Levels: Maths (B) English (C)
Nuneaton Central School 2006 - 2008

GCSE: Maths (A) English (B) Technology (B) Science (C)
Coventry Central School 2000 - 2006

REFERENCES - Available on request.
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AREAS OF EXPERTISE

Operational management

Marketing & PR

Health & Safety management

Competitor analysis
People management

Business administration

Customer service

PROFESSIONAL
CIM

MBA

PERSONAL SKILLS

Team player
Professional appearance

Goals orientated

PERSONAL DETAILS

Mary Cunningham
34 Anywhere Road
Coventry
CV6 7TRF

T: 02476 888 5544
M: 0887 222 9999

E: mary.c@emailaddress.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Mary Cunningham
Business Manager

PERSONAL SUMMARY

An experienced business manager with a consistent track record of successfully
employing best business practices that improve efficiency, reduce operating costs
whilst increasing productivity, all to tight time scales and within budget. Having a
professional attitude and an ability to be flexible and handle change in a positive
manner.

Possessing excellent communication, leadership and organizational skills, Mary is
presently looking for a Business Manager position with a forward moving
company.

WORK EXPERIENCE

Fenn Property Management — Coventry
BUSINESS MANAGER June 2008 - Present

Organizing and planning essential central services such as reception, security,
maintenance, mail, as well as day to day running of the venue. Responsible for
making sure that contracts, insurance requirements and safety standards are
correctly complied with.

Duties:

¢ In charge of 10 members of staff.

e Develop and utilise customer database for phone calls, product launches, events.
e Manage cash loss prevention procedures and established security policies.

e Keeping senior management informed of changes in my areas of responsibility.
e Analyzing sales figures and forecasting future sales volumes.

¢ Involved in the recruitment and interviewing of new staff.

e Managing and motivating staff to increase sales and ensure business efficiency.
e Producing reports on performance, then measuring these against set indicators.
e Reviewing current organizational effectiveness and making recommendations
for improvements.

KEY SKILLS AND COMPETENCIES

e Managing time, establish priorities and delegating effectively.

e Able to prepare budgets and cost estimates.

¢ In depth experience & understanding of the retail channel.

¢ Liaising with local authorities and regulatory bodies on business related issues.
o Experience of setting targets and monitoring performance.

e Excellent communication skills and ability to present across all media.

e Can identify key opportunities & efficiencies for greater profitability.

¢ Providing the necessary coaching, support & guidance to assist new staff.

¢ Ability to function in a fast-paced environment.

ACADEMIC QUALIFICATIONS

BA (Hons) Business Management
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES - Available on request.


mailto:mary.c@emailaddress.co.uk

AREAS OF EXPERTISE

Microsoft Visual Studio
Debugging

Agile

TDD methodologies
Commercial environment

Software version control
techniques

Object Oriented Development

principles

PROFESSIONAL

Diploma for Software
Developers

PERSONAL SKILLS

Attention to detail

Focused

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
C developer

PERSONAL SUMMARY

A bright, talented and ambitious C developer with a strong technical background
who possesses self-discipline and the ability to work with the minimum of
supervision. Able to play a key role throughout the software development /
support life cycle of a project to ensure that quality solutions meet business
objectives. Possessing a good team spirit, deadline orientated and having the
ability to organise and present complex solutions clearly and accurately.

Looking for a suitable developer position with an exciting and innovative
company that offers room for progression.

WORK EXPERIENCE

IT Consultancy Firm — Coventry
C DEVELOPER June 2008 - Present

Contributing to both the requirements and technical aspects of any development
specification. Investigating software problems identified in testing or via Support
& providing solutions, also assisting in the resolution of software support issues.

Duties:

e Working on the incorporation of smart technology & the use of portable devices.
e Acting as a conduit between the business, clients and developers.

o Implementation of new services, applications and demonstrating them.

¢ Identifying and analyse performance bottlenecks and rectifying them.

e Technical design and documentation of new applications.

¢ Involvement in analysis and design meetings.

e Creating new applications for a data collection, maintenance & processing team.
¢ Responsible for requirements capture, design, coding, testing, installation.

e Web Application maintenance.

o Unit testing of all new code and developing device drivers or kernels.

e Providing support & maintenance of existing software.

KEY SKILLS AND COMPETENCIES

e Knowledge of: ASP.NET, Silverlight, TDD, Javascript, PHP, COM.

o Experience of: WPF, SQL Server, Design patterns, UML, OO, XSLT.

e Strong knowledge of relational database design and implementation.

e Fluent in the current range of Microsoft C# /Java related technologies.

e Excellent system programming skills on Microsoft Windows platforms.
e Experience of Multi-threading and building real-time systems.

o Ability to deliver time-saving solutions to tight deadlines.

o Excellent knowledge of MS SQL Server.

o Ability to respond to pressure and meet tight deadlines.

o Database experience: Oracle and PostGreSQL.

ACADEMIC QUALIFICATIONS

BSc (Hons) Computer Science
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES — Available on request.
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Linda Harris
Cabin crew CV

AREAS OF EXPERTISE PERSONAL SUMMARY

A well presented, articulate and confident individual with a proven ability to provide
exceptional customer service and ensure that passengers leave with a lasting positive
impression of their flight. Having a outgoing personality, good interpersonal skills
and the ability to work in a multi-national team environment with confidence and
minimal supervision. Comfortable working in a fast paced environment and able to
build and maintains good relationships with work colleagues and passengers through
a genuine desire to understand their needs and support them.

