Your Full Name
Address Line 1, Address Line 2, City, Post Code
Tel: 00000 000000| E-mail: name@email.com

A resourceful, hard-working and dedicated individual with a passion for delivering great results.  Experienced in working in demanding, target driven customer environments. Excellent knowledge of IT skills with advanced knowledge of Microsoft Office. Able to work well both independently and as part of a team, demonstrating the motivation and  multi-tasking abilities required to meet demanding deadlines and targets while maintaining the highest of standards. Articulate and proactive, combines a professional approach with excellent interpersonal skills and can communicate concisely at all levels.

Key Skills & Achievements

	· Customer Service
	· Sales & Target Driven

	· Strong Communication Skills
	· Relationship Building

	· Problem Resolution
	· Excellent IT Skills

	· Planning & Organisation
	· Understanding Client Needs

	· Administration
	· Health & Safety




Education & Certifications

	Start Date - End Date
	Subject and Qualification
Name of School, College, University

	Start Date - End Date
	Subject and Qualification
Name of School, College, University

	Start Date - End Date
	Subject and Qualification
Name of School, College, University

	Start Date - End Date
	Subject and Qualification
Name of School, College, University

	Start Date - End Date
	Subject and Qualification
Name of School, College, University


Career Summary

Job Title                                                                                                Start Date - End Date
Company Name, Location
Key Responsibilities
· List key responsibilities here.
· List key responsibilities here.
· List key responsibilities here.
· List key responsibilities here.
· List key responsibilities here.
Key Achievements
· Add a key achievement such as increased sales by 10%.
· Implemented a new process that reduced wastage by 8%.

Job Title                                                                                                Start Date - End Date
Company Name, Location
Key Responsibilities
· List key responsibilities here.
· List key responsibilities here.

Job Title                                                                                                Start Date - End Date
Company Name, Location
Key Responsibilities
· List key responsibilities here.
· List key responsibilities here.

Job Title                                                                                                Start Date - End Date
Company Name, Location
Key Responsibilities
· List key responsibilities here.
· List key responsibilities here.



References

References are available on request.
[If you found this template useful, please consider buying me a coffee - https://ko-fi.com/jharding ]
