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CV Index

Most CVs prepared are on 2 pages – for the purposes of this index, I have only included the 1st page of each CV:

CV Index

1) Accounting

2) Administration

3) Aromatherapy & Reflexology

4) Assembly / Manufacturing

5) Bar / Licensee

6) Car Mechanic

7) Carpentry

8) Catering – Kitchen Porter

9) Catering – Retail

10) Catering – Senior

11) Cleaner

12) Community Worker
13) Construction Management 

14) Customer Service 
15) Design

16) Gardening

17) Graduate

18) Graphic design & Illustration

19) IT – Engineer

20) Labourer – non skilled

21) Labourer – skilled

22) Law

23) Multi-skilled

24) Music

25) Sales
26) Security 
27) Stage Crew

28) Teaching

29) Travel & Tourism

Full CVs are given at the end to illustrate the following:

1)
Unemployed for 2 years or less

2)
Unemployed for 2 years or more

3)
Career Change

4)
Career Progression

5)
Parent Returner

6) 
No employment experience or qualifications 
Accounting

Matthew Berry  
The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

Diligent, organised and efficient in my work, I have gained 3-years bookkeeping experience and am now looking to commence a career in accountancy with a local accountancy practice. 

Scope of experience 

3 years experience had provided me with hands on experience of: 

· Year end audits

· End of year accounts

· Managing petty cash 

· Processing employee payroll 

· General financial office administration 

· Reporting directly to Accounts Managers 

· Using IT efficiently in an office environment, competence in  SAGE, MS Word and Excel, consolidated by training 

Approach to work
Organised: 
I consistently meet my deadlines while never compromising on quality. 

Thorough: 
I always get to the bottom of things when preparing accounts and double check everything I do. As a Bookkeeper, this meant my work was always accurate.

Supportive: 
Patient and calm under pressure, others feel comfortable asking me for help when needed.  I willingly work additional hours and cover for colleagues when needed.   
Qualifications 

Accountancy: 
A’ Level Accountancy (B)

Business: 
A’ Level Management of Business (B) 


IT: 
CLAIT (Computer Literacy and Information Technology) 


ECDL (European Computer Driving Licence) 


GCSEs: 
including Maths (A), Accounts (A) English (A)    

Administration

Matthew Berry  
The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

Organised and committed in my work, I produce accurate results in busy environments.  Always observant, communicative and supportive, I can be relied upon by managers and clients alike to deliver a professional and timely response to their needs. 

14 years experience providing administrative support, including working for the M.o.D. Having recently completed advanced IT training; I am now looking for a long-term administrative position.  

Scope of experience

Through 14 years experience in administrative roles, I have gained experience of: 

 Drafting and typing correspondence 

 Typing accurately with a good speed 

 Handling incoming and outgoing mail  

 Responding efficiently to incoming telephone calls, taking accurate messages 

 Filing, sourcing and retrieving information 

 Undertaking research for customers, searching archived data and presenting it clearly to them 

 Proof reading and editing reports

Approach to work: 

Communicating confidently & clearly: I am an articulate and confident communicator, able to convey information clearly and concisely to others. As Administrative Officer with the M.o.D, I had to collate, interpret and communicate sensitive information tactfully to others. 

Managing my own work well: Establishing and managing all aspects of my own business developed the ability to plan, organise and manage my work well. 

Supervising others effectively: Through my own business and previously with Augustus Barnet, I gained experience of supervising small teams of staff. 

Flexible approach to work: I readily go the extra mile to support colleagues and managers and am happy to work additional hours when needed. I have previously worked an average of 70 hrs per week consistently for 4 years. 

IT Training

2003  


Learn Direct 


MS Windows Fundamentals & Advanced User 

2003    


European Computer Driving Licence 

Covering Word-processing, spreadsheets, databases, file management and Internet. 

2002  


CLAIT (Computer Literacy & Information Technology 


Including MS Word and, Excel

Career Summary

I have taken a career break, during which time, I have pursued IT training to consolidate my experience in administrative roles. I have previously worked in the following areas: 

Aromatherapist & Reflexologist

Jane Smith 

The Flat, The House, The Street, The County, AAA BBB.

00000 000000000

I bring integrity and dedication to my work; using aromatherapy with a holistic approach to enhance the quality of life for others. 

Since qualifying, I have gained a years experience as an Aromatherapist & Reflexologist in a medical practice. I have previously worked in traditional, complementary and wholistic medical practices as a secretary / receptionist.

Scope of Experience 

· My interest in aromatherapy and related treatments was developed during 5 years experience of working for a Holistic Health Centre and a complementary clinic.  I have subsequently consolidated this by undertaking training in aromatherapy. 

· Through training, I understand the composition of all oils and know how to apply them to assist with a wide range of illnesses and conditions effectively including stress related disorders, arthritis, high blood pressure, eating disorders, muscular aches and pains, cancer and PMS amongst others. 

· I have hands on experience of consultations and taking patients medical history. 

Career Qualifications 

2002

Diploma: Aromatherapy

2000 

Diploma: Anatomy & Physiology 

2000 

Diploma: Massage 
1997 

Diploma: Reflexology 
Career Summary 

Aug 2002 – Sep 2003 
 Aromatherapist / Reflexologist: 


Self-employed 





Providing a professional, caring and informed service to patients with 


a variety of illnesses: 
· Identifying individual ailments and conditions through undertaking a comprehensive patient medical history consultation 

· Planning a course of treatments tailored to suit the patients needs 

· Working with patients with arthritis, stress related disorders, muscular pains, high blood pressure and cancer

· Maintaining accurate and up to date patient records 

· Liaising with medical personnel when needed


Assembly / Manufacturing

MATTHEW BERRY  

The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 

Having a practical nature, plenty of common sense and initiative has enabled me to work well in manufacturing and warehouse environments.  I have over 10 years’ experience in these fields and am now looking for my next position.  I am always positive in whatever I do, working fast and efficiently while motivating those I work alongside with. 

Areas of Skill & competence

Electrical assembly & Over 8 years experience in this industry, working in manufacturing for leading organisations including Hosiden Besson:   

· Experienced in P.C.B building 

· Using Flow Solder Machines

· Working from drawings

· Assembly of wide range of electrical products including industrial heating system controllers 

· Testing finished products 

· Working to the Kan Ban system 

Warehousing: 


5 years experience or working in stores & warehouses: 

· Packing and unloading lorries safely and accurately 

· Picking detailed orders for engineers, distributed nationally 

Approach to work: 
Flexible, supportive and committed: 

· Used to working various shifts, including nights. 

· I am always wiling to work additional hours to cover for absent colleagues or during peak periods.  

· Throughout my career, I have always volunteered to do overtime.  

· It is important to me that I do my job well, which is why I achieve good accuracy levels. 

Employment Summary 

2007 - Present:


I have been taken a short career break, pursuing areas of 




personal interest.  I am now very keen to resume employment. 

Electrical assembly

Fulfilled the role of Operative for the following  

& Manufacturing: 

organisations: 

· West Instruments (May – Dec 07) 

Manufacturing electrical control systems for industrial heaters. 


Bar / Licensee

Jane Smith 

The Flat, The House, The Street, The County, AAA BBB.

00000 000000

Genuinely interested in people, I win friendship and trust easily by communicating openly, supporting where needed and always being fun to be around.  This, and a belief that everything can be improved, has driven me to make customer led, profitable changes in previous roles.  I have had a career in hospitality and retail industries, gaining managerial skills along the way.    

Areas of Competence 

Communicating to improve relationships and profits  

I am a lively and considerate communicator who builds good relationships with customers from all walks of life.   As a Licensee of a successful public house, I made sure we knew all regular customers by name and remembered their favourite drinks.  This contributed towards increasing revenue by 20% in 6 months.    

Showing initiative

If I notice something that can be improved I always do something about it.  Completely redecorated 2 public houses I worked in, from selecting the style and materials to painting and hanging wallpaper myself. 