Food preparation & service
Security
Customer service

Making announcements
Currently looking for a suitable cabin crew position with an airline that offers variety

Safety and emergency and the opportunity to develop both personally and professionally.
procedures
WORK EXPERIENCE

Selling duty free
National Airline — Coventry
CABIN CREW June 2008 - Present

Responsible for making passengers feel their holiday has started the moment they
step on the aircraft. Making them feel relaxed, safe and comfortable while providing

PROFESSIONAL a full range of in-flight services and refreshments.
First Aid Certificate .
Duties:
City and Guilds NVQ ¢ Responsible for the safety and comfort of passengers.
Level 2 in Aviation ¢ Doing routine safety checks before take off.
Operations in the Air - o Welcoming passengers as they board the plane and helping them find their seats.
Cabin Crew e Attending pre-flight briefings.

e Helping passengers load and also unload luggage from the overhead lockers.

e Dealing with high-net worth individuals in a professional and mature manor.

e Making sure that the aeroplane is clean and tidy before passengers come on board.
o Prior to take off making sure all passengers have their seat belts on.

PERSONAL SKILLS e Demonstrating to the safety procedures to follow in a emergency situation.
e Contributing to a customers in-flight experience.
Good sense of humour ¢ Circulating and collecting customs and immigration documents from passengers.
o At the end of a journey completing a flight report recording any incidents.
Friendly & polite e Promoting the sale of duty-free products.
e Serving meals and drinks to the passengers throughout the flight.
Professional attitude o Dealing with difficult passengers & situations politely but firmly.

KEY SKILLS AND COMPETENCIES

Experience of working with passengers from different cultures & backgrounds.
Ability to make passengers feel welcome.
Experienced in dealing with the public & comfortable in a selling role.

PERSONAL DETAILS

Linda Harris o Well spoken, approachable, with great attention to detail & a professional attitude.
34 Made Up Road e Can fluently speak French, Spanish and German.

Coventry

CV66 7RF ACADEMIC QUALIFICATIONS

T: 02476 000 0000 L

M: 0887 222 9999 BA (Hons) Hospitality

E: linda.h@dayjob.co.uk Nuneaton University 2005 - 2008

DOB: 12/09/1985 A levels: Maths (A) English (B) Technology (B) Science (C)

Driving license: Yes Coventry North School 2000 - 2005

Nationality: British
REFERENCES - Available on request.
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AREAS OF EXPERTISE

Query resolution
Customer service
Handling complaints
Up selling

IT skills

Office administration

PROFESSIONAL
CLAIT

ECDL

PERSONAL SKILLS

Excellent telephone
manner

Assertive
Listening

Confident

PERSONAL DETAILS

Gary White

34 Made Up Road
Coventry

CV66 7RF

T: 02476 000 0000
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White

Call centre advisor

PERSONAL SUMMARY

A highly motivated, confident individual with exceptional multi-tasking capabilities
and able to work in a target driven, busy cell centre environment. Hardworking with
excellent attendance and punctuality records who can work equally well alone or as
part of a team. Can communicate effectively with people from diverse backgrounds
and would be an asset to any employer who respects loyalty and responsibility.

Keen to find a challenging position within an ambitious employer where | will be
able to continue to increase my work experience & develop my abilities.

WORK EXPERIENCE

Computer Maintenance Company — Coventry
CALL CENTRE ADVISOR June 2008 - Present

Tasked with answering projecting a professional company image through phone
interaction with new and existing clients. Main duties include answering customer
enquiries, resolving their problems, up selling & making appointments for engineers.

Duties:

e Providing advice, information and assistance to callers.

o Attempting to resolve all enquires on first contact with the caller.

o Making sure that all telephone calls are answered promptly.

o Dealing with a customers queries, requests, orders or complaints.

¢ Following up customers by calling them back.

e Research required information for callers using available resources.
e Essentially receiving up to 50 incoming calls from customers daily.
¢ Involved in processing orders, forms and applications.

e Accurately recording details of calls and issues on logging software.
e Having a professional and courteous manner at all times.

¢ ldentifying and escalating priority issues or customer complaints.

e Sending emails to clients answering their enquiries.

e Taking ownership on all calls and queries answered.

e Arranging appointments for engineers to attend premises & make repairs.

KEY SKILLS AND COMPETENCIES

o Able to handle complex calls and situations.

e Demonstrating empathy and understanding when talking to customers.

e Able to deal with irate, abusive and irate callers.

e A proven track record of handling high volume calls.

e Can type up to 30 wpm.

e Excellent listening and problem solving skills.

e Excellent communication skills and telephone manner.

e Good keyboard skills and knowledge of customer service principles & practices.

ACADEMIC QUALIFICATIONS

BSc (Hons) Business Administration
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES - Available on request.
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AREAS OF EXPERTISE

Personal care
Supervising

Client assessment
Stress management
Home care
Reporting skills

Health & Safety

PROFESSIONAL

First Aid Certificate
CPR

Enhanced CRB

PERSONAL SKILLS

Patient
Sympathetic

Communicating

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White

Care worker

PERSONAL SUMMARY

An adaptable, conscientious and enthusiastic care worker with experience in
providing a professional care service to children, the elderly, sick & disabled
patients. Having an excellent understanding of promoting privacy and dignity whilst
enhancing independence and rehabilitation. A proven ability to deal with physically
and emotionally demanding care patients and to successfully help them to retain,
regain and develop skills needed for independent living.

