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	During my career so far, I have worked in many different sectors with people from all walks of life. In each role I have been able to transfer the skills and experience I have gained and apply them to achieve high level results. I have found attention to detail, accuracy skills and time keeping are paramount for any successful career and these are traits that I pride myself on. In all roles I have shown I am competent and have significant experience in all aspects of Microsoft Office including Word, Excel, Publisher, PowerPoint and Outlook. My experiences range from working and interacting with consultants and high-level board members to wider stakeholders and the general public. As a result, I have obtained the confidence to negotiate and challenge issues for the collective to achieve its target. I believe if you don't move forward, sooner or later you begin to move backward and I embrace any change/challenge that comes my way both personally and professionally. 


Experience
	August 2021 – Present
National Project Support, Health education england
Establish and maintain constructive relationships with a broad range of internal and external stakeholders across all levels. This is achieved by nurturing key relationships with senior and non-senior individuals. During my time I have had responsibility over a number of projects and this has included the management of a MS Teams Network with over 450 members, the planning and implementation of a Quality Standard program and being apart of the whole process from out to tender to implementation for the Step into Work Programme.

	August 2019 – August 2021
RDS Cancer Navigator, St helens and knowsley teaching hospitals
Build strong relationships with suspected cancer patients in order to help them stay engaged in medical care and be diagnosed in the timeframe set out by national guidelines. Removing patients’ barriers to care by identifying critical resources, helping them navigate through health care services and systems, and promoting client health. I worked closely with the clinical teams over Whiston and St Helens hospitals, which included doctors, nurses, and other clinical staff to support positive client health outcomes

	October 2017 – August 2019
Resoucring Officer, Mersey Care NHS Trust
Providing full administrative support to the end-to-end recruitment process. Working as part of a team to process pre-employment checks whilst providing excellent customer service to potential applicants, candidates and stakeholders. Support and co-ordinate recruitment campaigns providing professional advice to managers where appropriate. I worked on all stages of the recruitment process ensuring all processes and checks are completed in a timely manner. Ensure all activity is recorded appropriately and all systems, spreadsheets and files are accurate and updated effectively and efficiently. 

	February 2017 – October 2017
Employment services clerk, St helens and knowlsey teaching hospitals
Provide support across a range of administrative functions including inputting employee information onto ESR, assisting with vacancies placed on TRAC, meeting preparation, dealing with enquiries from trust staff, and other health service organisations.


	August 2015 – January 2017
Customer Services Manager, Ladbrokes
Maintain high shop standards and shop appearance, promoted the company’s products offering both in shop and online to customers to help drive shop profitability. I supervised the shop in the absence of the Shop Manager and developed commercial awareness and understanding of how the team can impact the shop’s profitability


Education
	September 2012 – July 2014
BTEC Extended Diploma Level 3, Cronton 6th Form College
Sports Development and Fitness – D*D*D

	September 2007 – July 2012
GCSE, St Edmund arrowsmith ccfl 
English Language – B
English Lit – C
Maths – C
RE – B
ICT - C


Skills
	Attention to detail
Time keeping
Full UK Driving License
	Willingness to learn
Highly motivated
Interpersonal skills
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