Having excellent attention to detail 

I have a flair for being accurate, even under extreme pressure.  I believe in doing things right first time and this can be seen across all aspects of my work and home life.  As Licensee, the stock checks and all financial records were 100% accurate for 13 months.  At home, I enjoy spending time completing detailed puzzles and complex needlework. 

Bringing out the best in others

I continuously encourage those who work with me and recognise their hard work.  I find this gives people the confidence to perform well in their roles.    

As Stockroom Supervisor, I managed up to 40 people during peak periods.  Direct experience of recruitment, training and disciplinaries; achieved zero staff turnover levels in last role.  

Employment Summary  

2007 – Present 
Made the decision to enjoy a career break to pursue personal interests during which time I have completely redecorated my home in addition to supporting my family.  I am now keen to find my next position. 

July 05 – Aug 07
Toby Jug Inn 


Licensee


Initially started work as a barperson, progressing to this position after a year, involving; 

· Overseeing the running of this 200 capacity public house which took up to £6k weekly.  

· Managing a team of 4 staff, stock management and maintaining accurate financial records. 


Car Mechanic

Matthew Berry

The Flat, The Street

07000 000 000 

The Town, AAA BBB

00000 000 000

Being a car mechanic is my ideal job. Before moving to England in 1999, I was qualified in Somalia where I had over 13 years experience repairing cars, trucks, industrial vehicles and boats.  Since moving to England, I have been learning to speak English so I can work as a mechanic in this country. 

Areas of competence 

13-years experience of: 

· Repairing all aspects of cars, lorries, tractors and forklift trucks 

· Building and repairing boats, using fibreglass, polyester and wood  

Proficient in repairing & changing: 

· Engines

· Fuel pumps, including diesel 

· Replacing window screens

· Ignitions 

· Brakes 

· Gear boxes 

· Fuses

Additional Skills: 

· I can solve problems on my own. I will always ask for help if I need it because I don’t like making mistakes. 

· I learn new things very quickly and once learnt, I don’t forget them. 

· I have a sense of humour and enjoy working with others. I will help them on jobs and will work additional hours when you need me to. In Somalia, I regularly worked 6 days per week from 5am to 8pm.  
· I am used to working in busy places where customers need their repairs completed quickly. 
· I understand how much people love their cars and boats, and I treat them with respect. 
Employment Summary 

2000 – 2002 

Volunteer Teacher, London



I taught religion to groups of up to 20 children.  

1986 – 1998 

Mechanical Engineer: Vehicles and boats, Somalia 

Working for this small business, with 8 employees, I was responsible for repairing all vehicles for customers. I also serviced large construction vehicles. I built boats from scratch and repaired large vessels. 

Carpentry

( The Flat, The Street, The Town, The Post Code (
Matthew Berry
01273 123678 ( 07788 789789 ( matt@hotmail.co.uk
I am determined to have a long, rewarding career in carpentry and have completed a City & Guilds in Woodwork to help me get there. I have since gained experience of working on construction sites and on carpentry projects in France.  I am now looking for my next position. 
SCOPE OF EXPERIENCE & SKILLS

· Being practical:  I have always had a practical nature and from an early age wanted to work with wood.  Since leaving school, I have become qualified in Carpentry & Joinery and have worked on several projects and construction sites. 

· Planning and organising my work:  On a carpentry project in France, I had sole responsibility for building steps leading to a raised platform for a swimming pool. By planning and organising my work well, I completed work on time and to a high standard.  

· Working well with others:  I am always positive and helpful in my work and will support colleagues when they need an extra hand.  I am not afraid of hard work and willingly offer to do overtime when needed.  

· Good communicator:  I am a lively and confident communicator experienced in working face to face with the general public.  I find it easy to talk to people of all ages which helps me fit in quickly wherever I work. 

EMPLOYMENT TRAINING 
City & Guilds: 
Basic Woodworking Skills (2006)




Joints learnt Include: 


· Haunched / Stub / Through / Double Mortice & Tenon Joints

· Centre Bridle Joint 

· Through and Lapped Dovetail Joints
Items constructed include: 

· Constructing a coffee table side frame 

· One side of a Garden Seat Frame 

· A drawer box for a cabinet 

· Panelled door for a cabinet  

Catering – Kitchen Porter

MATTHEW BERRY  

The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

I enjoy organising my own work and take pride in the work I do. 

I have 5 years experience of working in hotel and restaurant kitchens and am now looking for a long-term job with a leading employer who values high standards.   

Skills & Areas of Competence 

Working to high standards in busy places 

· I thrive on working under pressure and enjoy the buzz of a busy department. I am capable of setting the pace and making those who work with me keep up.    

· I am good at my work because I anticipate what other people need and make sure it is ready for them before they ask. While working for the Westmorland Hotel in London, the chefs would always tell me they knew I had been on duty during the night because the kitchen was spotless and all their equipment was ready.

Helping to create a happy work environment

· I have a healthy sense of humour which I enjoy sharing with colleagues – just one of the reasons I fit in so well in a kitchen environment.

· I work best when I have responsibility for my own work while working in a team. I willingly work extra hours and help colleagues when they need it. 

· I am experienced in overseeing up to 6 kitchen porters and I make sure their work is a high standard. 

Catering industry skills & experience 

· I have worked a range of shifts including split shifts and nights, and am happy to do ‘strange’ hours. 

· Experienced in stores, preparing food and assisting chefs.

· I have worked as a ‘Floater’ in London, which meant I had to support the busiest chefs when they needed a hand – this required the ability to spot people under pressure and jump right in to help them, it also meant I was always busy! 

· Whilst supervising 6 kitchen porters had responsibility for planning rotas, making sure busy periods were covered. 




Catering - Retail

Matthew Berry  

The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

I take my work seriously but have fun doing it.  It matters to me that I make a positive difference wherever I work and for the last 20 years have helped increase sales and profits in several catering and retail businesses.  Having developed specialist knowledge of the catering industry, sales and customer service, I am now looking for a new challenge.  

Relationship builder 

I communicate openly and regularly to customers.  I find this, in conjunction with always exceeding expectations, helps to develop strong, trusting working relationships. 

In recognition of this ability, bbb gave me responsibility for managing the sales and orders for 500 accounts.  

Increasing sales & profits  

With Any Business Ltd., I consistently exceeded all sales targets for 7 years.  Achieved by keeping on top of my 500 accounts, anticipating orders, contacting them and selling additional products while always watching profit margins. 

I received continuous recognition for this from Brake Bros Management.  

Administration & IT 

Experienced in preparing paperwork for Head Office.  I am comfortable using computers and have them on a daily basis to access and update customer account details. 

Managing people 

Experienced in managing teams of up to 40 people across multiple departments in a hotel environment.  

I have subsequently managed smaller teams in catering / retail roles.  

Career Training / Qualifications 

Catering: 

BTEC: Environmental Health Studies (6 merits)  

OND: Hotel Management & Catering Operations 




Certificate: Basic Food Hygiene  

Career Summary 

April 2006 – Present 
Having worked consistently since 1987, I made the decision to have an employment break. 

During this time I helped care for my Father and relocated to Brighton.  I am now in a position to resume work. 


Catering - Senior

Matthew Berry  

The Flat, The Street, The Town, The County,
 AAA BBB / 07000 000 000
I bring knowledge, commitment and 20 years experience of catering to my work, producing results of high quality while inspiring teams to excel.  Always observant, decisive and calm, I perform well under pressure and cut a clear path through problems.   As a competent catering manager with a track record of improving standards, profits and efficiency, I am now looking for a new challenge.    

>> Managerial skills 

Managing people:
teams of up to 35, including interviewing, training & development.  Knowledge of IIP standards with flair for improving morale.   
Finance: 


Managing budgets & managed budgets to the value 



of £38K.  Undertaking wage analysis.
Project management:  
Oversaw implementation of new payment system in a school comprising 2000 students.

Business development: 
Experienced in developing new catering businesses and developing existing ones. 

Problem solving: 
With Any Business Plc., for 13 years was the trouble shooter for catering problems UK wide, from staffing issues to customer complaint management and record system problems.  

