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Profile

| am an expanenced administratorwith a solid background in both conporate and gowv.ernm e
roles. | graduaied wilh a 2 1 degree in Business Studies in 2020 as a mature sludent and
mather and | made this commiimenl because | wanied to improve the opporunities for mysell
and my family, | am an erganised, conscientious, and reliable hard worker and pride mys el on
my pradical and academicakilla | love learming and am committed to always improving my
skills and setling a good exampls for my children | am owrrently looking for the opporfunity o
work remolely, be part of a greal 1eam to use and deve op my skills.

Skills & Attributes

& Ower 15 years' experignce of working in adm inisirativé rent setting’s ervice charge
management and receplion roles in busy olice emaronments

« Confident communicator with the ability to comvey messages deary to customers, put them

at eas e and provider excellent customer support

Excellent cusiomer service skills with the ability bo always rem ain calm and professional

Fully compelent with |IT indudng Apple and Microsoll produds

« Excellent problem-sobing skils developed Ivough my previouws roles as a Case OFicer and
Adm inistration Officer where | communi cated with cliemés and other proflessionals to resolve
customer disputes

# Exparienced in dealing with com plaints, escalating problems, and kesping acourate records

s Timemanagemenl, onrganisational skils. and priofilsation skils wilh e pefience of working
within sind imalines and deadines

Employment His tory

Enangy Specialist, Firstsouree solutions Limited PontypriddEonnext Work from homsa
(January 2023 - Present). | worked for the first s ource in partnsrship with Eon next and slarfed
waorking for Eannexd fram 1711k April 2023 | wias resporsible for residential inbound and
outbowund calls Tor Both mew and edsting cuslom e, My main dules were recsiang and
directing wam and cold cals. Ersuring all informabtion was accessible, accurate and avalable
for customers oninafia app account. Raised complaint fron start o finshed and all general

customer s envice inguines render Lo custom &s.

Administrative Officer, Medway Maritime Hospital NHS Foundation Trust, Medway (M ay
2016 - Sepiember 2047). | worked a= a temporary bank siaff. | was responsible for supporiing
infemal and external comm unicalion for both patients and staff. My primany duties were
managing paper files and ersuring all mformalion was accessible, acasrale and available

Case Officer / Clerical Officer, Private Residen tial Tenancies Board (PRTE), Dublin



THordl WNERS. | THS WRHAL NIV S LT Gnd O AT TR i NIV A HRAR S, ThARATE, e atallly, el
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Additional Information
| mowed from Dublin to Kent in 2014 and had ime out to take care of my family from 2014-2016
From 2002 until present | have been taking care of my four chil dren

Previous Employment His oy
Im 2008 | worked for 3 monthe as a Receplionist’ Switchbo ard for Ulster Bank and Morigage
Canira

From 200G unlil 2007 | was smployed as Document Controller and Assistant Adm inistrator for
Graham Conslruction Progect imm ediately afler finishing my EDCL course

Education & Training

& Go Train (October 2022 - November 2022) Entry Level 3 - Character Education/
Employability Skills

& sirive Training (Dctober 2022 - October 2022) Entry Level 1 - Civil Senace
Course

» Job Entry Targeted Support JETS ), (August 2021- Present) S haw Trust’ Twin
Traning. | have taken part involumary live video training sessions,

= On-the-job raining:
| hawve completed a range of & dministrator related training couses induding GOPR,
Health & S afety and Manal Handiing, and The Digital College Exam on Basic Microsofi
Word and Excal

« GradForce's Get Hired (January 2021- July 2021) Growth or Survival: Enabling Your
Mindset to Growth, Belbin 1-1 Debrief, whom do you think you are, Personal Branding,
The Recruitment Cyde and Professionalism in the Workplace.

« BSC Business Studies, 2:1, Canlerbury Christ Church University (Seplember 2017-
August 2020) Core Modules mcluded: Accounling & Finanaal for Business,
Contemporary Businsss lssuss, Marketing and Praclice, Economics, People
Management in the 215t Cenlury, Business Analysis, Accounling for Business, Project
Management, Deveoping Sustainable Enterpre e, Human Resources Managemenl and
Management/L s ders hip,

* ECDL Business Studies/ Management and Payroll, Pass, Irish Compuler S oci ety
Skills (3 eplember 2007- July 2008) Modules induded ECDL, Business Calaulation,
Communicalions and Payroll - Manual & Compulensed

« BSC Businezs Informaion Syztems, 203, Lagos S tate University S eptember 1893 -
August 1997} Core Modules included: Pascal, C++, JavaScrpt, Website design and
development, Animation design, business Information System Concepts, Research
Methods and computing.

Activities & Inferests
| enjoy watdhing a vanely of sports, cooking, traveling, readng, waldhing documantaries,
keeping fit and spending limewith my family and children
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