Now looking for a new and challenging care worker position with a caring and
reputable company.

WORK EXPERIENCE

Health Care Provider — Coventry
CARE WORKER June 2008 - Present

Working as part of a staff team providing and coordinates individualized care and
resources to elderly and disabled care patients, so that they may continue to live
independent lives in their homes and communities.

Duties:

¢ Helping clients with transportation, house cleaning, personal hygiene and meals.
e Providing care to clients in their own homes in also the community.

o Liaising with other healthcare professionals such as District Nurses and GPs.

o Excellent leadership qualities and supervisory experience.

o Assisting clients to get up then helping dress and prepare them for their day.

e Assisting service users with their environment & day to day activities.

e Monitoring blood pressure and other physical conditions, as required.

e Making recommendations for changes and improvements to a clients care.

¢ Organizing and assisting with recreational activities.

o Assist clients with their exercises, physiotherapy and other medical plans.

¢ Maintaining confidential client files preparing reports & information as required.
e Assisting with prescribed medication.

e Transporting Care patients to appointments and activities.

KEY SKILLS AND COMPETENCIES

Ability to identify signs of illness or deteriorating health in a patient.

Experience of shifts including days, nights, sleep in's on a temp to perm basis.
Able to organize time and resources based on the individual needs of clients.
Knowledge of all relevant legislation, policies and practices.

Physically fit and able to lift and move care patients adequately.

Compassionate and understanding as well as possessing cultural awareness.

e Experience of working in a patient's homes, nursing homes, children's facilities,
hospices & rehab centers.

ACADEMIC QUALIFICATIONS

Health and Social Care NVQ/SVQ level 2
Nuneaton Central College 2005 - 2008

GCSE: Maths (A) English (B) Technology (B) Science (C)
Coventry Central School 2003 - 2005

REFERENCES — Available on request.


mailto:gary.w@dayjob.co.uk

AREAS OF EXPERTISE

Manual handling
Care plans
General housework
Meal preparation
Fire safety

Food hygiene
House cleaning

IT skills

PROFESSIONAL

Enhanced CRB
disclosure

First Aid Certificate

PERSONAL SKILLS

Caring and sensitive
Responsible
Physically fit

Non smoker

PERSONAL DETAILS

Linda Harris

34 Made Up Road
Coventry

CV66 7RF

T: 02476 000 0000
M: 0887 222 9999
E: linda.h@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Linda Harris
Carer CV

PERSONAL SUMMARY

A highly competent and enthusiastic carer with an outgoing personality, great
communication skills and a passion for caring for others. Multi-skilled and self
motivated with a dedication for providing personal and physical care on a one-to-one
basis. Having a proven ability to meet the personal care needs of service users in a
way that respects the dignity of the individual and promotes their independence.
Using initiative to develop effective solutions to problems with an active and
dynamic approach to work and getting things done efficiently & unsupervised.

Currently looking for a suitable carer position with a ambitious employer.
WORK EXPERIENCE

Healthcare Provider — Coventry
CARER June 2008 - Present

Helping service users to remain in their own homes by providing the support and
care needed to help them achieve maximum independence. Responsible for
providing a high standard of care provision during early mornings, evenings,
weekends and Bank Holidays.

Duties:

o Offering personal care, preparing meals, cleaning and helping with shopping trips.

e Administering medication and arranging medical appointments.

e Delivering and serving of ‘meals on wheels’ when required.

e Helping service users with mobility problems including incontinence.

e Making & changing beds, tidying rooms and emptying commodes etc.

¢ Providing advice and emotional support to clients.

e Setting tables and trays and also taking clothes to the laundry.

e Assisting with getting up in the morning, dressing, undressing washing & bathing.
e Taking part in staff and service users’ meetings and also in training activities.

e Updating a clients medical records and other paperwork.

e Assisting with activities such as reading, writing, hobbies and recreations.

e Reporting to supervisors any changes in the health / circumstances of service users.
¢ Involved in six monthly reviews of service users.

o Helping the service user to look after their own health.

e Transporting service users to local amenities.

o Assistance with pet care, including the feeding and walking of dogs.

KEY SKILLS AND COMPETENCIES

Experience of personal care, companionship and home help.

o Experience of working in residential, nursing and learning disability homes.
A good knowledge of health and social care services.

Good verbal and written communication skills.

ACADEMIC QUALIFICATIONS

NVQ level 2 in care
Nuneaton North College 2006 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central School 2000 - 2006

REFERENCES - Available on request.


mailto:linda.h@dayjob.co.uk

AREAS OF EXPERTISE

Branch cashiering
Customer facing

Cash handling & counting
Computer literacy

Doing repetitious work
accurately

PROFESSIONAL

First Aid Certificate

PERSONAL SKILLS

Numerate
Friendly manner

Attention to accuracy
and detail

Smart appearance

PERSONAL DETAILS

Linda Harris

34 Made Up Road
Coventry

CV66 7RF

T: 02476 000 0000
M: 0887 222 9999
E: linda.h@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Linda Harris
Cashier

PERSONAL SUMMARY

A hardworking, well mannered and friendly cashier with a positive attitude to work.
Able to uphold high standards of customer service and speed whilst at the same time
adhering to a companies regulations and procedures. Experience of working in a fast
paced retail environment and having a proven track record of working under pressure
for instance i.e. when long lines form or when unexpected mishaps occur such as
miss-priced items. A quick learner who can quickly obtain a good knowledge of all
the products available in a store.

