Name


Address


Tel:


DOB:





SKILLS





Communicating effectively with customers both face-to-face and over the telephone


Experience of working to tight deadlines within a busy office environment


Ability to work unsupervised and as part of a team


Good working knowledge of Microsoft Word and Excel





CAREER HISTORY





Dec 2001-present	Call Centre Operator	Capita (TV Licensing),Glasgow





Duties:  Working in the TV Licensing Department dealing with a range of customer services including payments and registering new license holder’s details





Nov 1999-Dec 2001	Call Centre Agent		Response Handling, Glasgow





Duties:  Carried out a range of sales and customer service functions including cold calling potential customers and handling inbound sales calls





Jan 1992-Sept 1999	Career break to bring up family





July 1987-Jan 1992	Administration Assistant	Hertz Car Rental, Glasgow


Duties:  Provided administrative support including answering telephones, dealing with incoming/outgoing mail, booking vehicles in & out, managing overseas email, filing, photocopying, and providing reception cover.  Undertook SVQ in Business Administration on a day-release basis whilst with Hertz as initially employed as a Skillseeker trainee.


			


EDUCATION & TRAINING





Oct – Nov 1999	Adecco/Reid Kerr College


City & Guilds Call Centre Operations Level 1





July 1987-June 1989	Sight & Sound


			SVQ Business Administration Level 2





Aug 1982-June 1987 	Bishopbriggs High School


Highers – O.I.S. (B), Modern Studies (C), English (C)


O’Grades – O.I.S. (A), Modern Studies (B), English (B). Arithmetic (C), French (C), Maths (C), Biology (C)








HOBBIES	





I enjoy keeping fit by attending aerobics classes and playing netball.  I enjoy helping out at a local youth club one night per week.





REFERENCES





Mrs Sally Kerr						Mr John Bartlett


Capita (TV Licensing)				Response Handling


14 Waterloo Street					Ibrox Stadium


GLASGOW						Govan


G2 6HQ						GLASGOW


Tel:  0141 204 1112					G51 1ER


							Tel:  0141 781 2005