>> Scope of Catering Experience 

· Managing catering for up to 3000 covers. 

· Experienced in large volume catering including Buffets, Balls, Banquets and Weddings. 

· Menu planning and design for all ages, from school children to the elderly in nursing homes. 

· I have managed the catering needs for several schools, both in the private and public sector. 

· Experienced in managing catering function across multiple sites. 

>> Career Summary
2007 – Present 
I have undertaken various projects during this time including: 

Cleaner

Jane Smith 

The Flat, The House, The Street, The County, AAA BBB.

00000 000000

I notice and appreciate clean and tidy places.  If I could, I would take a pair of rubber gloves with me to most of my friends’ houses!  I have been making offices, factories and schools cleaner places to work in for the last 5 years. 

COMPETENCES

Working on my own initiative

I am able to work with little supervision and minimum instruction, which saves my managers time and energy. I am resourceful and quick thinking which ensures few mistakes are made.

Working in a team

I am used to supporting colleagues on a daily basis and ensuring that work is completed to deadlines and to a high standard through encouraging and motivating others.  At the Inland Revenue, I presently work as part of a 4 man cleaning team. 

Communication and listening

I am a clear, concise communicator who listens to instructions and acts on them. I respond well to feedback from employers and colleagues and in return I am pro-active in giving ideas and suggestions to improve work situations.  

With Focus, I suggested new work hours to improve standards, which were implemented. 

EMPLOYMENT SUMMARY

Cleaning work

Jan 2004-Present:
Cleaning International Ltd., Brighton




Part-time cleaning duties for the Inland Revenue office 

with responsibility for ensuring all public areas are kept to a high standard of cleanliness.

1999-2004:
Fulfilled a variety of cleaning contracts for the following companies:

· Churchill Ltd, St. Albans

· Regent Class Co., Hove

· Focus / Halfords, Hove

· Mittle Cleaning 
· Initial Cleaning, Hove

· Initial then Yvonne Sup. Services


[image: image1.png]


Community
  

The Flat, The Street, 

The Town, AAA BBB. 

       Matthew Berry 


                                    01234 678900

I bring energy for life to my work.  Committed to making a difference, I would like to think positive change happens in places I work.  

A community minded individual who has the needs of others at the heart of his actions. Special skills in communication and organisation, now looking for a rewarding position where he can make a long-term contribution. 

Communicating well to all people: 

· I am a confident, influential and persuasive communicator. Able to see clearly through complex information and relay it concisely to others. 

· As Chair of a Tenants & Residents Association, I regularly liaise and negotiate with council officials on behalf of tenants. 

· I have experience of liaising with Brighton & Hove Health authority, Social Services, Emergency Services and government agencies to a senior level. 

· Trained in mediation, I have the ability to listen and encourage others to reach a mutually satisfactory agreement, without passing judgement. 
· I recently chaired a conference attended by 500 delegates. 
Making things happen: 

· I was a key member of establishing the Any Name Monitoring Group. The booklet created from this received national acclaim. 

· Was one of the 4 founder members of the Equalities Group, which received a global award at the Any Name awards 2002.

· My commitment to community work has led to advising on a consultancy basis to the Council and various groups to discuss policies on racism, related crime and impact on the community. 

Working effectively with others: 

· My work stance is honest, open and supportive. I listen to all opinions and ideas before coming to a conclusion. 

· I have experience of motivating, encouraging, training and recruiting teams of up to 30 staff.  

Organisational agility: 

· I am able to juggle demanding volumes of work in pressurised environments. 

· I remain calm and decisive in a crisis, retaining the ability to think on my feet. 

· Previously, I have planned, organised and managed workshops at Global conferences. 

Managing the paperwork / balancing the figures:

· My work with the Any Name Monitoring Group involves assessing the needs of tenants in Central areas and examining the budget accordingly 

· As Director for the Any Name (an organisation dedicated to securing finance for local charities / organisations) I am responsible for overseeing the accounts and ensuring all legal and Health & Safety requirements are complied with. 
Construction Management 
1 The Close, The Town, The County, The Post Code ~ 01237 126378 ~ 07213789789

Matthew Berry 
An effective Construction Manager with significant experience in managing multi-million Projects, Sites and Contracts.   Combines leadership with business acumen and industry knowledge from the ground up to achieve all commercial, financial and qualitative targets.   
>> Key Areas of Effectiveness   

	· Estimating 
· Quantity Surveying
· Procurement of resources
· New Business & Tenders

	· Project Management 
· Health & Safety 

· Managing teams of 50
· Relationship Building 
	· Contracts Management 

· Site Management 

· Implementing Change 
· Creative Problem Solving   


>> Career Qualifications  

Masters: 


MA: Construction 
Degree:  

BA (Hons) Archaeology and Anthropology (2:1) 


Fitzwilliam College, Cambridge University  

2006 



CTIB Health and Safety for Managers 

2005 



ROK Environment Course 

2005 



First Aid at Work 

2004 



CSCS Accreditation 

>> Career Summary   

Feb. 2008 – Jan.2009

Contracts Manager

Any Contracts Management

· Reporting to the M.D for this specialist fit out contracting business operating in the hospitality sector.   

· Involvement at initial stages including estimating and quantity surveying. 

· Active involvement in generating new business including negotiations for tenders.  

· Managing relationships and overseeing contract delivery on a range of niche projects simultaneously up to the single value of £1m.   Achieved all time and finance targets. 

Jan. 2007 – Dec. 2007

Contracts Manager       
Any Building contractors

· Direction and management of 5 contracts with an individual value range of £1.5 - £4m.

· Scope of properties including working with local authority and private sector, ranging from traditional JCT to design and build.  Achieved all deadlines and profit objectives. 

Customer Service

Jane Smith  

Flat 00, Any Name 

Any Street, Any Town, SE0 F00    

07777888999 ~ janesmith@anyemail.com

Career Profile 

Resilient and professional in my work, I make customer led and profit focused decisions,  making a positive difference to a business while nurturing and developing others to perform.   A successful career in sales and customer service has developed expert level communication and client relationship skills with demonstrated achievements in people management, sales and account retention.   Areas of effectiveness include: 

· People management:  Experienced in managing teams of up to 12.   Involved at all stages of the recruitment process with my present employer, I select the right candidates, train them thoroughly and provide ongoing mentoring, encouragement and development.  This approach led to record levels of low staff turnover and high internal progression with my last employer.  

· Communication: Confident in interactions with others, I build rapport and relationships easily with customers and colleagues worldwide.  Customer oriented and considerate, attentive and engaging, I communicate with clarity and purpose to influence positive outcomes.   Creative and versatile written communication skills developed through degree studies in Media Relations.  Competent in delivering presentations and training groups. 

· Customer relationship management:  Proficient relationship builder and credible ambassador for the business, I apply outstanding negotiation and problem solving skills to assess customers’ needs and forge long-term business partnerships.    Track record of increasing revenue from key accounts. 

Career Summary 

Jun. 2001 – Sep. 2007 
Any Leading Finance Business: HQ 

Positions held: 

Team Leader 




(Apr. 05-Sep. 07) 




Customer Relations Executive 

(Oct. 02-Apr. 05)




Travel Executive



(Jun.01-Oct.02) 

Main Achievements: 


· Cultivated a positive, motivated and flexible team who are keen to pursue long-term careers in the business.  Excellent staff retention record and track record of developing individuals for promotion.

· Consistently achieved all monthly business objectives which relate to finance, customer retention, service levels, quality and sales.  

· Increased revenue by 40% in 2007 through organising events and sales incentives for entire travel department. 

· Achieved exceptionally low level of ‘write offs’ by stepping in quickly to resolve escalating customer complaints and negotiating with suppliers.   

· 6-Month Secondment to Assist a Senior Manager, liaised with an international team to collate a comprehensive supplier database for staff reference.  
· Selected and awarded ‘Employee of the Year’ out of 200 staff.  