Now looking for a suitable cashier position with a ambitious and reputable company.
WORK EXPERIENCE

Supermarket — Coventry
CASHIER June 2008 - Present

Working on a cash register in a large busy store providing a high quality, customer
driven service and acting as the first point of contact for customers. Helping to build
the business by engaging in a polite and friendly way with every customer.

Duties:

o Providing customers a personalised, friendly and efficient cashiering service.

e Taking payments from customers via cash, cheques and credit cards.

o Entering purchases into a cash register then calculating the total purchase price.
¢ Responsible for the accurate and timely allocation of cash.

¢ In charge of daily cashbook management and also bank reconciliations.

e Banking a large volume of cheques and cash daily.

o l|dentifying potential sales leads and referring them to colleagues. .

¢ Recording of monies received and paid out.

e Preparing BACS and TT payments using the online bank system.

o Undertaking till balancing & administration activities in an efficient manner.

e Helping to resolve customer complaints.

o Assisting with shelf stacking, sticking prices on items etc.

e Training new cashiers.

e Sorting, counting, and wrapping currency and coins.

e Compiling and maintaining monetary and also non-monetary reports and records.
e Balancing cash in the till with receipts.

KEY SKILLS AND COMPETENCIES

Enjoy working with figures.

Able to follow a routine and adhering to procedures.

e Engaging in continuous learning in order to broaden knowledge and experience.
Able to remain calm and relaxed under pressure.

Highly focused on providing customers with a good experience.

ACADEMIC QUALIFICATIONS

NVQ Customer Service level 2
Nuneaton North College 2006 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central School 2000 - 2006

REFERENCES - Available on request.


mailto:linda.h@dayjob.co.uk

AREAS OF EXPERTISE

Food preparation

Health & safety regulations
Food hygiene

Cleaning

Hospitality

Cooking

Nutrition

PROFESSIONAL

Enhanced CRB
Certificate

Basic Food Hygiene
Certificate

PERSONAL SKILLS

Personal hygiene
Smart appearance

Team work

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
Catering assistant

PERSONAL SUMMARY

A highly resourceful, flexible and enthusiastic catering assistant with experience
of maintaining high standards of service and production within the kitchen and
other food areas. Professional, organized, detail-oriented and reliable and having
excellent written and verbal communication skills. Ability to provide support,
motivation and guidance to junior Kitchen staff and chefs.

Now looking for a new and challenging catering assistant position, one which will
make best use of my existing skills and experience and also further my personal
and professional development.

WORK EXPERIENCE

Primary School — Coventry
CATERING ASSISTANT June 2008 - Present

Working in a busy catering environment, serving hot dinners, clearing tables,
general up keep of the kitchen and dining area. Serving food to pupils and helping
the cooks in the preparation of food including breakfast and lunches.

Duties:

¢ Following set work according to recipe, menu, schedule or instructions.

e Mopping and cleaning floors of kitchen and associated areas once a day.
e Serving in the restaurant, taking money and cashing up at the end of the day.
o Assisting with hospitality events.

e Washing up dishes and kitchen utensils by hand.

e Ensuring the service and kitchen areas are clean and tidy.

e Storing away deliveries of vegetables and meats.

e Checking vending machines for stock and cleanliness.

o Assisting the chef in the preparation of school dinners within the schools.
o Clearing the kitchen area away at the end of the day.

¢ Reporting all incidents/accidents to the Catering Manager.

¢ Helping to provide tasty, nutritious and well balanced meals.

e Record fridge temperatures.

o Assisting the cook with basic cooking when required.

e Make up sandwiches, and salads for staff, visitors and buffets.

e Giving a comprehensive briefing and handover to the next shift.

e Ensure that all standards are maintained relative to security, maintenance,
Health & Safety and cleanliness of the Catering Department.

KEY SKILLS AND COMPETENCIES
e Physically strong and fit enough to move heavy pots bags around.
o Supervisory experience of catering assistants.

e Able to address inappropriate Infection prevention and control practices.

ACADEMIC QUALIFICATIONS

BA (Hons) Hospitality & Catering
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES - Available on request.


mailto:gary.w@dayjob.co.uk

AREAS OF EXPERTISE

Strategic planning
Financing

Commercial operations
Business development
Feasibility studies
Project management
Operational management

Business finance

Performance management

PROFESSIONAL

NVQ Facilities
Management

MBA

PERSONAL SKILLS

Strong leadership
High energy

Team builder

PERSONAL DETAILS

Linda Harris

34 Made Up Road
Coventry

CV66 7RF

T: 02476 000 0000
M: 0887 222 9999
E: linda.h@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Linda Harris
CEO CV

PERSONAL SUMMARY

A seasoned and successful leader with a track record of producing, presenting and
managing the implementation of innovative business solutions. Highly motivated
with a proven ability to develop people and commercialize all aspects of a business.
Experienced in converting every opportunity into success and of driving profit and
growth. Well networked and highly successful in implementing business process
improvements, defining company direction, achieving goals, change and optimising
business procedures.

