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Curriculum Vitae – Ashleigh Milligan, Military Clerk
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Name:
Ashleigh Milligan
Address: 
5 Connaught Road, Worthy Down, Winchester, SO21 2QP
Home telephone: 
+44 1962 883 286
Mobile telephone: 
+44 7961 205 431
Email: 
ashleigh.milligan@arqiva.com
Date of Birth: 

Security Clearance:
SC
Nationality:
British
Current Position: 
Senior Administrator
PERSONAL PROFILE
I am a highly motivated and efficient individual, with good organisational and communication skills. I am a friendly, helpful, professional person with a good sense of humour. My time spent working within Her Majesty’s Armed Forces has gained me invaluable experience in life and has also given me a valuable experience working in an Administrative office environment, occasionally working above my grade. I work well as part of a team and am always eager to enhance my knowledge and skills.
Career Summary
Jan 07 – Present
Senior Administrator
Arqiva, Crawley, Winchester

· Evaluating incoming data from site engineers, ensuring any outstanding work is forwarded to the relevant department.

· Data entry using MS Access database of structural and antenna records for Structures Department  

· Arranging site bookings, flights, hotels and car hire on behalf of site engineers

· Answering direct phone calls on behalf of the Structures team

· Managing Departmental accounts on behalf of Group Manager

Oct 06 – Nov 06
IT Contractor
Winchester Hospital

Working for the NHS on the new CRS (Care Records System) help desk prior to going live to all the UK hospitals.

· First line IT help desk

· Trained in Citrix password resetting

· Answering direct phone calls

· Logging phone calls in touch paper 

· Data input into CRS system

· Identifying and analysing problems and assigning them to the right teams

Mar 05 – Aug 06
Military Clerk / Office Administrator
Worthy Down, Winchester

· Basic pay roll, soldiers pay and allowances

· Auditing Soldiers / Officers pay and documentation files

· Booking mail in and out

· Help desk - helping Soldiers & Officers with queries. (Pay & Administration)

· Dealing with phone calls and messages

· Handling of Classified documents & restricted information

Jan 05 – Mar 05
Recruit Military Clerk
Winchester Barracks, Winchester

· Administration skills

· Basic pay & documentation

· Administrative Office duties

· Filing and despatch

· Typing training

· IT training

Aug 03 – Nov 
Apprentice
Army Foundation College,  Harrogate 

· Further education

· Survival skills

· Leadership and Command techniques

· Team building exercises

· Physical training

Computer Skills


· Fully computer literate

· ECDL

· Concepts of information technology

· Using the computer and manning files

· Word processing

· Spreadsheets

· Database

· Presentation

· Information and communication

· Internet

· Web page design

Education
Sep 99 – Jun 03
St. Richards Catholic College, Bexhill, East Sussex

6 GCSEs - English speaking & listening, Maths, English, Technology, Science, History 

Sep 03 – Jan 05
Army Foundation College, Harrogate

· NVQ Using information technology level 2

· European computer driving licence

· Information Technology Foundation 
– Modern apprenticeship including communication and application of numbers
· IT2 web publishing
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