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PERSONAL PROFILE 

As an articulate and highly motivated post-graduate with excellent academic qualifications, including a Second-Class BA Honours Degree in Retail Marketing Management, I possess a strong understanding of basic retail concepts including; Buying, Merchandising, Marketing, Operations and Finance. I am an ambitious, self-motivated professional who is driven and dedicated with the intention of succeeding. Confidence and conscientiousness are just two of my many skills I embrace, which encourage me to thrive at any giving challenge and continually evolve my knowledge. I am able to adapt to the atmosphere and circumstances in which I am placed whilst remaining accustomed to working under pressure. As a sociable person I find working in a team very natural, however using my personal initiative and working independently is second nature to me. Above all I am hardworking, honest and reliable.

EDUCATION / QUALIFICATIONS
· NEBOSH: National General Certificate in Occupational Health & Safety
Middlesbrough College




September 2014 - January 2015

The course was divided into three units; unit 1 covered the Management of Health and Safety including Safety Management Systems, Risk Assessment and Safe Systems of Work. Unit 2 surrounded the Controlling of Hazards, the Movement of People & Vehicles, Machinery Safety, Fire, Electricity, Chemical & Biological Hazards as well as Construction Safety. Finally, unit 3 was a Workplace Inspection exercise. 

· BA (Hons) Degree: Retail Marketing Management 
Leeds Metropolitan University



September 2010 - July 2013


Modules Studied: Business Analysis and Planning, Business Level Strategy, Comparative Retail Studies, Continuous Personal Development for Managers, Employee Behaviour, Finance , Individual Personal Development, Individual Project, Industry Consultancy Project, International Business, Introduction to Research Evaluation, Introduction to Research Operations, Manage Multi-Channel Retailing, Managing Retail Development, Marketing Communications, Organisational Design and Development, Regulation and the Consumer, Retail Marketing, Strategic Leadership and Entrepreneurship, Supply Chain Management.

· A-levels

Middlesbrough College                                       



September 2008 - July 2010

I achieved 3 A-C grades in English Language,Information & Communication Technology and Media Studies.

· GCSE’s 
St Patrick’s RC Comprehensive School




September 2003 - July 2008
I achieved 9 A*-C grades including Maths, English and Science.

EMPLOYMENT / WORK EXPERIENCE 
Virgin Media Sales Executive & Health and Safety Advisor (September 2013 – Present):
Responsible for developing a portfolio of accounts through new business development on a monthly basis; managing the full sales negotiation process, from client engagement through to close.  
Duties:
· Achieve monthly individual targets.
· Keep up-to-date with Virgin Media products/offers.
· Deal with customers enquiries face to face and/or over the phone.
· Build rapport with customers in order to provide high-quality retail experience, resulting in sales.
· Cross-selling of the Virgin’s products by identifying the customers’ needs and matching a product to this.
· Create and organize stores visual merchandise.
· Carry out risk assessments and consider how risks could be reduced.
· Outline safe operational procedures which identify and take account of all relevant hazards.
· Carry out regular site inspections to check policies and procedures are being properly implemented.
· Make changes to working practices that are safe and comply with legislation.
· Prepare health and safety strategies and develop internal policy.
· Lead in-house training with managers and employees about health and safety issues and risks.
· Keep records of inspection findings and produce reports that suggest improvements.
· Record incidents and accidents and produce statistics for managers.
Golden Eagle International Receptionist and E-commerce Marketing Intern (September 2010 – July 2013):

Responsible formeeting and greeting visitors, while providing them with first class customer service. In addition to maintaining a pleasant and welcoming, but efficient and professional reception area and delivering digital marketing customer acquisition activity and managing e-commerce platforms.

Duties: 
· Effectively & professionally answering the telephone and dealing with enquiries.
· Receiving deliveries, couriers, incoming faxes & arranging distribution to recipients.
· Logging information on calls received and maintaining detailed records.
· Organising the meeting rooms and overseeing visitor car parking.
· Typing letters, reports and other documents often of a sensitive and confidential nature in corporate house style.
· Ensuring that the reception & meeting room areas are clean & welcoming.
· Scanning documents and updating internal systems.
· Archiving paper files (and coordinating off site filing resources). 
· Booking meeting rooms and making suitable catering arrangements as requested.
· Processing and coordinating outgoing post.
· Deliver compelling messages that influence purchasing and renewal decisions and win/retain business.

· Ensure that campaigns are delivered to highly targeted audiences.

· Deliver continual efficiencies in list selection, campaign execution, tracking and analysis.

· Meet strategic goals and deliver revenue and profit targets.

· Drive innovation and efficiency with new ways to reach customer segments.

New Look Sales Assistant (October 2009 – July 2010):
Responsible for maximizing sales while providing excellent customer service to consumers.
Duties: 
· Greet customers; face to face communication. 

· Assist customers; queries and complaints. 
· Achieve sales target. 
· Oversee deliveries and replenish stock.

· Operate the tills, including cashing upand completing paper work at the start and end of shift.
· Process cash and credit card transactions accurately & efficiently; following relative policies & procedures.
· Reporting discrepancies and problems to the supervisor.
· Responsible for security within the store and being on the lookout for shoplifters and fraudulent credit cards etc.
Blue House Café Waitress (January 2008 - September 2009):
At the mere age of 16, I achieved my first job as a waitress in a café. The fast passed environment is wheremy diligent work ethic was created and has continually evolved since. My communication skills were also put to the test, as the café attracted a diverse cliental. My role required me to serve food and beverages effectively and efficiently, in a courteous manner while performing all duties in accordance with business policy.

KEY ACHIEVEMENTS / CORE SKILLS 

· Proficient ICT Skills: Microsoft Word, Excel, PowerPoint, Outlook Express and a competent user of the Internet. 

· Well-developed analytical and numerical ability: A member of the Gifted and Talented group at St. Patrick Comprehensive School.

· Member of Netball team in Secondary School.

· Attained high grades throughout Higher Education. 

· Achieved exceptional mark in mock Assessment Centre.

· Accomplished ‘top 5’ placing in all entered Pageants. 

· Online courses: Introduction to Health & Safety, Security and Privacy Compliance and Retail Health and Safety.  
· Volunteer at local food bank.

· Flexible and able to adapt easily to new situations and developing workloads. 
· Ability to evaluate tasks and suggest improvements. 
· Professional & approachable telephone manner, can deal with customers at all levels.
· Creating formats for documents.
· Clear understanding of all relevant legal obligations and data protection rules.
INTERESTS 





· Socialising, Modelling/Pageants, Reading, Travelling. 
REFERENCES 
· Available upon request.