Keen to find a challenging position with a successful and ambitious company that
offers opportunities for career development and advancement.

WORK EXPERIENCE

National Media Company — Coventry
CEO June 2008 - Present

Responsible for planning strategic business objectives and also implementing
systems and processes to monitor and report on performance against agreed Key
Performance Indicators across all the business sectors.

Duties:

¢ Responsible for driving the growth of revenue and profit margins.

¢ Responsible for all contracts and lease agreements with key stakeholders & clients.
o Interpreting financial data and drawing conclusions.

e Analysing operating costs and efficiency.

e ldentify skills gaps and devise hiring strategies.

e Winning business from key target clients.

¢ Implementing systems that reward good staff performance & competence.

o Liaising with key strategic suppliers and customers to define KPI's.

¢ Reviewing and monitoring all budget expenditure.

e Motivating & providing strong leadership to all departments.

e Developing the company’s commercial processes including account management
and marketing.

KEY SKILLS AND COMPETENCIES

e Decisive and forward thinking, with strong vision and strategic capability.
o Ability to network and liaise with clients at every level.

e Experience of Total Facility Management in hard and soft services.

e Experience of operating within highly competitive markets.

e Experience in being instructed by clients at a senior level in major firms.
e Motivational and credible with highly effective interpersonal skills.

e Highly commercial and committed to quality and innovation.

e Operationally strong, financially aware and commercially astute.

ACADEMIC QUALIFICATIONS

BA (Hons) International Management
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry North School 2000 - 2005

REFERENCES - Available on request.


mailto:linda.h@dayjob.co.uk

AREAS OF EXPERTISE

Food preparation
Planning menus
Cost control

Kitchen hygiene

Catering

Hospitality

Food for special occasions /

events

PROFESSIONAL

Food Hygiene Certificate

BTEC HND in
Professional Cookery

PERSONAL SKILLS

Commercially minded
Ability to delegate

Creative flair

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
Chef

PERSONAL SUMMARY

A bright, talented and self-motivated Chef with a successful track record of
impressing customers with delicious meals and creative decorative food displays.
Able to expertly instruct cooks and other kitchen workers in the preparation,
cooking, garnishing, and presentation of food to the highest standards.
Experienced in the planning, directing, and supervising of food preparation and
cooking activities in a busy environment.

Looking for a suitable Chef position with an exciting and innovative restaurant.
WORK EXPERIENCE

Hotel Restaurant — Coventry
CHEF June 2008 - Present

Responsible got creating a good working atmosphere, co ordinate and motivate
the kitchen staff. Making sure all procedures involved in the kitchen are in
accordance with Health and Food Safety standards.

Duties:

e Responsible for the operational management of the kitchen.

e Making sure that all health and safety requirements are met.

¢ In charge of the cooking, preparation and serving of meals and refreshments.

o Keeping the kitchen organised, ensuring utensils are placed in the correct place.
e Ensuring the kitchen is a safe environment to work in.

e Advising new cooking techniques and equipment to kitchen staff.

e Carry out the preparatory work for creating dishes.

e Cooking, breakfast, lunch and evening meals.

e Checking food items on delivery and tidy them into cold storage.

e Prepare and present dishes so they are ready for guests at the right time.

¢ Ensure all the food produced is of the very highest standard and delicious.

e Serving classic English, French and modern European cuisine.

e Responsible for food stock control, ordering high quality vegetables and meat.
o Preparing food for both public visitors and private event guests i.e. weddings etc.
¢ Introducing & developing new dishes & measuring consistency and performance.
e Meal preparation and menu planning.

e Ensuring the kitchen is maintained and cleaned to the highest level.

KEY SKILLS AND COMPETENCIES

Able to cook a variety of different dishes including English and foreign dishes.
e An awareness of all health and hygiene requirements.

e Experience of restaurant / pub / inn style food production.

e A good track record of achieving and consistently maintaining target Gross
Profit percentages.

ACADEMIC QUALIFICATIONS

Level 2 Diploma in Professional Cookery (City and Guilds)
Nuneaton North College 2006 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central School 2000 - 2006

REFERENCES - Available on request.


mailto:gary.w@dayjob.co.uk

AREAS OF EXPERTISE

Project Management
Risk Management
Sales and marketing

Supply Chain / Service
Delivery

Procurement
Managing Crisis Situations
Performance Improvements

Business Plan Development

PROFESSIONAL

French speaker

German speaker

PERSONAL SKILLS

Planning Strategically
Strong Customer Focus

Tactful & articulate

Able to identify critical
issues

PERSONAL DETAILS

Joy Carter

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: joy.c@emailaddress.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Joy Carter
Chief executive

PERSONAL SUMMARY

Strong managerial background with senior level local / international experience
and cross sector exposure. Good strategic appreciation and vision, able to build
and implement sophisticated plans with a proven track record explicitly
supporting business needs. Self driven and self reliant, sets aims and targets and
leads by example, collaborative approach with good interpersonal skills to
engage, motivate and encourage others through change.

Highly focused with a consistent track record of successfully delivering full
lifecycle implementations to tight time scales and within budget. Joy is currently
looking to continue a career in a senior management position at home or abroad.