Design

Matthew Berry  
The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

Passionate and absorbed in my work, I continuously generate new design ideas exploring and developing only those I know are marketable.  Always professional and communicative, I produce high quality pieces on time and in budget, building strong client relationships along the way. 

Educated to degree level in Design, I have 4 years industry experience and am now looking for my next career move.  

::: Scope of experience 

4 years design experience for projects UK wide, recent ones include: 

· Commission for an illustrated Map 

· CD Covers for the music industry 

· Series of pictures for use in Brighton area in multiple hospitality locations 

· Design of business signs 

· Contributing towards major art exhibitions including John Moores 23 in Liverpool  

· Producing work for promotional websites including Aaaaaaaaa.co.uk

· Use of Adobe Photoshop, Quark Express, Corel Draw and Windows 2000 

::: Approach to work 

Design process: I am experienced in working from client briefs, and equally from detailed design specifications. Either way, I have a flair for identifying the needs of clients.  

Communicative & collaborative: I enjoy the dynamics of working with others on design projects and gained extensive experience of this at University.  I seek and value the ideas of other designers before making my own suggestions. 

Organised: I am used to working towards strict deadlines on projects and organise my time effectively to make this happen.  I cannot recall a time at University or subsequently where I have missed a deadline. 

Thorough: I believe in giving my best in whatever I do.  The quality of my work can be seen right down to the finest detail. 

::: Career Qualifications 

Degree: 

BA (Hons): Fine Art Printmaking and Design (97-00) 

GNVQ: 


Level 3: Advanced Art and Design (94-96)

IT: 


Quark Express 4.0




Word Processing, Windows 2000 

::: Career Summary 

2000 – Present 

Freelance Artist and Designer 

1997 – Present 
Supplementary employment in the Any Name Magazine Ltd.,  

Gardening

MATTHEW BERRY  

The Flat, The Street

The Town, The County, AAA BBB

07000 000 000 

Objective:  Offering 2 years landscape gardening experience and qualifications in return for a position in an established firm.  Ideally with the opportunity to learn from a professional while undertaking day-to-day work. 

Scope of experience 

During the last 2-years, I have gained hands on experience of the following: 

· Assisting in complete reconstruction of gardens 

· Removing earth 

· Building ponds 

· Building walls 

· Laying patios 

· Assisting in fencing 

· Installing rockeries 

· Planting trees, shrubs and plants 

· Garden maintenance; Pruning, mowing, weeding and strimming 

· Laying new turf 

Equipment: trained and experienced in using mowers and strimmers safely. 

Approach to work

Supportive & Helpful: I am not afraid of hard work and tend to work through my lunch breaks.  I am friendly and open, working well with others and am capable of motivating them when needed.  

Showing initiative: I would like to think I have plenty of common sense.  I can usually anticipate problems and find my own solutions quite easily.  I notice what needs to be done and just get on with it – rather than waiting until I am asked. 

Being polite and professional: I am experienced in communicating to customers and understand that working on their property is a position where trust is needed.  I gain their trust my always being polite, telling them of progress, taking my own tea and tidying up properly at the end of the day. 

Qualifications 

June – Dec 2002
NVQ 2: Landscapes and Ecosystems 

Involving: Horticulture / organic gardening / construction projects / hard landscaping. 

June – Dec 2000 
Certificate in working with others level 1.  


Graduate

Matthew Berry  

The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

Inquisitive, observant and interested, I question and explore to make sense of information and people, gaining understanding of how and why things work the way they do.   I bring resilience and energy to my work, inspiring those around me to give their best.  Since graduating, I have worked in music and fundraising.  I am now looking for a new part-time position.

Areas of Competence 

Communicating openly and persuasively 

I am an attentive and considerate communicator. Tending to see the best in people, I make it easy for them to talk to me, including customers. 

As a Fundraiser, this enabled me to exceed targets, persuading people in their own homes to contribute towards a well known charity. 

Handling paperwork efficiently  

Experienced in working in an office, involving typing letters and filing information. 

At University, I prepared reports of several thousand words to a high standard.   

Being organised 

I am motivated by working towards goals and set myself targets to reach, at home and at work.  I have a natural inclination to organise things around me, which helps to make sure I reach my targets. 

This enabled me to complete all university coursework by deadlines.  

Qualifications 

1999 – 2002 

University of Nottingham 




BA (Hons) Philosophy 2:1 


Included regular preparation of presentations and reports 
in addition to group projects. 

1992 – 1999 

Queen Elizabeth Grammar School, Lincolnshire 


A’ Levels:

Christian Theology (A), Geography (A) and Media Studies (B). 




GCSEs: 8 passes grade B – A*. 


Graphic Design & Illustration




Through constantly generating and exploring new ideas, I am able to bring a fresh perspective to my work. Perceptive and analytical, I understand what motivates others and how to reach them through effective graphics.   

A talented, versatile and thorough Graphic Designer. 5 years’ commercial experience in graphic design and illustration; helping the sale and image of magazines, books, music and businesses internationally.

::: Technical skill
· PC & Mac platforms, with extensive experience of sound design and animation 

· DTP: 6 years experience of using: 

Quark Express 3.32-5

Adobe - Photoshop 3-7.1 / Illustrator 7-10 / Acrobat 4.0 /  InDesign 1.5

Macromedia - Freehand 9.0 / Fontographer 4.1

CorelDraw 

PhotoPaint 5.0-8.0

· Web / Multimedia: 

Working experience of HTML and JAVA

Macromedia – Director 8.0 / Dreamweaver 4.0 / Fireworks 4.0 / Flash 5.0

Sonic Foundry Soundforge – 6, Vegas Pro

Steinberg Wavelab 4   

::: Commercial Experience
· 5 years commercial experience comprising: 
Commissioning illustrators 

Page Design

Pre-production for print, involving: designing artwork, typography, transforming amateur work to a professional printing standard and liaising with the Service Bureau  

Book Design including front covers

Magazine Design 

IT - Engineer

Matthew Berry  
The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

Consistent, eager and passionate about IT, I deliver results of high quality and value while inspiring those around me to work harder.   

Committed to a career in Computer Engineering, I am presently studying an MSc to achieve this.  Already with a degree and commercial experience behind me, I am now looking for my next career move. 

AREAS OF COMPETENCE 

IT & Computer Engineering 

· Analytical and lateral thinking, I have a flair for Computer Engineering, learning new programmes with ease.  

· Competent in the use of HTML, Java Scripts and C++  / MS Windows NT, 2000 and XP. 

Understanding Business 

· My experiences of working in diverse environments, from IT to catering have instilled a good grasp of business issues.  I have hands on experience of managing people, business development, project management and customer relations.  

· Not afraid to drive businesses forward, with Launchmart Technologies, I instigated developing the business abroad, personally organising and meeting with senior personnel from multi-national organisations including Mitsubishi in Holland.  

Communicating well / relationship builder 

· I am a confident, versatile and persuasive communicator able to build relationships with colleagues and customers alike. 

· As Sales Manager in an IT business, I established strong working relationships with clients world-wide through regular contact and delivering what I promised. 

· Experienced in communicating to Director level, face to face, via video conferencing, Email and phone. 

Leading by example 

· I have high standards and work fast in busy environments.  This, in conjunction with a sense of humour and positive approach to problems, helps motivate those I work with.  

· Experienced in managing teams of 4 staff, as Sales Manager I held daily meetings to share information and focus the team. 

RELEVANT QUALIFICATIONS 

2006 – 2008 

Southbank University (p/t)


MSc: Information Technology 




Comprising: 



Project Management





Web Technology 
HTML 


JAVA

C++
Database SQL
E-Commerce



Multi-media 






Decision Support Systems

Labourer:  Non Skilled

Matthew Berry  
The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

I am energetic and hardworking in whatever I do.  For the last 3 years, I have worked in practical roles in a range of areas including electrics and realise this is where my strength is. I am determined to have a successful career in an area where I can build on my practical skills and am looking for an employer who can offer a long-term position. 

