Admin CV
Name:
Tel: 
Address: 
E-mail: 

Personal Profile:
A hardworking and self-reliant individual, who is efficient in carrying out administrative tasks in pressured environments and competent to provide a good service for clients. A diligent, determined and self-motivated individual with a very high level of commitment in any task undertaken. Works well on her own and also is a good team member. 

For  more sample Personal Profiles  Visit
http://www.getmeacooljob.com/Personal%20Profiles/personal-profiles-1.htm


Skills and Abilities:
• Good communication skills gained from teaching children and dealing with customers tactfully and diplomatically
• Experience in working within a team based culture involving organising and commitment
• Quick to grasp new ideas and concepts
• Aware of the different needs of people, depending on race, gender, sexuality, ability, religion, culture and age 
• Possess a non-judgemental attitude, and sound values (promoting choice and dignity) 
• Ability to present information clearly 
• Having a thorough approach to work and be able to manage a complex caseload 
• Working co-operatively toward a common goal
• Working to tight deadline
• Computing Skills: Packages: Windows 2000, Microsoft Word, Excel, Outlook, PowerPoint, Operating systems: Dos & Windows, Hardware: PCs /Macs

Employment History:
2007 -2011 The Oxford Group
• Reception & Administration
• Outgoing and incoming mail
• Telephone queries and diary management

2001-2002 A4e Australia Housing Association
• Reception and general administration duties
• Organising and co-coordination of board meetings
• Set-up database for the received housing application forms
2001-2002 Aussie Cool Recruitment Agency
• Administration & Personnel Assistant
• Set-up a new central filling system, reducing retrieval and improving control and consistency
• Co-ordinating of meetings/interviews
• Interviewing and following up references
• Liaising with client and collection of information for decision-making

2000-2001 Jane Norman, Finchley
• Administration
• Filing, faxing and photocopying
• Incoming and outgoing mail 
• Answering phones and responding to queries

1998-1999 Southwark International Project, Peckham
• Administration Assistant
• Assisting with benefit application forms and housing
• Interpreting and outreach work
1996-1997 River Island Clothing Store
• Customer service and enquiries
• Operating till and handling cash and credit cards

1990-1994 Man Utd Exporters and Publication
• Stationery Assistant
• Preparation of invoices 
• Delivery preparation and deliver the goods
• Sales management
Education and Qualifications:
1998-1999 Innovative Technology
• Advance Diploma in Programming in Basic and C 
1997-1998 Distance Learning 
• Database Management, Level II 

1995-1996 Training Network
• IT NVQ Level II 
Interests
Socialising, reading novels and current affairs, taking a long walk.
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Available on request.
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