WORK EXPERIENCE

Barton’s Advertising Agency — Coventry
CHIEF EXECUTIVE OFFICER June 2008 - Present

Working as the CEO for a leading advertising agency, responsible for successful
the day to day running of all aspects of the business. Ensuring delivery of high
quality projects always within time, cost and quality parameters.

Duties:

e Formulation of company direction and strategy.

¢ Developing strategy & mission and carrying it through with confidence & vigour.
e Responsible for all aspects of human performance issues.

e Working on full development lifecycle projects.

o Negotiating legal contracts with suppliers.

¢ Budgetary forecasting.

e Developing detailed project plans.

¢ Responsible for all Project Management controls.

e Producing informative, well-organized presentations for senior management.
e Chairing monthly meeting with Directors and Supervisors.

KEY SKILLS AND COMPETENCIES

e Having a robust and business-focused approach to running a company.

e Ensuring that everything works to the highest possible professional standards.

e Possessing a proven track record in senior management.

e A charismatic but pragmatic leader.

e Proven ability to identify new business opportunities.

e Can maintain close relationships with external bodies, suppliers and clients.

e Evaluating and decision-making.

e An enterprising and creative thinker, with a commercial eye, exceptional financial
acumen.

ACADEMIC QUALIFICATIONS

BA (Hons) Management Studies
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES — Available on request.


mailto:joy.c@emailaddress.co.uk

AREAS OF EXPERTISE

Knowledge of COSHH
Vacuuming

Health & Safety
Polishing

Recycling

Dusting

Cleaning chemicals

PROFESSIONAL

Basic food & safety
certificate

CRB

PERSONAL SKILLS

Communication skills

Attention to detail

PERSONAL DETAILS

Wendy Harris

34 Anywhere Road
Coventry

CV6 7TRF

T: 02476 888 5544
M: 0887 222 9999
E: wendy.h@emaladdress.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Wendy Harris
Cleaner

PERSONAL SUMMARY

A talented, enthusiastic and competent cleaner who has experience of the daily
cleaning of all areas within both commercial & residential buildings. Helping to
make a pleasant environment for both staff & customers. Having a ‘can do’ attitude
and able to ensure that all environments are kept clean and tidy to a high standard.
Physically fit and able to perform demanding duties such as lifting, pushing and
pulling objects, bending and kneeling down. Now looking for a new and challenging
position, one which will make best use of existing skills and experience and also
further my personal and professional development.

WORK EXPERIENCE

Cleaning Contractor — Coventry
CLEANER June 2008 - Present

Working as part of a team and responsible for various cleaning duties to ensure the
cleanliness of the building. Complying with all proper safety policies and procedures
when using cleaning chemicals. Making sure that COSHH regulations are adhered to
on the use of chemicals, protective clothing and equipment.

Duties:

o Cleaning of offices & furniture by hoovering, dusting and polishing.

e Taking away clothes and cloth material for dry cleaning.

e Training new employees in cleaning procedures.

e Ensuring the hallway, stairs and windows are cleaned to a high standard.
e Responsible for mopping, sweeping, brushing & vacuuming.

e Washing dishes in the kitchen and replenishing kitchen supplies.

e Making sure windows and doors are securely closed.

e The emptying of all waste bins and removing waste to designated areas.
o Attend monthly team meetings with managers to give feedback.

e Cleaning offices, reception area and also washrooms and lavatories.

¢ Cleaning and dusting of all interior surfaces, fixtures and fittings.

e Maintaining a safe and secure working environment.

e Mopping & disinfecting all WC floor surfaces and replenishing bathroom supplies.

KEY SKILLS AND COMPETENCIES

e Passion about hygiene, flexible, reliable and be able to work at a fast pace.

¢ Reporting any defective equipment or safety concerns to the Cleaning Supervisor.
e Experience of cleaning public areas in a retail environment.

e Can work well in a busy and demanding environment.

e Possessing own car and able to work shifts including early mornings and nights.

e Experience of cleaning both offices and also factories.

e Can communicate effectively at all levels.

ACADEMIC QUALIFICATIONS

NVQ Level 2: Building Cleaning
Nuneaton Central College 2006 - 2008

GCSE: Maths (A) English (B) Technology (B) Science (C)
Coventry Central School 2000 - 2005

REFERENCES — Available on request.


mailto:wendy.h@emaladdress.co.uk

AREAS OF EXPERTISE

Quality Assurance / Control
Testing and Inspection
Monitor Specifications

Pipeline and Isometric
Drawings

Performance Audits

Blasting/ Surface Preparation

Fusion Bond Epoxy powder
Coatings

Concrete Weight Coatings

Polyethylene Coatings

PROFESSIONAL
BGAS/CSWIP Coatings
Inspector (T.W.I
certified)

B.O.S.I.E.T (inc EBS)
OPITO Approved

M.1.S.T OPITO Approved

PERSONAL SKILLS
Highly motivated
Meeting Deadlines

Non confrontational

PERSONAL DETAILS

Joy Carter

Dayjob Ltd

120, Vyse Street, Birmingham
B18 6NF

T: 0870 061 0121
M: 0887 000 0000
E: joy.c@dayjob.com

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Joy Carter
Coating inspector

PERSONAL SUMMARY

Very experienced Coating Inspector who has over three years of invaluable
experience with industrial installations in both the domestic and overseas
markets. Comprehensive knowledge and understanding of international
specifications, procedures and safety codes and practices for paint / coating
operations and general site safety. Good strategic appreciation and vision, able to
build and implement sophisticated plans with a proven track record of achieving
targets.

