Shane Burrows
16 Eton Close Weedon, Northamptonshire 
NN7 4PJ
07850291918	shane1230@hotmail.co.uk

Profile
I am a hard working individual with a passion for learning new things and progressing myself. I am a good team player who is flexible and willing to learn new skills. I’m a good communicator with customer service experience; I have experience in Customer Service and as a Payroll Administrator

Key Skills 
· Confident on Microsoft Products (Word, PowerPoint, Excel) 
· I learn things quickly and easily 
· Confident in using the telephone ringing out /answering calls
· Working within tight deadlines 



Employment History 
Catermasters  – General Assistant (July 05 2013-september 19th 2013) Casual work
Key Duties-
· Interacted with the customers on a regular basis serving them and having a conversation with them about their day.
· Inputting data onto Excel.
· Printing from the office computer.
· Putting data onto the online book records.

Quest Employment- Payroll Administrator 
Key Duties at Quest-
· Processing and checking the weekly payroll 
· Processing weekly new starters
· Invoices when required 
· Processing weekly Holiday pay 
· Sending weekly reports
· Liaising with colleagues at the other branches 
·   Rate Reviews 
· Adding new clients to the system


Office Angels- Temporary worker for St. Andrews healthcare (1st February-14th October )
Payroll administrator and my duties include:
· Filing A-Z 
· Inputting data to spreadsheets for the payroll 
· Checking employee numbers on the system to check that employee clock numbers are correct on the time-sheets 
· End of month filing 
· Helping other members of staff with any filing 
· 
Nationwide Building Society- November 16th 2016-October 15th 2017
Telephony consultant- 
· Answering inbound calls from customers, brokers and solicitors.
· Dealing with queries regarding mortgage applications and giving updates on the applications
· Case ownership and managing customer accounts to get them to mortgage offer 
· Liaising with our processing departments to assess documentation for customers 

Specialist consultant, complaint manager- October 17-June 2022
· Dealing with customer, broker and solicitor complaints 
· Managing my own workload to prioritise complaints 
· Working to set timescales to manager complaints effectively 
· Working with customers to achieve a resolution 
· Managing my team to make sure everyone is on top of their work and providing support where necessary
· Being readily available to answer queries from the telephony consultants and providing support where necessary

Newly qualified HGV driver- 
Class one license
CPC
DIGI card

Education 
Warwickshire college, Rugby – (September 09 2012- June 2013)
· IT Level 2 (BTEC) 
· ITQ Level 1 
· Functional Skills English Level 2 

Guilsborough school academy trust – (September 2007 – June 2012)
· GCSE	Mathematics – D
English - D
Science-D
Additional science – D

Key Training Apprenticeships
Business Administration level 2
· Pass 
ICT Level 1
· Pass




Interests-
I play golf regularly and I am currently a member at Farthingstone Hotel and Golf.
I have recently joined a football team and I enjoy time at the gym and socialising with my friends. 