>>> Areas of Competence 
Being practical & accurate

· I learn new skills quickly.  During the last 2 years, I have learnt a wide range of practical skills including Painting & Decorating, Roofing and Electrics, including installing Fire Alarms.  

· With Sussex Wall and Floor Tiles, I had to lay floor tiles to specific patterns, ensuring high levels of accuracy. 

Working well with others

· I am not afraid of hard work or long hours and when I can, help other people I work with. 

· Since leaving school, I have worked on jobs alongside professional trades people including electricians and have learnt how to work efficiently and accurately. 

Achieving results 

· I am well motivated and can be determined when I have goals to reach.  

· My interest in sport has led to playing semi-professionally for Southwick for 2 years, playing in the FA Cup (non-league). 

Communicating well 

· I am a confident, lively communicator with a naturally friendly approach to anyone I meet.  I am experienced in talking to customers and find it easy to fit in with colleagues wherever I work. 

>>> Employment Summary 
2002 – Present 
During this time, I have worked on several building maintenance and construction projects including: 

· Electrics: Received training, thereafter working, often on my own, installing cabling and trunking, linking to fuseboxes, rewiring, socket checks, installing new lights and fire alarms. 

· Roofing: Assisting roofers laying flat roofs. 


Labouring

Matthew Berry

The Flat, The Street

   07000 000 000 

The Town, AAA BBB

00000 000 000

I give my best at work.  Having plenty of initiative, common sense and energy, I motivate others around me to work harder.   I have proven practical skills in the construction industry and am now looking to use this in a long-term role.  

Areas of Skill & Experience

Showing initiative 

Managers usually realise quite quickly I don’t need to be closely supervised.  I am happiest when busy and you won’t find me sitting down at work.  

I notice and anticipate work that needs to be done, which helps me keep one step ahead.  

Working effectively with others

I always get on well with people I work with.  I recognise not all people can work at my fast pace and readily help them when needed.      

Being accurate

I learn quickly and am not afraid to ask questions, which means I don’t tend to make mistakes.  I have never been sent back to improve a piece of work. 

Producing high quality results 

As a skilled labourer, hard work and high standards was consistently rewarded by employers who offered me increased responsibilities and pay. 

Was offered permanent contract with Laing Construction after initially joining via an agency. 

Career Training / Qualifications

Up to date tickets: 
PASMA for assembly of Aluminium Towers

IPAF for operating Scissor Lift and Self Prop Boom  - cherry picker

Experience: 

Using Heist J. Brey and abrasive wheels.  


Law

Jane Smith 

I bring energy and commitment to my work, setting goals and achieving them. I have just completed my Maters in Law and will commence the LPC later this year. I am looking for a junior post in a firm that can offer increasing amounts of responsibility and challenges as my studies take me to my ultimate goal of becoming a solicitor. 

Relating to others: 

· I care about people experiencing difficulties in life and have over 2 years experience working for charitable organisations. I am presently working for a young persons homeless organisation.

· I adapt my communication style to meet the needs of those I am addressing, with experience of preparing and delivering presentations to groups. 

Organising work to achieve goals: 

· At University, I met all my deadlines for coursework and projects through effective planning and sustained motivation. 

· Working for Neville Johnson, I juggled the daily responsibilities of acting as point of contact for customers and designers while handling all related administration and simultaneously studying towards a degree.

Creating an efficient work environment: 

· In my present role, I recognised the need to improve existing office 
systems. Through a complete overhaul, I have created an efficient working environment. 

· I work best as part of a team, with my own areas of responsibility. I am sensitive to the needs of my colleagues and go the extra mile to help them when needed. I am capable of motivating and encouraging them to achieve results.

Career Qualifications

2006 – 2008 

University of Sussex




Masters in Law




Included: Criminal Justice System, Child Law, European 



Convention on Human Rights, Mental Disordered Offenders.    




Dissertation: A discussion on ‘Creators and consumers of child 


Internet pornography, their arrest and treatment.’ Involved 



interviews with Scotland Yard and expert Raye Wyre. 

2003 – 2006 

University of Brighton 




BA (Hons): Accountancy & Law 




Included:  Tort, Contract, EC I & II, Criminal Law, Property & 



Landlord, Public Law, Law of Obligation and Trust I & II. 




Was a key contributor to the Student Law Society. 



Multi Skilled

Matthew Berry  
The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

I only do jobs I enjoy, so I tend to be good at them.  Always observant, positive and interested towards people and situations around me, I work best in environments where people are important to the business.  

Since graduating, I have co-ordinated projects & events, taught adults and updated my IT skills.  Previously travelled extensively and worked in retail.  

Communicating well and openly 

Regular, open and honest communication helps people to work together more effectively.   I make this happen by getting to know all the people I work with, which in turn builds trust and strong working relationships.  

Understanding people: Customers 

I am inclined to see the best in people and can see things from their perspective.    This has proved useful working in retail and teaching when understanding others while maintaining a positive atmosphere was essential.  

4-years experience of travel and teaching foreign students has instilled a real ability to relate to people confidently of different ages, backgrounds and cultures. 

Collaborative and organised working style 

With qqq, played a key role in the development and running of the business involving working closely with 5 other managers.  This enabled complete understanding of all aspects of the business, from finance to sales.  

Experienced in planning and overseeing large events including local festivals.  Being organised has enabled me to always meet time schedules. 

Being efficient when it counts 

I have completed several funding proposals, all of which were successful in securing money for Qqqq.  

Effectively organised and co-ordinated corporate & educational workshops and a team of 20 facilitators across South East for a year.    

CAREER TRAINING 

Computing: 

European Computer Driving Licence (03) 

Management:           Voluntary Sector Management, University of Sussex (02-03) 

Degree:                    BA (Hons): Dance, University of Brighton (95-98)  


Creative - Music

Matthew Berry

The Flat, The Street

   07000 000 000 

The Town, AAA BBB

00000 000 000

Passionate, energetic and committed, I generate ideas and make things happen.  Always on the ball, expressive and persistent, I have worked successfully in the music industry for 5 years as a band manager, DJ and promoter.  

I am presently studying Music Technology at University and am looking for my next career move. 

Areas of Competence

Generating ideas and making things happen 

· I recognised the potential of organising large music parties to generate new income for an Arts /Music organisation.  I organised 12 large indoor and outdoor events annually for 5 years creating substantial revenue, which secured the ongoing development of the organisation.  

· Initiated and ran a local free music magazine, distributed widely to students and musicians securing advertising from local businesses and venues. 

· Previously as Head of Design with NetSmiths, I continuously created original design concepts for businesses. 

Technical aptitude 

· I excel working in creative technical environments; I like to know how things work and am comfortable taking equipment apart (usually my own!) to find out.

· I have built new computers from scratch. 

· Experienced in pre & postproduction work in recording studios.  

· Competent in the use of Cubase, Logic Audio, MS Office, Quark Express, Photoshop and Illustrator.  

Organisation and achieving results 

· As a band manager, I had responsibility for organising all aspects of their performance and publicity.  Effective time management and planning, ensured venues were organised, enough publicity was created to generate maximum capacity and bands were prepared to deliver a first rate performance. My ability to organise this well led to managing several bands. 

Communicating influentially 

· My communication style is attentive, lively and open.  Effective communication has enabled me to achieve results through people, influencing and persuading where needed. 

· On creative projects, I help others articulate their ideas well before progressing.  Through experience, I find this leads to securing their complete satisfaction with the end result.

Career Training

Sep 06 – June 07 

Sussex University 





Music Technology 





Covering: Sequencing / Sampling


Sales

Matthew Berry  

The Flat, The Street, The Town, The County, AAA BBB.  / 07817 911 112 

10 years + experience in sales and retail environments has developed excellent communication and customer relationship skills.  My consideration for others shows in the way I work, readily supporting customers and colleagues alike to ultimately achieve targets.  Having recently undertaken training, I am now looking for my next career move. 

