                      Jane Cook

           1 Yeoman’s Close, The Old Orchard

           Brackley, Northamptonshire, NN13 7YH

                                   Tel- 01280 702458  Email-janecook78@aol.com
A resilient and hard working individual with first class communication skills and a common sense approach to problem solving.

An excellent team member, willing to respond to customer/client or colleagues needs and is always prepared to adapt a flexible attitude to the task in hand.

------------------------------------------------------------------------------------------- 

 Skills

Customer Relations; Competent in dealing with customers or clients via the telephone or in person. Related record keeping and updated information added to the computer system via colleagues or relevant personnel instructions.

Organisation; Able to prioritise daily tasks, and deal with immediate queries depending on importance. Happy to delegate work to colleagues, and deal with queries and problems, only answering the question after careful and accurate investigation.

Financial; Experience in purchase ledger and accounts. Dealing with customer or client invoices and statements. Keeping accounts up to date and advising to the contrary.

General Clerical Skills; Using general office procedures and knowledge of the computer system. Frequent dealings via the telephone, and keeping a professional and confident relationship with all concerned. General filing work, photo copying, printing, stock control, organising and comprising manuals while keeping an organised routine with a friendly approach.

Information Technology; Experience using a range of software following in house training. Knowledge of Excel, Microsoft word, Windows 98, E-mail system, Act and Programmes.

Employment History

June 2002- Feb 2003

Direct Legal and Collection, Brackley





Client Services Co-ordinator

Jan 2002- March 2002
Ilmore Racing Ltd, Brixworth.  





Personnel Officer, [now Human Resources]

Sept 1997-Dec 2001

DiverseyLever Ltd. Northampton  

         



Customer Services Co-ordinator.

Dec 1989- Sept 1997

Northampton General Hospital, Northampton





Theatre/ out patient’s healthcare assistant





Day Surgery Unit Receptionist

May 1988-Dec 1989

Homebase Home and Garden

  



Customer Service Supervisor

1979-1986 Barclaycard. Northampton

Authorisation Clerk

Education and Qualifications

1998-1999 “A” level Psychology course - Northampton College

1997-2000 Customer Care Course-In House, DiverseyLever Ltd

1997 Nov


Executrain certificate for Win 3.1/cc mail /word 6.0

1989-1990 “A” level Dance- Northampton College

1996-



Creative Writing Course –Military Road College

1988-1989 “A” Level Art  -Weston Favell Upper School





Successfully completed Secondary Education





Hobbies and Interests

Creative Writing and Art

Currently learning to drive

Dance and Aerobics

A passion for antiques

Personal

Date of Birth—18th October 1952

References available on request

