CURRICULUM VITAE

NAME: A.N. Other





D.O.B: dd/mm/yy
LOCATION: Nottingham




AGE: XX
----------------------------------------------------------------------------------------------------------------
CAREER TO DATE
 Feb 2004 ~ Date 





Computer Re-seller








Nottingham 






PA





(Sep 2004 ~ Date)
· Providing day to day administrative support to a team of 8 people within the sales department..

· Copy typing correspondence and extensive reports using Word. 
· Producing presentations, graphs and charts using Excel and PowerPoint.

· Managing and co-ordinating the teams diaries, scheduling meetings and appointments.

· Making travel arrangements and booking facilities.

· Maintaining company filing systems, marketing systems and databases.

· Answering incoming telephone calls, transferring calls and taking messages.




Learning and Development Co-ordinator





(Feb 2004 ~ Sep 2004)
· Dealing with all aspects of graduate recruitment.

· Sourcing graduates, scheduling interviews and assisting with the testing and interviewing process. 

· Working closely with the HR department to ensure offers of employment and contracts were issued. 

· Liaising regularly with universities to ensure the company were featured at careers fairs and to arrange advertisements for placement students and graduates.

· Responsible for maintaining the training database, liaising with the head of learning and development to schedule all internal training courses.

· Acting as first point of contact for all employees wanting to attend training courses, assessing suitability and availability.

· Providing administration support to two senior managers, fielding telephone calls, copy typing correspondence and reports and preparing presentations.

_____________________

Nov 2003 ~ Feb 2004 




Training Consultancy 









London




Account Manager/Co-ordinator

· Acting as regional account manager for 6 UK regional offices, developing relationships with key staff and undertaking visits.

· Ensuring effective administration of learning and development events and services.

· Liaising with managers, administrators and students throughout the UK. 

· Collating resources for events, liaising with relevant customer groups to schedule courses.

· Updating training databases, providing on site administration at events.

· Sourcing and booking training venues, booking accommodation and scheduling team meetings.

___________________

May 2002 ~ Nov 2003 




Accountants 








Nottingham 





Support Service Team Member

· Providing secretarial support to three senior managers responsible for training and graduate recruitment.

· Audio and copy typing general correspondence and reports using Word.

· Designing and maintaining a training database.

· Producing presentation literature for courses using PowerPoint.

· Liaising with clients over the telephone.

· Managing manual and electronic diaries, booking meetings and appointments.

____________________

Nov 2000 ~ May 2002




Textile Manufacturer








Nottingham 





Administrator

· Providing administration support to five middle managers in the Finance department. 

· Managing a computerised diary system booking meetings and appointments.

· Planning and organising all aspects of the manager’s travel in the USA and France, booking flights, car hire and accommodation.

· Organising management training courses internally and externally.

· Collating documents and preparing for meetings and presentations.
_____________________

EDUCATION

Sep 1996 ~ Jun 1998 
NAME OF COLLEGE 





LOCATION OF COLLEGE 





A’ Levels





English 


B





Sociology 


C

Sep 1990 ~ Jun 1995 
NAME OF SCHOOL




LOCATION OF SCHOOL 





GCSEs





English Literature

A





English Language

A





German


A





Humanities


B





Science


C, C 





Maths



C





French


C





Technology 


C 

SKILLS

Word 

Excel

PowerPoint
1