Able to get along with both work colleagues and senior managers, Joy is currently
looking for a fixed term or contract position as a Coating Inspector in the Oil and
Gas industry in either UK or overseas.

WORK EXPERIENCE

North Sea Oil Company - Scotland
COATING INSPECTOR April 2008 - Present

Responsible for processing 24” line pipe with 3(LPE) layer Polyethylene coating,
concrete weight coating and Sacrificial Anode installation to Bredero Shaw Q700
specification.

Duties:

e Inspection and quality procedures

e Hydro blasting off shore

e Working on 'new build' marine vessels and various pipeline projects
e Set up and operation of refrigerant and desiccant dehumidifiers

e Abrasive blast cleaning of internal areas of pipe work

e Coating of internal pipe surfaces & subsea structures

e General arrangements, P & IDs, piping isometrics, structural drawings
o Critical inspection procedures, asset integrity and corrosion

e Abrasive blast cleaning of internal areas of pipe work

e Writing coating inspection project specifications and procedures

e Working in large scale hazardous environments

e Offshore visits / inspection trips as and when required

e Wet blasting with specialized systems

KEY SKILLS AND COMPETENCIES

¢ Quality control procedures

e Working with low-pressure spray systems

e Industrial protective coatings and fire protection / insulation systems
¢ Monitoring of the mixing and the application of the coatings

e Training operational users & client service staff

ACADEMIC QUALIFICATIONS

Engineering Degree
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B)
Coventry Central College 2003 - 2005

REFERENCES - Available on request.


mailto:joy.c@dayjob.com

AREAS OF EXPERTISE

Administrative processes
Company regulations

Compliance strategies

Maintaining statutory books

Intellectual property
Personnel administration
Corporate governance

Data protection

PROFESSIONAL

ICSA registered

PERSONAL SKILLS

Versatility
Enthusiasm

Attention to detail

PERSONAL DETAILS

Linda Harris

34 Made Up Road
Coventry

CV66 7RF

T: 02476 000 0000
M: 0887 222 9999
E: linda.h@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Linda Harris
Company secretary CV

PERSONAL SUMMARY

A highly efficient and competent company secretary with an ability to ensure that a
company complies and operates in accordance with statutory and legal provisions.
Experience of attending meetings with company share holders and the board of
directors and acting as a point of communication between them. Well presented and
highly personable, with a deep knowledge of corporate regulatory and company
rules. Excellent organizational skills, highly efficient and methodical with a good
eye for detail.

Keen to find a challenging secretarial position with a successful and ambitious
company that offers opportunities for career development and advancement.

WORK EXPERIENCE

Multinational Company — Coventry
COMPANY SECRETARY June 2008 - Present

Responsible for ensuring that the highest standards of administrative processes &
corporate governance are both promoted and maintained, so that the business
operates efficiently & in accordance with all statutory and legal provisions.

Duties:

¢ Responsible for all company secretarial functions, duties and responsibilities.

¢ Organizing, preparing agendas for, and taking minutes of board meetings.

¢ Monitoring changes in the business legislative and regulatory environment.

e Providing advice to colleagues and senior managers on administrative matters.

e Maintaining statutory books i.e. registers of members, directors and secretaries.
e Updating and maintaining all licences and Companies House records.

e Dealing with correspondence.

e Developing & implementing admin policies & procedures to improve efficiency.
¢ Involved in the creation of new companies and limited partnerships.

o Liaising with external regulators, solicitors and auditors.

e Preparing and filing dormant accounts.

e Maintaining all statutory registers and blueprint.

o Drafting minutes within set timeframes.

e Reporting in a timely & accurate manner on company procedures & developments.
e Ensuring the company complies with standard legal practice and maintains
standards of corporate governance.

KEY SKILLS AND COMPETENCIES

Strong organisational and time management skills.

In depth knowledge of secretarial software, Outlook, Microsoft excel and Word.
Excellent technical knowledge of UK Companies Acts.

Excellent presentation, interpersonal & communications skills - both written & oral.

ACADEMIC QUALIFICATIONS

BA (Hons) Business & Social Administration
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry North School 2000 - 2005

REFERENCES - Available on request.


mailto:linda.h@dayjob.co.uk

AREAS OF EXPERTISE

Content creation
Product descriptions
Writing press releases
MS Office products
SEO copywriting
Article writing

Proof reading

Blog writing

PROFESSIONAL

Typewriting - Vocational
1,2,3
(City & Guilds)

PERSONAL SKILLS

Accuracy
Target driven
Conceptual thinker

Competitive

PERSONAL DETAILS

Gary White

34 Made Up Road
Coventry

CV66 7RF

T: 02476 000 0000
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
Copywriter

PERSONAL SUMMARY

A multi-skilled copywriter with good all-round writing and creative expertise.
Very capable with an ability to identify and then deal with a client’s needs and
then translate them into crisp, compelling, creative and informative copy.
Experienced in providing motivation & guidance to colleagues to produce copy
write for products that will have a real impact on the lives of people. Having
excellent interpersonal skills, a good communicator, emotionally mature; calming
and positive temperament with an understanding disposition.

