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[bookmark: _Toc18352899]Introduction:

The purpose of this report is to reflect upon my life experiences and career plans. I will attempt to describe key life experiences that have influenced or impacted my life and career decisions, describe key skills I learnt from these life experiences, demonstrate how these skills have helped shape my life career goals and impact they have on my future career goals.  
I will reflect on my professional skills sets, demonstrate my understanding of the use of these skill sets and show how they have helped me in choosing and building my past career path and how useful they will be in developing and achieving my future career goals. 
My decision to enrol in a university programme, geared towards achieving a bachelor’s degree in business and marketing is a crucial part of achieving my professional career goal. I will use this report to set out my professional career goals, steps I have already taken toward achieving these goals, my key strengths and weaknesses and my key arears for improvement.
 I will also attempt to show how I will use my degree to further my chances in securing suitable employment following my studies, describe what needs to happen once I complete and achieve this initial goal, and steps I will need to undertake to demonstrate skills and knowledge required to contribute effectively in a work environment, and my overall readiness for future employment.


[bookmark: _Toc18352900]Life-Line Experience:

Coming from a business family of seven siblings, six of my siblings have university degrees. I was the only one without a university degree in my family. Though I had attended higher institutions before, I had failed to complete my intended programme for various personal reasons.
I had started working in my father’s manufacturing business from an early age, I spent most of my summer holidays working in different departments in the business, where I gained valuable experience on work and manufacturing processes. I developed a keen interest in sales and marketing, and on leaving high school, decided against continuing my studies and pursued a career in sales and marketing.
My decision not to continue my education was not well received by my parents, who were strongly in favour for completing my education to university level. This led to me moving out from my parents at a very young age.  I had developed a keen interest in earning money and viewed a career in selling as an avenue for me to achieve financial independence from my parents. This was a very low point in my life, as I was starting out living on my own with no work experience, other than that gained working with my parents. I was however determined use some of the skills I had gained, such as my organisational, negotiation and communication skills to use, and I decided to pursue a career in sales.  
My major motivational factor at this stage was my avid fear of failure and desire for financial independence. These two factors drove my every decision as I explored and pursued my objectives of becoming financially independent from my parent.
I enjoyed relative success in my early years as a sales representative, working my way to managerial levels, gaining ten years’ experience in sales and marketing in the process. 
I enjoyed some level of financial freedom and was given much more responsibilities in my later employment years, where I was responsible for recruitment and training of sales representative tasked with achieving specific sales revenue targets in designated territories. I attended several leadership and management trainings, were I learnt about people personality styles, coaching techniques, and importance of good communication skills and how that can be linked to motivation within a team.
I started a family and moved in with my partner, eventually having two children. I achieved several financial promotions, however, I realised that my career progression had stalled, and I had been in the same managerial position for some time. On further reflection, I realised that I had been passed upon from promotions to more senior managerial roles, because I did not have any certificated qualification to support my experience.
I decide to leave my employment and set-up my own sales and marketing business retailing promotional merchandise. I encountered similar challenges as I faced while employed, I struggled to secure major supply contracts as most organisations had a requirement for suppliers to have certain level of qualifications and accreditations before they can bid for supply contracts.
This became my motivation to enrol in a university programme, in other to achieve a certificate to further my career development prospects.
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People learn in different ways and often have unique ways in which they approach situations. Their approach is usually as a result of their learning style, their preferred method of receiving and processing information, and the way they chose to use or interpret that information. Learning styles can be somewhat unique as its often influenced by habits or lifestyles or ways an individual was raised. Other factors such as culture and environment can also influence individual learning style. 
Marton and Ramsden 1988 defines learning as a process which aims to deliver a qualitative and relatively permanent change to how an individual sees, experiences or understands something in the real world (Andrew Maund, 2017)
Pritchard 2008 defines learning style as an individual preferred or best way to think, process information and demonstrate learning. Habits strategies or regular mental behaviours concerning learning with reference to educational learning an individual display (Pritchard, 2019).
It is important that people have a good understanding of their learning style as this will help with integration into a new employment, team or role. Most organisation support staff members, using different training programs to help them understand their learning styles. This help individual to best apply their skills set once they understand their learning style. 
Honey and Mumford describes four distinct learning styles, the Activist, Reflectors, Theorist and pragmatist. The Activist learns by getting involved to gain short term experience, which they will then develop. Reflectors, will normally review and reflect and think through the entire process, ensuring they understand taking care not to appear passive. Theorist learn by taking on a new situation and relating this to a theory in other to gain understanding, while a pragmatist learns by linking new information to real life problems or experience (Neugebauer, 2017).
An Individuals learning styles can impact on how well they display or use some of the key skills employers look for when recruiting. These skills are considered high on the list as it forms basis upon which an organisation builds it work force. Skills such as communication and team working can be directly affected due to an individual’s learning style. Other skills such as organisational and time management skills can also be misread if an individual learning style is not known
Garbner (1967) defines communication as a social interaction through messages. Communication is further defined as the exchange of thoughts information or idea that result in a mutual understanding between the sender and receiver. For communication to occur, the process requires at least one sender and receiver and a message that is transmitted with a communication medium (Andrew Maund, 2017).  Based on Garbners definition, someone considered to have an activist learning style, risks clashing with peers where communicated information is not clear. An activist who like to get involved and learn on the go, might get frustrated if unsure of what is expected of him.
I consider myself to have an activist learning style, I like to get involved and learn through trying things out, this could be as a result of my early years working with my parents. I have developed a structured approach to my work and life, ensuring I plan out my daily objectives, making sure I understand the expected results and how best to apply myself in the day. I believe this is a good skill to have and one I can include as part of my skills set when applying for new employment positions.


