Tammy Leigh Collins
Address: 19a Park Hall,Carmarthen, SA31 1HP
Telephone: 07837839755
Email: xtammie@hotmail.co.uk
Professional profile
I am a mature, positive and hardworking individual, who always strives to achieve the highest standard possible at any given task .I possess excellent communication skills and I have the ability and experience to a wide range of people in scenarios. I enjoy learning new skills and knowledge, I can work very well under pressure and the ability to communicate comfortably at all levels, therefore ensuring and excellent working environment.
Career summary 
Administration Assistant, Ulegal 2013 – Present 
Administrative Support team for a claims management company 

 Responsible for :

· Finalising claims for clients 

· Handling sensitive information 

· Contacting banks on behalf of clients 

· Dealing with with general queries over email from customers/ banks 

· Ensuring a high levels of customer care  

Hair Extension Technician, Vicky’s Hair Extensions 2011-2013 

Responsible for:

· Fitting Hair extension, cutting, styling of hair  

· Arranging appointments 

· Consultations with clients to achieve the best possible outcome for the customer 

· Balancing the till/cash handling 

· Opening and closing of premises 
Telesales operative, Grants4u 2010-2011
Responsible for 

· Contacted clients with details of government scheme to provide loft insulation

· Arranged appointments for Surveyors to call with clients 

· Developed telephone and customer care skills 

Senior stylist, Hair express Regis 2008-2011

Responsible for :

· Cutting, styling, colouring of hair 

· Arranging appointments 

· Balancing the till/cash handing 

· Opening and Closing of premises

Stylist, Mirror Image 2006-2008

· As above 
Checkout Operator, Tesco 2006-2008 
Responsible for :

· Part-time position whilst in college 

· Provided a friendly and efficient service to customers

· Developed cash handling skills & till relief 

Education

Queen Elizabeth Maridunum
Carmarthen 

GCSE’s 4 B-C

Coleg Sir Gar ,Graig Campus 
Llanelli

NVQ Level 1&2 in Hairdressing 

During this course I attended two work  placements , one at Delyth at Tony ‘s in Lampeter and the other with  Elaine Edwards , Blue Street , Carmarthen . I observed the hairdressers at work and assisted with customer care,  Booking appointments and cleaning of the premises .
      Skills and achievements 
	
	· Bronze Duke of Edinburgh Award 
· Health and safety in the workplace

· First Aid Certificate 

· Excellent practical skills 

· Problems solving skills 

· Team Working Skills 

· Listening Skills 
	


Interests                                           
	Interests include :

· Swimming 

· Listening to music 

·  fashion 

· Socialising 

· Reading 

                                                       


References are available on request
Available on request 
