
Toni 
Personal Profile

I am a hardworking individual who holds both effective communication and organisation skills. I am honest and reliable with an exceptional attendance and time keeping record, I have a keen interest in learning new skills and developing current skills, I work well individually and also in a team, I am always motivated to learn and achieving my goals is something I am very committed to.

Key skills

· High standard of customer service

· Cash handling experience 

· Awareness of health and safety 

· Excellent communication skills

· Happy to help others
· Eager to learn new skills 
Employment history

Position held: Food/wine waiter April 2012- April 2013
Duties include: laying up the tables and large dining rooms, silver service, food waiting and wine waiting, take orders from customers, cleaning tables, worked on bar and on buffet events 

Home Bargains: April 2012- September 2014

Position held: Cashier

Duties include: Serving Customers, packing bags, operating tills, stocking shelves, doing stock takes, cleaning, 
Phoenix health distribution: October 2014- April 2015
Position held: Customer Service Administrator 
Duties include: Dealing with hospital and company accounts via telephone, fax and email to solve customer enquiries and assist in completing orders. Organising and storing paperwork, documents and computer based information and photocopying and printing various documents. Using a variety of software packages such as Microsoft Word, Outlook, Excel,  etc records, spread sheets and databases to store information. Sorting and distributing incoming post and organising and sending outgoing post. 
Position held: Paralegal, Health Litigation 
Duties include: Providing administrative support to multiple fee earners with the coordination of data information for clients, processing invoices, drafting letters to court and to Claimant’s solicitors, Instructing and liaising with Experts and Counsel to support cases based on their field of expertise, preparing case bundles for fee earners and court, faxing, scanning filing and copying, assisting on group action cases for multiple parties such as setting up new files and obtaining medical records to then instruct experts, archiving and recovering medical records conforming to strict data protection protocol, the use of online legal filing systems such as the NHS CMS database, Adherent, Pulse, and Matter Spaces, Communicating with several different trusts via telephone email etc. and arranging conferences. 
Education and qualifications
Holly Lodge Girls college September 2005- 2010

GCSE

· Maths- B 
· English-B 

· History-B 

· Religious studies- C

· French- D

BTEC

· Science - Distinction

· Art- Merit

· Business studies- Distinction star

OCR

· ICT- Pass
CITY AND GUILDS
· CILEx level 2 law- Distinction 

CILEx Level 3 professional Diploma in Law and Practice
· Legal research – Pass

· Law of tort – Pass

· Client care skills – Pass 

· Introduction to law and Practice- Pass

· Civil Litigation- Pass

· Contract law- Pass
· Family law-Pass

· Criminal law-Pass
· Level 3 Certificate in Law and Practice (Civil Litigation)
· Land Law-Pass
· Criminal Litigation-Pass 
Voluntary work:

British heart foundation

Position held: Customer service assistant

Duties include: Customer service assistant working on the till, tidying the shop floor and store room, tagging stock, and stock rotation. I have gained many customer service skills from this volunteer role.
Work experience:
DWF Solicitors

Duties include: filing everything away, updating law forms, helping draft client letters, helping put together trial bundles, sat in on staff meetings to discuss cases, watched visual evidence and wrote up case notes.This work experience gave me a great insight into the legal sector, I was able to gain valuable knowledge by working hands on whilst absorbing information by observing the professionals in their daily roles. I found this extremely worthwhile and it has further fuelled my passion to develop a career in law.  
Hobbies 

My hobbies include travelling, fashion, music, yoga, socialising and reading.
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