[bookmark: _Toc18352903]Personal Skills SWOT Analysis:

Skills are those personal attributes an individual has that enable them to carry out a function or perform a task to a desired standard. There are three classes of skills set, these are basic skills, academic skills and employability skill. Basic skills are those skills set we develop at early stages of our lives and are also known as personal skills. Examples of these skills are, reading skills, writing skills, listening skills, thinking skills, oral communication skills. These are very important skills sets to have and develop as they form the foundation to develop other skills sets, we need in our academic and professional lives. 
It is important to consider my personal skills sets when discussing my personal SWOT analysis. Other skills such and critical thinking, decision making, people’s skills, and time management skills are also important as these are considered employability skills which employers are looking for.
SWOT stands for strengths, Weakness, Opportunities and threats. SWOT is an effective process or tool businesses use to analyse themselves and their competitors to help them formulate business strategies in other to gain an advantage. This tool is also used by individual to help them understand themselves, who they are, what they want and where they are going (kenworth, 2017).
Completing my personal swot analysis will help identify key skills I have, areas I can improve focusing on, skill sets that I can influence, these are also known as internal skill sets and external skill sets areas where my opportunities and threats are. Using this tool to analyse my skills, will help me when deciding on my career part, preparing for interviews and formulate strategies on how to achieve my career goals.

Fig 2
[bookmark: _Toc18352904]Personal SWOT Analysis	

	Strengths:

· Creative Minded
· Positive thinker
· Domesticated
· Hardworking
· Organised
· Logical thinker
· Good time management
· Good Communicator
· Team player
· Good Networking skills
· Self-Driven
· Extended sales experience
· Extended managerial experience
· Peoples skills
· 
	Weaknesses:

· No qualification
· Perfectionist
· Can be impatient
· Opinionated
· Can be Stubborn
· Effective communication
· Fear of failure
· Risk taker


	Opportunities:

· Academic qualifications
· New Employment opportunities
· New Business Opportunities
· Opportunities to immigrate and work Abroad
· Improved earnings prospects

	Threats:

· Increase use in AI technology
· Threat to career prospects becoming obsolete
· Reduced job opportunities due to increased use of technology
· No IT certification
· Reduced management employment opportunities
· 





In analysing my personal swot, some identified weaknesses can be viewed as an opportunity as I have started the process in converting them into an opportunity. I hope to complete my academic programme soon, this will open new employment opportunities for me. The threat to career prospects will be negated as I can use my new degree certificate to further my studies in getting the qualification and IT certification’s I need to remain relevant in the management employment market.
The above SWOT also highlights my need to improve on some crucial employability skills such as effective communication, team working skills and decision-making skills.