Scope of experience 

· Effective selling of Cars, Computer and Telecoms’ products  

· Cold calling and generating leads for appointments 

· Selling business to business via the telephone 

· Selling to individuals face to face in their own homes 

· Arranging and undertaking product demonstrations

· Researching and exploring potential new business customers

· Closing sales effectively to maximise profits 

· Working towards and exceeding sales targets 

Approach to work 

Persuasive communication style:  I am able to identify the needs of a client with accuracy through good communication, enabling me to provide them with the best products to match their requirements. 

Supportive team worker: I thrive working as part of an inspired team and have the ability to motivate others to achieve results.  This has enabled me to effectively supervise up to 6 people. 

Organised:  I am used to having responsibility for my own work and by being organised, I always meet targets set. 

Career Training 

Aug – Sep 07

Pathway ‘Making Decisions and Managing Change’ 




Incorporating Team work and Communication skills 

Aug 06 

OCR Level 1 Certificate: IT users 




Word processing, spreadsheets and databases. 

Security 
  ( 1 The Street, Any Town, County, Post Code ( mjberry@hotmail.com ( (0044) 07777 123678 (
MICHAEL JAMES BERRY 
A competent and decisive Security Contractor; 5 years’ experience in Iraq and Afghanistan in addition to a previous 6 year career in the forces worldwide.  Having recently completed a 6-month contract in Iraq, I am now seeking my next role.  Areas of knowledge and effectiveness include:    

· Experienced working with a team of local Iraqi personnel; I am aware of and considerate towards the differing cultures and religions of others. 

· Employ analysis, knowledge and a logical approach to make good decisions swiftly in emerging and complex situations.  

· Confident and poised in interactions with others, building positive working relationships at all levels. 

· Communicate with clarity and purpose to influence positive outcomes. 

· Good work ethic, demonstrating integrity, discretion and diplomacy at all times.

· Conversational French and Spanish.  
>> Career Summary 

June 2008 – Sep 2008 
Convoy Escort Team: 

Any Group


Iraq 

· Providing convoy security for the safe delivery of equipment for an American logistics company 

· Operating from southern ports of Iraq throughout the country including Baghdad  
· Working successfully with 14 Iraqis, establishing positive working relationships with them,  assisting in their ongoing training in addition to ensuring their personal safety and welfare 

Nov 2004 – Apr 2008 
Private Security:

Defence Services

Iraq 
· Private Security Detail team member, fulfilling a wide range of including operator, driver, Personal Protection Officer and vehicle commander
· PPO for American Corp of Engineers on reconstruction sites which ranged from village schools to large regional hospitals

· Successfully stepped up to the position of team Second in Command to cover leave absences on several occasions over 15 months
Sep 2004 – Oct 2004 
Security Consultant:

Global Securities        Afghanistan

A fixed term 5-week contract to deliver: 

· Comprehensive and effective security for the media centre and ballot counting centre in Kabul for the duration of this contract 
Stage Crew

Matthew Berry  

The Flat, The Street, The Town, The County, AAA BBB / 07000 000 000 

A life long love of film and theatre has driven me to find work in this field.  My enthusiasm is infectious and I deliver high quality results on time and under pressure.  Since graduating, I have worked in theatre and television in the UK and abroad and am now looking for a new position. 

Scope of experience 

· Working as crew for Lord of the Rings Film, Theatre, Fashion Shows and outdoor festivals. 

· Rigging lights safely for varied and complex productions

· Assisting lighting teams on a large Film productions

· Installing backdrops 

· Harness work 

· Set construction and maintenance 

· Prop buying and rigging 

· In show FX and fly-machinery operation

· Writing and filming DV inserts for a TV series 

Skills & Approach to work 

Resilience & showing initiative:  I always give my best at work and see things through to completion, enjoying the demands of working under extreme pressure.  This has been recognised by previous employers who have given me additional responsibilities including filming segments for television.  I am also an experienced Rock Climber which requires endurance and persistence. 

Being observant:  Always aware of fast moving situations, nothing passes me by at work.  This resolve enables me to handle multiple responsibilities well.  With De La Guarda Productions, I assisted with lighting, set construction, prop rigging while continuously liaising between performers and crew for this new sell out show.  

Meeting deadlines: At Glyndebourne, worked through the night during the season, setting and striking large scale sets for 7 productions.  Meeting tight deadlines was essential here.  

Communicating well & with creativity:  I am a confident, versatile communicator across any medium.  I am trained and experienced in script writing. 

Understanding IT: Competent in the use of MS Word ‘98/2000, Windows Explorer, Internet, Library Databases and knowledge of Web Design.  14 years experience of gaming. 

Career Qualifications 

Degree: 

Bristol University (94-97) 




BA (Hons): Drama, Film and Television (2:1)

Teaching – English Language

Jane Smith 

The Flat, The House, The Street, The County, AAA BBB / 00000 000000

Imaginative, committed and passionate in my work, I create stimulating student centred learning environments.  Always open minded, expressive and patient, I inspire confidence in those I teach.  Since qualifying as an English Language Teacher, I have gained 3-years experience and am now looking for my next position.  

Scope of experience 

· Teaching via Further Education Colleges, language schools, summer schools, local agencies and private students. 

· Preparing, delivering and assessing lessons from elementary to advanced level. 
· Teaching General English classes and additional subjects including communication skills, vocabulary, grammar, film, speaking and IT. 
· Teaching groups of up to 18 adults between the ages of 13-55.
· Managing classes comprising students of multiple nationalities including Russian, Chinese, Arabians and Spanish. 
· Providing English lessons to vulnerable groups including refugees.   
· Preparing students for examinations. 
· Adjudicating for Cambridge examining board. 
Approach to work 

· Student Centred: I implement 1-1 tutorials with all students to ensure their progress is effectively monitored and their needs are consistently and individually met.  In the classroom, I am continuously aware of different cultures and how this affects learning styles. 
· Sharing ideas: In the pursuit of excellence, I believe in continuous learning and sharing of ideas with other teachers.  At Crawley College, I advocated this by introducing weekly seminars for teachers. 
· Supportive: I become involved in the wider aspects of school activities, from assisting with educational trips to covering for colleagues absences. 
· Encouraging & motivating: I encourage all students to realise their full potential by creating a classroom environment where they feel comfortable asking questions, in tandem with setting them clear goals to achieve. 
· Passionate:  My love of teaching has led to acquiring extensive resources at home, which I have used in language schools.  I especially enjoy teaching English culture and assisting students with the practicalities of living and working in the UK.  
CAREER QUALIFICATIONS 

Sep 00 – June 01 
Brighton College of Technology 




TESOL Trinity College: Merit 

Travel & Tourism

MATTHEW BERRY  

The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

I have a life long fascination in travel and a genuine interest in people, which is why I am committed to pursuing a career in the Travel industry.  Having just completed the training needed to enable me to achieve this, I am now looking for my first career step.  I am also 

tri-lingual with good office and IT skills.  

Areas of competence

Understanding travel & tourism industry 
· I have a good grasp of world geography, from Airports to destinations including time differentials and world seasonal climates.  I have personally travelled extensively in Europe and the USA. 
· Having gained experience of working in customer focused industries, I have had the  chance to understand fully how to deliver excellent levels of customer service. 

Being organised 
· As Office Administrator, I organised an excursion to London for a group of 100 people attending from UK wide locations, involving planning and controlling all aspects of the itinerary. 
· For a year, I managed to balance the demands of having 2 jobs. 

Communicating well & with influence 
· I am a confident communicator, able to relate to people of all ages, cultures and backgrounds.  I am interested in other people and they seem to respond positively to this. 

Motivating others 

· I work fast, efficiently and with energy, which seems to motivate those around me to work harder.  With Bar Meze, I also trained new staff.  

Languages, IT & Administration 

· Fluent in English, Italian and Spanish. 

· Trained and competent in the use of MS Word, Excel and Access and Galileo. 

· Previous experience as an Office Administrator, gave me first hand experience of office systems and procedures including filing, typing, handling mail and responding to calls.  

