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Address: \YY' Anytown Rd.

Riverton

Manchester

Personal Profile:

— An enthusiastic college student with excellent knowledge of Business Administration. I am able to meet
deadlines and can work within a team or on my own initiative.

—Tam keen to find a good University so as I can continue my education.
Education and Qualifications?

Yeoo = Present : Oldham Sixth Form College

GNVQ Intermediate Business and Finance

( Including units on office procedure, accounting and business management)
VA - Y+++ :  Manchester High School

GCSEs :

English Language : Grade C

Mathematics : Grade D

French : Grade C

Art : Grade B

History : Grade C

Work Experience:

July V494 - September Y444  : J&B Solicitor

Office Junior

main tasks:

— Syccessfully dealt with telephone enqueries.
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— Organized and maintained an effective filing System.

— Typed Letters , memos and reports.

November YA4VY : Marketing YU Company (work experience)

main tasks:

— Used various office equipment including faxes , photocopiers and laminators.

— word processed letters and address labels.

Other Information

-1 recently participated in a reader scheme where I helped children with learning difficulties.
—Tam currently taking driveing lessons.

Referrences:

Mrs J. Brown

Course Tutor (Automobile Engineering)

Trafford College

Green Lane
Trafford
Tel: “AFY ) YYYY
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