[bookmark: _Toc18352905]Communication skill: 
Communication is the most important aspect to consider before commencing a process or operation. How information is delivered or communicated can affect the outcome of any process, and if not considered properly can negatively impact the desired outcome. As individuals, we are constantly communicating, either with our peers or machines, sending and receiving information using different mediums. Communication can be verbal and non-verbal and for one to be considered a good communicator, they must be effective when conveying information. communication becomes effective when information is sent, received, acted upon, and feedback is sought and received. The process allows for the communicator to reflect and ensure the desired outcome from the sent information is received. 
This process is highlighted by Mishra Krishna (2014) in her article, “employability skills that recruiters want”, where she defines communication as the ability or skills through which an individual can transfer their thoughts ideas and information (katz, 2010). Effective communication requires for the communicator to use carefully chosen words, speaking or writing clearly, ensuring the intended recipients and destinations are considered when formulating the information. 
This is a skill I believe I have and use every day, but one I need to improve on as I progress in my chosen career part.

[bookmark: _Toc18352906]Team working skills:

 Team working skill is a skill high on employer’s desirable skill sets. For one to be a good team worker, they must possess interpersonal skills required to communicate effectively within a group. Team working skills allows for increased collaboration within a group, where information and knowledge are exchanged and shared, considering group members opinions thoughts and ideas. This skill is high on employer’s desirable skill sets because of the associated growth it brings to organisations. 
To become an effective manager, one must seek to improve on this skill. A manager deals with individuals daily and must be open to other people’s opinions and ideas. This is a skill I believe I need to work and improve on, as it is crucial to my chosen career part. I will look to include this skill as part of my career development plan to help me review my progress in using and developing this skill.

[bookmark: _Toc18352907]Decision making: 
Decision making is another key employability skill identified in my personal swot analysis. This skill is desirable to employers and important to my career plan, as it is needed when making important daily decisions in an organisation. Decision making involves applying critical thinking to any process in consideration, in other to reach an informed decision. Critical thinking allows for one to emphasize a rational basis for what we believe, set a standard and process for analysing, testing, and evaluating our believes (Rudinow & Barry ,1994). Applying critical thinking allows decision makers to define a problem within context, making it easy to objectively examine evidence, understand the underlying assumptions and separate this from personal beliefs before reaching a conclusion.
Decision making skill is a somewhat difficult skill to develop, as often our judgements are clouded due to personal beliefs and ideas. Ability to remain objective when trying to reach a decision on a sensitive issue especially where personal interest is concerned can prove tricky.  Developing critical thinking skills will help remove any sentiments when handling such sensitive decisions. 
Aspiring to become a manager requires that I develop good decision making skills, I will continue to work on improving this area of my skill set, setting mini objectives in my personal development plan to help me monitor my progress in developing this skill.





[bookmark: _Toc18352908]Personal Career development plan:

