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	PROFILE

A dynamic, resourceful, diligent and initiative-taking individual with excellent interpersonal skills and the ability to communicate concisely at all levels. An energetic, ambitious and enthusiastic professional who has prior experience of maintaining existing client relationships and generating new ones. Possesses commercial awareness and excellent presentation, verbal communication and organizational skills. Having a proven ability to meet and exceed set sales targets as well as the relevant administration, commercial, sales and personnel work experience required for a successful recruitment consultant. 


	SKILLS

Proficient IT skills, working within both Microsoft and Google platforms
Microsoft Office, including Access, Excel, Word and PowerPoint
Identification and development of both short- and long-term solutions
Develops trust and long-term relationships
Commercial and Analytical awareness
Able to use initiative
Self-motivated and driven
Planned and well organised
Flexible and efficient time management
	EXPERIENCE

Recruitment Consultant 
January 2019 - Present

Hired as a resource / admin for Cordant People and then quickly promoted to the temp’s consultant role which then lead to a further promotion as the permanent recruitment consultant.

· Producing vacancy profiles and adverts to achieve the highest response rate in a timely manner
· Adequately source and select applicants, match to roles available and potential future talent pipeline whilst considering the needs of all stakeholders and company cultures
· Represent the company at interviews and briefings 
· Production, implementation and execution of operational and sales plans which align to business plans
· Understand market share, competitors, opportunities, pipeline contingency, pricing
· Continual increase in productivity and sales activities to achieve year on year growth of sales revenue 
· Regular weekly client visits, identifying gaps between expectations and delivery
· Effectively manage the relationship between all stakeholders, ensuring mobile workers, candidates and clients key decision makers perceive us to be the Agency of Choice providing a high caliber of individual and service whilst developing an exceptional brand reputation 





Receptionist
Airth Castle Hotel 
June 2018 – January 2019
· Directing visitors and guests upon arrival
· Taking reservations and answering general enquiries by telephone and email
· Contribute with day to day duties relevant to front of house team
· Profiling bookings
· Maintaining communications and security of hotel
· Following procedures 
· Engaging in all departments 
· Audit and balance shifts 


Yard Staff
Coxhill Farm Livery
October 2017 – February 2018

· Ensuring the yard runs smoothly 
· Turning out and bringing in 
· Mucking / skipping out 
· Handling a variety of horses and youngsters 
· General care and welfare of horses 
· Dealing with client’s requests and needs 

Wellsfield Equestrian Centre 
May 2017 – October 2017
· Booking clients for lessons
· Assisting with lessons for beginners 
· Grooming / tacking up and assisting with general yard duties
· Solely taking groups of young children teaching them responsibilities of having a horse / Loan a Pony Day
· Organizing other staff members for daily duties

Retail Assistant
NIKE FACTORY STORE
November 2016 – February 2017
· Greeting customers on arrival and dealing with requests 
· Managing incoming and outgoing phone calls 
· Stock checks and cash handling
· Setting out displays and changing mannequins 

WAITRESS 
Golden Lion Hotel
April 2016 – August 2016
· Greeting customers on arrival, attending to tables and taking orders when required
· Clearing and setting up tables and cleaning restaurant at the end of each night
· Dealing with customers’ requests and handling cash



Business Administrator 
Oldbaum Services LTD 
November 2014 – October 2015
· Presenting a professional and friendly impression of the firm to visitors/clients 
· Managing incoming and outgoing phone calls
· Placing orders for clients to other countries 
· Sorting and distributing office mail
· Taking minutes for annual meetings & reviews
· Running professional errands 
· Scheduling appointments


	EDUCATION

UKCC Level 1
(May ‘18)
· Passed  
Level 2 Food & Hygiene 
 (April ‘18)
· Passed
BHS Stage 1
(May ‘17)
· Passed – Distinction 
Emergency First Aid at Work
 (February ‘17)
· Passed

SRUC Oatridge
 (Aug ‘17 – June ‘18)
· HND Equine Studies
 (Sept ‘16 – May ‘17)
· HNC Equine Studies

Train’d Up (Oldbaum Services Ltd)
(Nov ‘14 – Oct ‘15)
· SVQ 3 Business and Administration – SCQF Level 6

Forth Valley College 
(Jun ‘13 – Jul ‘14)
· NQ Sport & Fitness: Coaching Development – SCQF Level 5 (incl. Core Skills SCQF Level 6)
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