Career Training 

Travel & Tourism 
Certificate: ‘Taking off into Travel’
2004



ABTA Primary Certificate



IATA level 1 & 2 Fare Ticketing 



Galileo Computer Reservation System

IT


OCR CLAIT 


2002 – 2003




Covering MS Word, Excel, Access level 2




Integrated Business Technology 

Unemployed for 2 years or less

MATTHEW BERRY  

I have a calm and considered approach to my work, producing accurate results in busy environments.  Communicative, polite and helpful, I adapt to new jobs with ease and soon support those who work with me.  

Since graduating, I have mainly worked in Bookshops gaining experience in retail, customer service and office administration.   

Administration & IT 

· 3 years+ office administration experience including: Filing, photocopying, typing correspondence, preparing invoices, maintaining record systems, responding to incoming calls.  I have a typing speed of 50wpm. 

· IT: MS Office, use of customer databases, website maintenance. 

· At University, prepared and typed 12,000 word dissertation.  Have subsequently used computers on a regular basis at work.   

Being accurate & organised

· I have a high capacity for handling complex volumes of work.  Adept in prioritising and organising my work, I always meet deadlines while never compromising on standard. 

· Extensive experience of stock control and cashing up in busy retail environments has required consistently levels of accuracy. 

· As Administration Assistant with the DVLA, I cut through a backlog of paperwork amounting to 25 filing cabinets within 6 weeks. 

Communicating well  

· I am a versatile, confident and attentive communicator, able to convey information clearly to any given customer, in writing, face to face or via the telephone. 

· During my degree studies, I organised group seminars and delivered several presentations. 

· With Hatchards, I prepared marketing copy to generate increase in sales. 

· As a Market Researcher, I spoke to Director level personnel via the telephone.  

EMPLOYMENT SUMMARY 

2007 – Present 
I have undertaken several different activities during this time:

· House renovation: including working on property in Spain

· Writing: ongoing research into areas of personal interest and writing short stories

· Travel: including Europe and Japan 

1999 – 2006
Bookseller: Brighton  (01-02) 

Bookseller: Any Name Bookshop, Brighton (99-00)  

Scope of work included using databases, liaising with publishers and distributors for orders.  Cashing up, responding to customer queries. 

1997 – 1999 

Any Business, London 




Administrator

Initially fulfilled the role of Office Secretary for this prestigious bookshop. Progressed to this post after only 5 months, involving: 

· Sole responsibility for processing all Email orders from its inception, the success of which, produced triple expected sales volume  

· Maintaining and writing material for the company website 

· Acting as first point of contact for worldwide customers, handling priority clients including VIPs 

· Writing marketing copy for forthcoming titles and events, distributed to existing clients

· As Office Secretary, responded to all incoming correspondence, prepared invoices, photocopies reports and maintained information systems.  Used ISDX switchboard.  

1996 – 1996

Any Business, London 




Market Research Interviewer 

Interviewing corporate and private clients via telephone on behalf of several organisations. 

1994 – 1995 

Any Business, Brighton 




Administration Assistant 

· Filing records and photocopying 

· Collating documents for court cases

QUALIFICATIONS 

1993 


BA (Hons): Fine Art (2:I) 




Received a commendation for dissertation. 

1987 – 1989 

A’ Levels: Art & English 




O’ Levels: 6 passes A Grade Art & English 

ADDITIONAL INFORMATION 

Interests: 
I have an inquisitive approach to life, enjoying continuous learning and reading.  I write as often as I can, love exploring new places and have a wide circle of friends. 

References: 
Details can be provided at interview.  


Unemployed for 2 years or more

Matthew Berry 
The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

Motivated, positive and communicative in my work, I lead by example while building strong working relationships along the way.  I have worked in varied roles acquiring skills in organisation and management.  

>> Areas of skill and experience 

Communication & Customer service:

I have a cheerful nature and am always polite to colleagues and customers alike.  I find this helps to establish strong working relationships. 

I am experienced in word processing. 

Organisation & accuracy: 

I have an organised approach to work and always plan ahead to make sure deadlines are met.  My experiences of administration work required excellent attention to detail.  

Team work: 

I prove to be a supportive member of a team who leads others by example.  I am experienced in and adept in managing others when needed. 

Handling pressure:

I thrive working under pressure.  Experiences of managing a busy kitchen and more latterly, recording studios has instilled the ability to cope easily in high pressure environments.  

>> Career Summary 

I have recently been enjoying an employment break and am now keen to resume work.  Previous experience includes: 

Administrative: 
Audio Typist: 


      Any Name Medical, Brighton 

Typing medical reports accurately from audio tapes, ensuring medical terms were spelt correctly. 

Assistant to Dispatch Manager: Any Name, Brighton 

Received promotion to this position, initially fulfilling role of Driver.  Undertaking all related office administration to support the manager. 

Managerial: 

Manager: 


Any Business 
Managing professional rehearsal studios including studio hire and customer liaison while always ensuring equipment and facilities were up to date and well maintained. 

Kitchen Manager: 

Pizza Pan 

Managing all aspects of this busy kitchen including overseeing staff and food preparation. 

>> Additional Information 

Driving licence 
Full and clean 

Qualifications
BTEC: Business Studies 

O’ levels: English Lit, English Language, Music and Maths. 

References 

Details can be provided at interview. 


Career Change

MATTHEW BERRY  

The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

I have a careful approach to my work. My practical nature and inquisitive mind means I like to find out how all things work - from electronic equipment to computers. I have a positive attitude to anything I undertake, communicate well to all people and have excellent problem solving skills. 

With over 10 years experience in electronics behind me, I am now looking to pursue a career in an IT related field. 

AREAS OF COMPETENCE

Computing: 

· Software: I am proficient in the use of Photoshop, Paintshop Pro, Publisher, Page Plus, Draw Plus, Frontpage, AutoCAD, Textbridge, Omnipage Pro and Office ’97 amongst others. 

· Tuition: I have provided IT tuition to adults of varying abilities during the last year. I have the level of patience and empathy needed to be an effective tutor.  

· Repair: I am experienced in building, upgrading and repairing computers. With Limited Editions, I configured a network of computers successfully. 

Solving problems logically in busy environments: 

· I have extensive experience of solving technical problems and persevere until I find the right solution. 

· With Any Business Ltd., an integral part of my role was to fault find on a large range of electronic equipment. 

· While working for Any Business Plc, I had sole responsibility for a installing a Dam project in South Africa, which required solving several inherent problems single handedly.

Supporting people around me: 

· I am a supportive individual and will go the extra mile to help colleagues, managers and clients alike. 

· During the last year, I have taken time out of my career to work in the community and have provided services to a wide range of people. 

CAREER SUMMARY 

2002 – Present 
I made the decision to retrain in IT and work voluntarily for a year in the community.  I have found this extremely rewarding and an invaluable experience in all aspects. Work includes: 




Age Concern (Mar 03-Present)

Providing IT tuition to mature adults, from beginner level.




Any Business (02-Present) 

Configuring and maintaining a network of computers for this Mental Health Charity. 




Any Name (July-Dec 02)

Helping a partially blind man write his story using a customised PC. 




Any Charity (Sep-Dec 02) 

Repairing donated TVs and Videos for resale for this homeless charity. 

 


CRASH UK Ltd (01-03) 

Assisting Tutors and students on the City & Guilds 6965 IT System Support Technician, CLAIT and ECDL courses. Helping with exam administration, encouraging students to realise their full potential through effective tuition.

1998 – 2001 

Any Business Ltd., Brighton 




Service Engineer 

Business type: Medium sized business, which made and sold electronic equipment to the Engineering and Construction industries. 

Scope of responsibilities: Servicing, faultfinding and repair of a wide range of instrumentation equipment including Data Acquisition Cards, Communication Devices, Power Supplies, Panel Instruments, and Test Equipment. Liaising directly with client when needed. 

1988 – 1998 

Any Business Ltd., Uckfield




Engineer 

Business type: Medium sized business, which provided, serviced and repaired geological data acquisition and processing equipment. Clients included the Channel Tunnel and international Dams.  

