DONALD DUCK

123 Waltdisney Road,

Cambridge, CB4 3XA

Telephone: 01223 567123

PROFILE:

A reliable, well organised and personable individual with an excellent telephone manner and good judgement who enjoys meeting and helping people and always pays great attention to detail. Also able to prioritise work loads successfully, use own initiative and work well as a member of a team. Keen to learn new skills and undertake any further training necessary to enhance career prospects. Now seeking an opening where existing and potential skills may be utilised to fullest extent. 

KEY SKILLS:
· Discreet, loyal and competent in administration

· Good interpersonal and communication skills

· Able to analyse, evaluate and gather information

· Well presented, performs well under pressure and works in a neat and tidy manner

CAREER HISTORY:

Skills Training UK Limited, Cambridge


 

               2003 - date

Currently studying Computer Literacy and Information Technology and IBT2 in Business Administration.

Enterprise Agency, Cambridge





 
               2000 - 2001

Successfully acquired a Business Development certificate.

Holiday Inn, Cambridge





 

               1994 - 1999

Duty Engineer:  Working for this large hotel and responsible for preventive maintenance of the fire alarm and heating systems. Other duties included painting and decorating rooms, hanging replacement doors, repairing lifts, furniture, refrigerators and laundry machines, and unblocking vents. Also in charge of regular testing of the fire alarms, first aid and evacuation procedures. Developed communication, problem solving and organisational skills.

Regency Private Hire, Cambridge

          

 
                         1992 - 1994

Private Hire Car Driver:  Working late shifts and responsible for responding to radio calls, picking up customers and delivering blood supplies to regional hospitals. Gained a good geographical knowledge of Cambridgeshire, Suffolk and London as well as meeting deadlines and dealing with the general public.

Prior to this, I was a Builder for Sindalls of Sawston where I served my apprenticeship in Brick Laying and undertook courses in Building Studies and Communication skills.
EDUCATION:

Sawston Village College, Cambridgeshire

Acquired a good all round secondary school education, especially enjoyed Mathematics

PERSONAL / INTERESTS:

A full clean driving licence, own transport, a non smoker and in excellent health. Main interests include DIY, gardening, swimming and going to the cinema.

REFERENCES AVAILABLE ON REQUEST