Career development plan is process of documenting different aspect of an individual career plan and progress in order to enable them monitor or measure progress made toward set career objectives. Career plan provides details of individual career goals or aspirations, identified steps needed to achieve the goals and timelines each step needs to be completed by in other to reach the set goal or objectives. Career development plan helps record individual skills set, qualifications and training completed, allowing owners to easily reference the plan to ensure their personal skills remain relevant to their career goals.
Personal Career development plan can be defined as “a methodical approach to maintain and improve professional and personal skills, to enable work effectiveness throughout an individual’s career” (A. Maund, 2017). 
For most professionals, a career development plan can be somewhat compulsory as it is used to demonstrate steps taken by the individual to advance or keep up to date their professional qualifications. Professionals working in medical, legal, engineering and other advanced professions are required to have a professional career development plan where they record things such as, update courses and lectures attended, training days, peer reviews, clinical audits, conferences and e-learning activities. Career development plan can be used as evidence of experience and qualification for future employment especially where an employer does not pay much attention to staff learning.
Career development plan can also be used to track and record personal development aspirations an individual wish to improve on in order to better their professional career.  Some examples of these are interpersonal skills such as, people’s skills, verbal communication skills, coaching skills, conflict management, personal finance management, personal risk management, personal hygiene. These development goals can be included in a personal development plan in order of priority with identified development process and timelines.
It is important for individuals to fully reflect on themselves and ensure they are sure of their chosen goal or objectives to include in their personal career plan. Doing this will help them set SMART objectives and goals. For an objective to be smart, it needs to specific, measured, achievable, realistic and time critical. Specific means being clear of what you want to achieve, measured means, having a clear plan on how to go about achieving the goals or objectives, achievable means that the goals or objectives are things you can actually do, realistic refers to not being overly ambitious making sure you consider all external factors that may affect you on the way, time critical refers to ensuring you give yourself enough time, being careful not to set timescales that risk derailing the plan. 
Creating a career development plan will help me identify a clear path to follow in reaching my career goals. It will help me reflect on my current situation, identify skills I have and can take forward to my next employment, skills I need to develop, and other personal skills I need to improve in other to become fully ready for future employment. 
Coming from a business background and having gained managerial experience from previous employments, I aspire to return to top management positions once I complete my studies. Some of the key skills identified in my personal swots as needing improvement, such as effective communication, team working and decision-making skills, will be included in my career development plan.
 I have identified professional leadership development courses to undertake while studying and hope to complete these alongside my educational programme.  These courses will help me improve on the skills set while gaining the accreditations associated with completing the courses. Examples of identified course are; LDP programme on Coaching skills, team motivation and demotivation, problem solving and conflict management skills. I have also identified a career mentoring opportunity where I will work on a part time basis in other to gain further experience and get the opportunity to apply the new techniques I would be learning from the courses, to prepare me for when I complete my educational programme and ready for full time employment.

[bookmark: _Toc18352909]Fig 3 See Appendix 1 Career Development Plan:

[bookmark: _Toc18352910]Curriculum Vitae and targeted market

 Curriculum vitae or resume is a tool used present or sell an individual’s skills set to a potential employer. Current vitae are used to demonstrate or illustrate how an individual’s skill set fits or is relevant to an advertised position. This tool is very important when beginning the process of looking for employment, as it used to highlight ones personal and professional experience, educational achievements and skill sets. 
Curriculum vitae can be functionally, chronologically or a combination of both, set out depending on how the owners wishes to present themselves. A functional resume’ focuses on individual skills and qualities that can be applied to different job roles. The emphasis on personal skill set communicates your ability and allows the employer to quickly determine what you can do for them. This type of resume is commonly used by individuals with little work experience that need to demonstrate a desired skill set to improve their chances of gaining employment. 
Chronological resume is the most commonly used type of resume. this type of resume’ lists individual employment and experience in reverse chronological order. this type of resume allows for the individual to highlight their most recent employment experience, and the ability to tailor their resume’ to the requirement of the job role. Most employment specialist recommend this type of resume’ as it provides the employer an instant snapshot of what they can expect from you, increasing the chances of gaining a follow up interview.
An effective resume’ must be comprehensive and include some important details that allows employers to gain key information about you. Details such as contact details including email address and telephone numbers. A short description of yourself and your personal objectives, including brief summary of your key skills and strengths, followed by your most recent work experiences. Finally, your education and qualifications listed at the end of your resume. 
It is important to adapt one’s resume’ to the job role you are applying for. This will increase the individual’s chances of gaining an interview spot. This is can be achieved by highlighting your most relevant skills or experience in the personal objectives or description section, aligning these to the job role. It is also important to repeat this in your cover letter as this will demonstrate your understanding of the advertised job role to the employer.

