John Smith
Room 121, Flat 212, Queen Margaret University, 
Edinburgh EH21 6UU
Landline: 0131 470 0000 Mobile: 07976321111
 Email: j.smith@qmu.ac.uk 
Personal Profile: 
Versatile, motivated and committed, individual within the workplace who possesses a diverse range of transferable skills, developed through working in a customer service environment including a good standard of communication skills, the ability to work own initiative or within the framework of a team. Has the ability to work and cope under pressure whilst maintaining a high standard of customer service provision. 
Employment History: 
March 2005 – Present Part-time Bar Amico, Edinburgh 

Working in a of team of five staff, have the responsibility of serving customers, taking/preparing customer’s orders, processing cash/credit card transactions and maintaining sufficient levels of stock/products. Required to be fully conversant with the range of products available to customers, maintain standards of cleanliness/tidiness of the bar area in accordance with health & safety requirements and to be conversant with the licensing laws governing the bars operations. 
Nov 2004 – Jan 2005 Part-time Assistant John Lewis Store, Edinburgh
Temporary Christmas employment, working in a team of three sales staff, assigned responsibility for the shirt section of the Menswear Dept. Working in a demanding environment where customer focus was essential provided the opportunity to work and cope under pressure, where the responsibilities included organising product display/rotation to maximise sales, replenish/order stock, prepare customers mail orders, assist customers in choice of shirts, deal effectively with customer telephone enquiries/orders, serve customers, process cash/credit card transactions. 
Voluntary Work: (Insert details here otherwise delete this section) 

July 2005 – Sept 2005 Activity Co-ordinator Kids in Need, Edinburgh 

Children’s summer play scheme involving a team of 5 activity co-ordinators each having the responsibility for supervising a group of ten children (age range 6/10). Required to plan/organise/supervise children’s daily activity programme designed to stimulate/enhance children’s levels of exercise, working within health & safety and child protection guidelines. 
Skills Profile: 
Employment, voluntary work and course of study have provided the opportunity to develop a range of transferable skills that include: 

• Teamwork work 

• Working on own initiative 

• Ability to adapt in the workplace 

• Working to deadlines 

• Organisational 

• Time management 

• Communication/verbal/written/ listening 

• Ability to work and cope under pressure 

• Problem solving collective and individual scenarios 

• Decision making collective and individual situations 

Additional Skills: 
Competent user of various Microsoft programmes including Word, Excel, Access, PowerPoint and use of the Internet and email systems through daily usage. 

Languages
French: Fluent spoken
Education and Academic Qualifications: 
Sept. 2004 to present
Queen Margaret University, Edinburgh: BA (Hon) European Business Studies 

Modules: Marketing and Consumer Behaviour 

Financial Management, Operations Management 

Sept 1996 to June 2004 
Leith Academy, Edinburgh: 

Highers: English (B), Business Studies (B), Geography (C)

Standard Grades: 9 subjects at grades 1-2 including English, Mathematics & Science
Additional Certificates: 
Disclosure Scotland (June 2005) 

European Computers Drivers Licence Qualification (Aug 2004) 

Fist Aid Certificate (July 2004) 
Membership of Organisations or Professional Bodies: 
(Insert details here if applicable otherwise delete this section) 

References: Available on request or 
John Smith



Margaret Queen



Manager



Head of Subject

Marks & Spencer


Queen Margaret University

345 Bruntsfield Place 


Queen Margaret University Drive
Edinburgh, EH10 4DG 

EH22 6UU


email: jsmith@m&s.com 

email: mqueen@qmuc.ac.uk 
Tel: 0131 865 9999


Tel: 0131 474 0000

