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99, Example Street, Douglas, Isle of Man IM4 5LS
06666 – 8899988  email@address.co.im
PERSONAL STATEMENT

A confident Senior Administrator with over 10 years experience in a Commercial environment with a wide ranging expertise in dealing with new business with the financial services industry, providing administrative support to Senior Managers and the sales team.  Due to a company merger my current role has recently been made redundant and I am looking to continue my career within an administrative or customer service capacity.  

ACHIEVEMENTS 
· Created a customer complaint monitoring system on behalf of the company which reduced the number of 
complaints by 20% over a two year period
· Ran the London Marathon 2007 & 2008 and raised £5,000 for the RNLI
· In Spring 2009 was awarded employee of the month on three separate occasions
Technical Skills

· Microsoft Office: (Windows and XP), Word (advanced), Excel (intermediate), PowerPoint (intermediate), Access (beginner) and Outlook (advanced) 

· Audio and Copy Typing
· Regularly reviewed and carried out updates to meet Anti Money Laundering and Data Protection requirements  
Personal Skills

· Excellent at building external and internal relationships

· A strong organiser who can work under pressure and who is capable of prioritising workloads

· Diplomacy and confidentiality 

· Enjoys challenges and being creative  

· Logical approach to tasks

· Able to communicate clearly both verbally and written

· Good problem solver and analytically minded

· Enthusiastic, friendly highly competent with strong attention to detail

EMPLOYMENT HISTORY
APR 2006 – SEP 2009

SENIOR SALES ADMINISTRATOR - JAMES & SON, CASTLETOWN


Responsibilities



· arranging local, national, international travel and accommodation for company employees 
· organising corporate events and entertainment for the sales team and the company 
· providing IT and administrative support for the Sales team, Managing Director and Company Directors
· co-ordinating internal meetings. This would include making travel arrangements, ensuring room availability, arranging catering, producing agendas, creating any associated meeting packs and typing minutes from the meeting

· collating statistical data from Heads of Departments to put together a Microsoft PowerPoint presentation detailing quarterly performance levels

· reviewing expenses claims forms and processing requisitions

· maintaining diaries

· producing accurate documentation for clients

EMPLOYMENT HISTORY CONTINUED

JUN 2003 – Apr 2006

LIFE ASSURANCE ADMINISTRATOR - CARTER LIFE, DOUGLAS


Responsibilities



· provided secretarial support for the Marketing Department, including typing correspondence and organising appointments
· supported the team in establishing new business in Germany, France, Spain and the UK

· administered life policies mainly for German/British clients, as well as international clients

· ensured that all clients files were kept up to date and complied with Anti Money Laundering requirements

· dealt with withdrawals, switches, surrenders and death cases

· dealt with trust and corporate policies

AUG 2001 – JUN 2003 

PART-TIME kyc ADMINISTRATOR - HOPKINS BANK, DOUGLAS 


Responsibilities



· vetted new applications which included confirming the customers’ identity, address details, sanctions and PEP (politically exposed people) checks.  Carried out further investigations of any clients that appeared on the security watch list 

· received, logged and categorised documents for scanning
· ensured the customer database was regularly updated and maintained. Advised the IT department of any irregularities 
· identified new business opportunities, made initial contact with the client and arranged meetings on behalf of the sales team

AUG 2000 – AUG 2001

MATERNITY LEAVE

AUG 1997 – AUG 2000

OFFICE ASSISTANT - GOURLEY TRAINING SERVICES, DOUGLAS

sep 1995 – aug 1997

sales assistant - BETTER FOOD, DOUGLAS 

EDUCATION

1990 - 1995


Ballakermeen High School, Douglas 
A’LEVEL


History



B





Business Studies


B





Art



C

GCSE



Mathematics


B

English Language

B

History



B

Art



B

Biology



C

French



C

English Literature


C





Dual Science


CC

EDUCATION CONTINUED
Courses Attended:

· Excel and Excel Intermediate
· Anti-Money Laundering

· MS Word and MS Power Point
· Exceptional Customer Care

· Handling Difficult Situations

· Counselling Course

· Recruitment & Selection

PERSONAL DETAILS

Date of Birth:
8th June, 1979
Nationality:
British
Work Permit: 


Not required
Driving Licence:


Full clean diriving licence
INTERESTS:


Outside interests enable a potential employer to gain an understanding to what motivates you, what personal skills you may have and how you will integrate into the team.   However, they are not essential if you do not feel they are relevant. 



Sample CV








