Chris Cook

54 Any Road, Anytown, Any County, AT34 8MG

Telephone: 0191 518 33 33

Mobile: 07879 333 333

Email: chris.cook@blue.co.uk
Personal Profile
A versatile, conscientious individual with an innovative approach to problem solving and extensive experience in a variety of administrative and customer service roles.  An able and versatile worker is a self-motivated, reliable and enthusiastic team player.  A sensitive listener experienced in dealing with people from diverse backgrounds, provides high levels of customer care to both internal and external customers managing challenging situations with confidence and maturity. With sound organisational and time management skills can handle a large and demanding workload whilst paying great attention to detail and quality standards.
Key Skills
· High levels of concentration ensuring precision, accuracy and attention to detail

· Sound organisational and planning skills

· Excellent communication skills both written and verbal
· Works well under pressure with the ability to prioritise

· Excellent organisational and time management skills

· Efficient and effective administrator

· Ability to deal with difficult situations with tact and sensitivity

· Excellent customer service skills

· Sound IT and keyboard skills
Employment History
August 2010 - Present 
Receptionist/Clinical Assistant 
Backs R Us, Anytown
Responsible for the efficient operation of the surgery, while maintaining high standards of administration and cleanliness, duties included:

· Dealing with incoming and outgoing post

· Handling telephone and face to face queries and updating the computerised appointment system

· Booking in patients when they arrive at the clinic

· Registering new patients with the clinic and checking that paperwork is correct

· Performing daily checks on consulting rooms, turning on computers, checking couch roll, ensuring treatment beds are disinfected and supplies are filled

· Updating data base, use of office equipment including printers, scanners and photocopiers

· Cash handling, reconciliation, banking
June 2006 - July 2010 
Receptionist/Administrator 
High House, Anytown
Working within a centre for the community, duties include:

· Meeting and greeting visitors at reception

· Advising on memberships and assisting with registration forms

· Updating membership database

· Logging visitors in and out of the building

· Answering telephone queries

· Taking payments, operating the till and till reconciliation

· Maintaining sales and service records

· Co-ordinating room bookings and diary management

· General administration such as photocopying and filing

June 2002 - May 2005 
Administrative Assistant 

Book Warehouse, Anytown
Responsible for all aspects of general administration within a wholesale gifts and books supplier, duties included:

· Typing correspondence, filing, photocopying and faxing

· Answering telephone queries

· Cash handling and sales administration

· Taking orders and stock management

· Attending trade fairs, buying stock and dealing with suppliers

May 2000 - May 2002
 
Receptionist 

     

Hart Components, Anytown
Responsible for providing first class customer service to visitors as well as administrative support, duties included:

· Meeting and greeting visitors

· Operating the switchboard and answering telephone and email enquiries

· Typing correspondence for the Chairman

· General office duties such as filing and maintaining records 

· Logging visitors in and out of the building and issuing visitors badges

Qualifications
2013 

Level 2 NVQ Business Administration 

2011 

Health and safety Level 2

2011 

Food safety Levels 1 and 2

2010

OCR Text and Word processing Level 2 Distinction

2010 

ITQ Level 2 

2005 

New CLAIT

2001

CLAIT
References 

Available on request
