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Name:
Lindsey Wilkinson
Address: 
21 William Morris Terrace, Shotton Colliery, Co Durham DH6 2PL
Home telephone: 

Mobile telephone: 
+44 7946 219 271
Email: 

Date of Birth: 
4th July 1987
Security Clearance:
SC
Nationality:
British
Current Position: 
Customer Service Assistant
PERSONAL PROFILE
As a Military Clerk in the British Forces I am a professionally qualified administrator with experience gained in a range of office environments. I have a wide range of computer training and experience in packages including, MS Office incorporating Word, Excel and PowerPoint and also experience in the military computer database.

I have excellent organisational, communication and interpersonal skills combined to present an individual who works well whether as part of a team or on a more individual basis. 

A range of GCSE and NVQ qualifications: to strengthen the professional and personal profile of an enthusiastic, hardworking, well presented and good humoured person.

CAREER Summary
June 06 – present
Customer Service Assistant
Northern Rock Building Society

Presently in a customer service and administration role at this well known building society assisting customers and advising on debt management

2004-2006
Human Resources Operator
HM Armed Forces

· Responsible for the booking in and distributing classified documents.

· Maintaining office security and handling classified documents.

· Responsible for being able to file, register and despatch Protectively Marked and unclassified correspondence and able to maintain an office library.

· Responsible for producing orders and instructions for personnel daily, meeting very demanding time constraints where quick and precise information is required.

· Responsible for the administration of a company of at least 100 personnel.

· Can effectively send and receive telephone messages and facsimile.

2004
Taylor’s Bakery

I started work at Taylor’s Bakery in September 2003 until February 2004.  My role in this job consisted of preparing, packaging and the distribution of items to customers to a daily scheduled deadline.

EDUCATION & QUALIFICATIONS

GCSE for English Language 
Wellfield Comp School  
2003

GCSE for English Literature 
Wellfield Comp School 
2003

Business & Administration Apprenticeship 
HM Forces 
2005

Military Clerk Class 2 and Class 3

Level 2 NVQ in Administration
HM Forces
2005

Level 2 Key Skills in Information Technology
HM Forces
2005

Level 1 Key Skills in Application of Numbers
HM Forces
2005

Level 2 Certificate in Administration 
(Business Organisation & People)
HM Forces
2005

Recently started on an Intermediate Bookkeeping course
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