Scope of responsibilities: Wiring, assembly, testing, calibrating, faultfinding and repair of all equipment. Was selected to manage an installation project in South Africa installing various instruments and a computer monitoring system for the Katse Dam. 

1985 – 1988

Any Business Ltd., Newhaven 




Fault Finder 

Setting up and operating ATE machines for fault finding on VCR and PCBs.

CAREER TRAINING / QUALIFICATIONS 

2002 – 2003 
Studied towards the A Plus Certificate at CRASH 

2002 
City & Guilds: IT Systems Support Technician (Distinction) 

2002 


European Computer Driving Licence 

Previous: 

AutoCAD




Lotus 123 Advanced 




City & Guilds Part II: Radio & TV (Credit) Part III Video (Distinction) 




ONC: Chemistry




O’Levels: 4 including Maths and English 

ADDITIONAL INFORMATION 

Interests: 
I have an interest in new inventions – especially ecological ones, and love music. I also enjoy building and upgrading PCs for family and friends. 

References: 
Details can be provided at interview. 


Career Progression

Matthew Berry  
The Flat, The Street, The Town, The County, AAA BBB

07000 000 000 / 0000 0000 000 / 0000000000@hotmail.com

I take pride in working to high standards and motivate others to work harder.  Having gained experience of construction and manufacturing, I am now keen to find my first career position and have undertaken training in IT to achieve this.  I am interested in business and have a flair for numbers. 

Areas of skill and experience 

Working to deadlines 

With Any Business Ltd., part of my role involved leathering antique tables, which had to be completed to high standards and within deadlines.  I cannot recall a time when I missed a deadline at work. 

Leading by example 

I work fast and efficiently. Driven by common sense, I am constantly looking for better ways to do things.  This tends to make people around me work quicker to keep up. 

Communicating with influence 

I am a confident, mature communicator, not afraid to ask questions at work because I don’t like making mistakes.  I have a large extended family and am known as the peacemaker when we have any disputes; I have a knack for getting people talking again and seeing things clearly.   

Showing initiative 

While working in the construction and building industry, I was often left on my own to complete work, including overseeing others.  This is because managers knew they could trust me to do a good job and finish on time. 

Using Computers

I am trained and competent in the use of Word and Excel amongst others.  I use computers most days and have an aptitude for learning new software quickly. 

Qualifications 

Computing: 

The European Computer Driving Licence (Aug 06) 




Including MS Word, Excel, Access and Outlook. 




Integrated Business Technology Stage III (Jan 03) 

Including File Management and Automated Presentation Production. 




C++ Level 1 (Credit) (Sep 03) 

GCSEs: 

8 passes 

Awards: 

Maths certificate for excellence 




Bronze Award for sustained academic achievement 

Employment Summary 

Present 
Since studying the C++ course, I made the decision to enjoy spending a few months off to help raise my young son.  I am now very keen to start my long-term career.  

Construction
Worked on several building projects for a year, mainly for Plasterers.  Work involved: 

· Painting and decorating 

· Carpet fitting 

· General labouring and assisting trades men 

· Rendering work 

· Overseeing others when needed 

· Working on my own sometimes with no supervision 

· Making sure work was finished on time and to standard 

Agency work 
Working via Personnel Selection, undertook various roles including: 

· Parker Pen, Newhaven

· Packing Lights 

· Assisting in the manufacture of soap dispensers 

· Lewes District Council 

Antique Furniture
Worked for Any Business Ltd for a year involving: 

· Initially working as a cleaner in the workshops, progressing to work in the warehouse involving loading articulated lorries 

· Responsibilities increased to leathering Antique and reproduction tables and placing various fittings on furniture pieces 

Additional Information 

Interests
I am interested in people and business. I love meeting new people, especially from different backgrounds and cultures.  My family and friends are important to me.  I am fascinated by computers and like to explore how they work.  I am a sport enthusiast, have played in several football and hockey teams and I work out twice a week to keep fit.   

References
Names and addresses will be provided at interview.



Parent Returner

Jane Smith  

Basement Flat, 00 Any Street, Brighton, BN0 000 

01273 000 000 / fjane102@yahoo.co.uk

Passionate about customer service, I make sure the needs and expectations of customers are consistently exceeded. 

Adaptable, well presented and bi-lingual individual, qualified to degree level with 

7 years subsequent experience working in customer service roles internationally.  Now looking to resume career after taking career break to raise a family.   

Key areas of competence 

Customer service delivery 

· I believe excellent customer service leads to a successful business.  In previous roles, my high standards have made a contribution towards securing repeat business from customers.

· Experienced in assisting customers from a range of ages, backgrounds and cultures.  

Working well with others 

· I have a positive nature and tend to see the best in other people. This proves useful in building good working relationships with my colleagues.

· I support those I work with and having high standards helps me to lead by example.  

Communication 

· I am a lively, confident communicator, able to relate well to all people. 

· Fluent in written and spoken Turkish and English. 

· Competent in MS Word, Excel, Access and the Internet. 

Organisational agility 

· I am naturally organised in my work and am used to working in busy places. 

· At University, I balanced my studies with work, achieving high standards in both.  

Training & Qualifications

Courses: 

European Computer Driving Licence 




Travel and Tourism 




English 

Degree: 

Bilkent University, Turkey

American Culture and Literature (1994 – 1998) 

Employment Summary

1999 – Present 
Since moving to the UK from Turkey in 1999, I have been raising my 2 children while undertaking several training courses.  I am now in a position to resume my full-time career.   

1995 – 1998 

Doganay, Turkey 




Customer Services Assistant 

· Selling perishable goods to the food / catering industry

· Handling and processing customers orders accurately 

· Identifying any outstanding payments on customers accounts and chasing payment 

1992 – 1994 

Ekmciler, Turkey 




Customer Services Assistant 

Working in a pressurised environment for this company which sold iron: 

· Responding to customer queries in writing, face to face and via the telephone

· Maintaining customer records using a computerised system 

· Typing correspondence to customers 

· Checking the accuracy and integrity of orders 

· Handling cancellations and exchanges 

1990 – 1993 

Yazicilar, Turkey 




Customer Services Assistant 

Similar responsibilities to above position, also undertaking a wide range of office duties including banking money. 

Additional Information

Status: 


Married 

Interests: 
I enjoy reading a range of literature and creative writing.
No employment experience or qualifications 

Jane Smith 
1 The Crescent, The County, AB1 2CD


I have a wealth of experience in caring for children, having raised three of my own. This is where my real skills lie and I would love to continue to helping and supporting people, especially the elderly. With my skills in organising activities, budgeting finances, cooking, cleaning as well as being a sympathetic listener, I am now looking for an opportunity to work as a carer.

Skills Summary

· Commitment: I believe that caring for children or the elderly is one of the most worthwhile tasks anyone could undertake. It is a duty I do not take lightly and I have shown, in the raising of my own children, that I have the ability to do this well.

· Unwavering responsibility: Stability is key to a person’s sense of security. I provide a solid base from which a child can develop and an elderly person feels safe by giving all the support and encouragement they need. 

· Organisation: Through brining up my own three children, I developed efficient multi-tasking skills. From food preparation, budgeting, cleaning and entertainment to keeping appointments, I manage my time and tasks effectively.

· Care & understanding: In order to meet the needs of a child fully, it is important to empathise with them whilst also taking the time to explain properly what is required of them in a way that they can comprehend. Particularly in challenging situations, it is vital for children to feel listened to as well as having a clear grasp of the parameters of satisfactory behaviour.

· Integrity: In order to form meaningful relationships and feel content with themselves, children need to learn what is socially acceptable. I lead by example and act towards others the way I hope to be treated; respecting their feelings and without prejudice.

Additional Information

Interests: 
I enjoy and keep fit through yoga and dance aerobics. I also like socialising with my friends.

References:
If selected, details can be provided at interview.


















Customer service professional with 9 years’ progressive experience for leading global organisations.   

















Matthew Berry  


Flat 1, The Street, The County, AB1 2CD


matthew.berry@ntlworld.com


07761 126378








