
Candidate Name: 
Address:

Date of Birth: 
Status: 
Nationality: 
Telephone Number:  
Mobile Telephone Number:
Email Address:
PROFILE: 

I am an intelligent, hard working individual who is able to adapt to changing environment and seeks new opportunities to learn.  I rely on using my own initiative to resolve problems, and I am equally at home working on my own account or within a team environment. I possess excellent communication skills, which in my opinion, have clearly been demonstrated in my previous positions. I am very comfortable working with people at all levels of the business. 
EDUCATION: 

Ten GCSE’s at grade B and above including Mathematics and English Language 

Three ‘A’ Levels including English (A) Mathematics (A) and History (C) 

BA (Hons) 2:2 English Literature, from the University of Wales 
PROFESSIONAL QUALIFICATIONS   

Financial Planning Certificate Parts 1, 2 and 3 

Advanced Financial Planning Certificate-G60 Pensions Exam  

COMPUTER SKILLS 

Competent in the use of Microsoft packages including Excel, Word, Access and PowerPoint, as well as several other be-spoke packages used for financial services compensation calculations. I have the ability to learn new packages very quickly with the minimum of fuss.
ADDITIONAL INFORMATION

Languages

Fluent in Spanish and French, both written and oral

Achievements and Responsibilities

A Prefect in secondary school-held the post of Sports Prefect 

A member of Group for Student development in secondary school 
Ran the London Marathon-completed in six and a half hours

Treasurer with my local church 

Other Interests, include personal development, reading and travelling. 
CAREER HISTORY 

JANUARY 2001 TO DATE

ALEXANDER FORBES FINANCIAL SERVICES LIMITED-LONDON
GRADUATE TRAINEE 

Alexander Forbes is the 8th largest independent provider of financial and risk services worldwide (Source Business Insurance 16 July 2001) Services provided include retirement fund administration; employee benefit consulting, actuarial and other related services; personal financial planning and direct mass marketing of financial products. Currently operating in 30 countries.

My current duties and responsibilities include the following,

· Assisting with the completion of the SIB (FSA) Pensions Review and Free Standing AVC Review, including data gathering, loss calculation, compliance documentation and redress.

· Dealing with customer and agent’s queries with regards to compensation, including scheme reinstatements, augmentation, Free Standing AVC transfers and the setting up of compulsory purchase annuities.

· Assuring the completion of work compliant with FSA procedures.
· Thorough knowledge of CTC software used in Pensions Review.

NOVEMBER 2000 TO JANUARY 2001 

AIG/ALICO- CROYDON 

INVESTMENT ADMINISTRATOR 

American International Group (AIG) is the leading US-based international insurance and financial services organisation and the largest underwriter of commercial and industrial insurance in the United States.  AIG’s global businesses also include financial services and Asset Management.

My duties and responsibilities included the following, 

· Checking customer investment bond contracts are correctly documented and complaint, verifying withdrawals, balance transfers and other transactions.

· The issuing and completion of Chargeable Events Certificates.

· Dealing with customer enquiries by telephone and assisting with new business administration.

FEBRUARY 1997 TO OCTOBER 2000
SITEL UK-KINGSTON 

TELEMARKETING REPRESENTATIVE

My duties and responsibilities included the following,

· Contacting existing customers on behalf of British Sky Broadcasting, discussing the possibility of converting their analogue systems analogue system to digital.

· Assisting with potential queries in a busy call centre, maintaining customer focus.
· Aiming to make sales targets and maintaining a high conversation rate. 

I have held previous roles from July 1994 until January 1997, including a Customer Services Representative role for Yellow Pages and Administrative Assistant for the YMCA. These are not stated ay they are not related to the career I am pursuing; however further details are available on request.
References are available on request.
Points to note when preparing your Curriculum Vitae 
· You should always use white paper, and preferably black ink, unless the position you are applying for dictates otherwise.
· Use a clear and readable font when typing and presenting your CV, preferably size 12 for example, Times Roman or Book Antiqua. 

· You should note that unless you have considerable experience covering many years in a certain profession, you should try to keep your CV to a maximum of Four Pages. If you are just starting out in your career this should not exceed two pages.

· Remember to give a profile of your most recent and relevant employers, it shows that you have taken an interest in the companies you have worked for and are not just looking for a job and more money.
· Mention all achievements, whilst holding each position, it shows your commitment to the company and also to your personal development.

· If you are seeking to change careers, you need to state specifically what attributes and skills you currently have that can be transferred to you new profession. Prospective employers are interested in what you have to offer, and not just how many qualifications you hold.

· Don’t exaggerate your achievements with any company, as you will be surprised that a simple phone call to your peers or immediate line manager will find you out and potentially damage your career.  

· Ensure that you only tell the truth on your CV, as most companies especially those within the Financial Services and the Civil Service sectors will exhaust all avenues of enquiry when vetting your application. 
· If you are using a recruitment agency to assist you with your search for employment, ensure that you use a maximum of three, and the agency concerned gives an undertaking not to forward your details to any company without first obtaining your permission.

· This is to avoid your details being spread around the companies of your chosen profession, as if your CV is presented repeatedly to the same companies by different agencies prospective employers are unlikely to grant you an interview. 
GOOD LUCK!