Now looking for a new and challenging position, one which will make best use of
my existing skills and experience and also further my personal development.

WORK EXPERIENCE

Marketing & Digital Media Company — Coventry
COPYWRITER June 2008 - Present

Working as part of a team of professionals. Writing clear, consistent and
engaging copy for a range of audiences including, clients, consumer, senior
managers and colleagues.

Duties:

o Writing short focused, concise and engaging material for different markets.
e Promoting a clients brand image in the best possible way.

o Carrying out research for articles.

¢ Involved in writing for campaigns and banners.

e Presenting various options to clients, ideas, samples etc.

e Working in a range of different writing styles across various platforms.

e Working with a talented mix of designers, writers and account managers.

e Conducting in-depth telephone conversations with clients.

¢ Researching a client, their market and also their competitors.

KEY SKILLS AND COMPETENCIES

o Flexible, versatile and able to quickly move between projects.

o Experience of working within a media / digital agency.

e Ability to produce creative and informative writing.

e Impeccable spelling and grammar.

e Experience of numerous media platforms i.e. digital, TV, DM, outdoor and press.
e Strong attention to detail.

e Can work well within a team.

e A natural interest in reading and writing.

o Ability to produce outstanding copy under pressure.

e Able to meet deadlines.

e Totally comfortable writing in multiple styles and for multiple formats.

ACADEMIC QUALIFICATIONS

Creative Writing Enterprise Foundation Degree
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES — Available on request.


mailto:gary.w@dayjob.co.uk

AREAS OF EXPERTISE

Personal therapy
Facilitating therapy groups
Trauma counselling

Sexual abuse victims

Post traumatic Stress
Disorder

Marriage counselling
Interviewing

Active listening

PROFESSIONAL

BACP accredited

British Psychological
Society membership

PERSONAL SKILLS
Listening skills
Reliability

Friendly

PERSONAL DETAILS

Gary White

34 Anywhere Road
Coventry

CV6 7RF

T: 02476 888 5544
M: 0887 222 9999
E: gary.w@dayjob.co.uk

DOB: 12/09/1985
Driving license: Yes
Nationality: British

Gary White
Counsellor

PERSONAL SUMMARY

A hardworking, conscientious and caring counsellor with extensive knowledge of

offering advice, support, rehabilitation and guidance to clients who have experienced

trauma or hardship. Having a proven ability to empathise with individuals whilst
retaining an objective and realistic approach to their treatment and therapy.
Comfortable working and communicating with people from all backgrounds and
having experience of trauma, abuse, addiction, depression, marital difficulties and
child-parent conflicts.

Keen to find a challenging position within an ambitious organisation where | will be
able to continue to increase my work experience & develop my abilities.

WORK EXPERIENCE

Social Service Department — Coventry
COUNSELLOR June 2008 - Present

Provide comprehensive assessments of clients on which to base appropriate
counselling interventions, or to make recommendations for referral to other
healthcare professionals.

Duties:

e Listening to a individuals problems and empathising with them.

o Carrying out complex therapeutic assessments on vulnerable service users.

e Establishing trust and a bond with clients.

¢ Developing suitable treatment plans and implementing them.

e Meeting with a clients family, social worker and GP to exchange information.
o |dentify problems quickly, explaining it to a client & then finding a solution.

e Counselling clients with mental health issues & drug and alcohol addiction.

o Referring clients to other healthcare professionals, when appropriate.

e Monitoring a clients response to counselling, looking for signs of improvement.
e Maintaining clinical records & providing verbal & written reports on cases.

¢ Interviewing, observing and testing clients to get information about them.

e Attending training days for ongoing professional development.

¢ Involved with the mentoring and support of a group of 40 volunteers.

KEY SKILLS AND COMPETENCIES

Patience and having a calm manner.

Experience of working with young people and vulnerable adults.

e Having a mature attitude and personality.

e Having a person centred approach towards counselling.

o Ability to quickly analyse complex problems & negotiate with thirds parties.

o Aware of policies and procedures regarding equal opportunities, child protection,
risk assessment, confidentiality etc.

ACADEMIC QUALIFICATIONS

Professional Diploma in Therapeutic Counselling
Nuneaton University 2005 - 2008

A levels: Maths (A) English (B) Technology (B) Science (C)
Coventry Central College 2003 - 2005

REFERENCES - Available on request.
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MY RESUME

PERSONAL PROFILE:- FOR

A BUSINESS MANAGER WHO IS CONFI-
DENT , RESOURCEFUL AND HAS EXTENSIVE E-

PERIENCE OF IMPROVING THE EFFICIENCY AND AL-
SO THE BOTTOM LINE OF A COMPANY. CURRENTLY
LOOKING FOR A SUITABLE POSITION WITH A GROW-
ING AND AMBITIOUS COMPANY. WORK EXPERIENCE:
MAJOR MANUFACTURING COMPANY - COVENTRY, B-
USINESS MANAGER - 2008 TILL PRESENT. RESPONSI-

BLE FOR THE DAY TO DAY RUNNING OF THE BUSINESS

WHICH INCLUDES MANAGING STAFF, ALLOCATING ALL
D