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Personal Profile 

 

I am a well presented, hardworking individual with a friendly personality and a passion for Business.  

I am able to deliver excellent customer service and am committed to a future career within the 

Business or Legal sectors. 

 

Education/Qualifications 

 

2017 – Present  Blackburn College 

    Business with Law Level 3 Diploma– Modules included: 

 Business Environment 

 Business Resources 

 Introduction to Marketing 

 Business Communication 

 

2012-2017  Witton Park High School, Blackburn 

   6 GCSEs at C and above including English, Maths and Science 

 

Employment/Work Experience 

 

2017-Present  Cancer Research, Blackburn 

Volunteer Sales Assistant – Duties include: 

 Responsibility for processing all new stock into the store. 

 Operating the till effectively and handling cash. 

 Maintaining a high level of customer service at all times 

 Working under pressure during busy periods and using my initiative to 
deal with challenges on my own. 

 

 

2016-2017               Forbes, Blackburn 

Work Experience Assistant 

 Gained experience in all areas of the company 

 Established a friendly yet professional approach with clients at all times. 

 Worked effectively as part of a team and provided support with 
administrative duties. 

 Updated computer records and accurately typed up letters and reports. 
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Hobbies and Interests 

 

I like to travel and broaden my outlook through experiencing different cultures. I enjoy reading, 
particularly fiction related to crime and non-fiction related to travel and adventure.  I also go the 
gym regularly and participate in a range of classes including circuits, spinning and swimming.  
 
 
 
 

Key Skills 

 
 Personable, enthusiastic and committed to providing a high level of customer service at all 

times. 
 Ability to work well as part of any given team and provide support to other team members 
 Excellent IT skills and competent with Microsoft Word, Excel, Access, PowerPoint, Internet 

and Email. 
 Ability to work to the highest standards in a fast paced customer service environment. 
 Punctual and reliable as demonstrated by my attendance awards in Year 11 and at college 
 Full, clean driving licence. 
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