[bookmark: _Toc18352911]Fig 4 See Appendix 2 Curriculum Vitae
































[bookmark: _Toc18352912]Conclusion 

Preparing for employment is a process that begins from an early stage in our lives, when we begin developing personal skills and gaining life experiences that would later shape our personalities. Some of these skills and experience will influence our career choices as we grow and gain better understanding of ourselves. Ability to reflect on once life experience will help gain an understanding of individual strengths and personal attributes, which can be transferred and used to become effective in an employment. 
Documenting individuals’ key strengths and skills will positively aid personal career development as individuals can easily reflect on past experiences in order to reach informed decisions that support their professional career choices. 
Every employment aspirant should aim to develop a career plan where they can keep a record of their experiences and learning development. This can then be used to develop a resume or curriculum vitae that will professionally set them up for future employment.
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PERSONAL CAREER DEVELOPMENT PLAN

	Name: Charles Uzor

	DOB: 26-04-1972



	Current Roles
	Business Student at university of wales trinity saint David’s

	Last Employment Position
	Sales Manager 



	I am currently undertaking a Business degree programme at University of Wales trinity St David’s London Campus. I aim to achieve a bachelor’s degree in order to help further my career plans of landing a senior management role in sales and marketing.
My three main career aspirations are:
· Complete my University Degree programme 
· Gain Accreditations on three key leadership development rolls, effective communication, coaching & team motivation, Decision making and conflict management
· Secure a senior Sales management role in large organisation





	Goals
	Development Needs
	CPD Activities 
	Timelines

	
Complete University Degree Programme
	· Achieve a minimum 2:1 degree certification in Business Management

	· Attend all applicable lectures during term times
· Complete all course works on time
· Develop an improved personal study time 
· Identify and buddy up with other students already on the course for revision and academic work reviews
 
	· Degree programme: 2 years- 2022

· Course work, ongoing from October 2019




· October 2019


	Improve Interpersonal Skills and gain Management Accreditations
	· Understand basic people management techniques
· Improve communication techniques 
· Improve decision making techniques
· Improve on team management and working techniques
	· Attend and complete leadership development course of team/people management
· Attend and complete leadership development course on effective communication
· Attend and complete course decision making and conflict management

· Identify a location to begin an internship programme to practice new skills gained from courses
	· LDP team and people management 0ctober-Jan-2020.


· LDP effective communication March-April 2020



· LDP Decision making and conflict management September-November 2020
· Internship programme January 2021
· Full management accreditation January 2021 


	Secure Senior Sales Managerial Position
	· Identify Market Sector
· Identify potential employers
· Improve professional online presence

	· Professionally complete and update resume
· Identify recruitment agencies for potential employers
· Identify and attend various sale & management career workshops 
· Commence networking online within identified employers’ networks,
· Ensure online social media presence is professional and up to date. LinkedIn, twitter, and Instagram
	· Complete resume’ Jan 2020
· Recruitment agencies Jan 2020


· Sales and management workshops; ongoing


· Online Networking; ongoing
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Charles Uzor
Bromley, London
07944 944375 | chika.charles@btinternet.com

Profile

A commercially driven Senior Business/Operations Manager with 15 years’ cumulative international experience driving growth, sales and profit within blue chip, corporate sales environments.

Proven expertise as an energised and dynamic business leader working with large, complex organisations to maximise marketing ROI and develop brand awareness within fiercely competitive markets.

Excellent mentoring and coaching skills, developing high calibre teams to deliver exceptional performance whilst setting challenging $M turnover targets through penetration of new territory and growth of accounts.

Highly skilled lobbyist and negotiator overseeing the full business development and sales process to maximise profits, achieve and exceed targets and consistently over-perform expectations.

Core Competencies

	· Operations Management
	· Stakeholder Engagement
	· Customer Service Excellence

	· New Business Development
	· Key Account Management
	· Strategic Business Expansion

	· P&L Management
	· Targeting Setting/Achievement
	· Targeted Networking

	· Sales Negotiation & Closing
	· Team Recruitment & Training
	· Partnership Development



Career Summary

Managing Strategic Partner One Africa Music Fest | Jan 2017 to Present:
The Company Specialise in organising events and promoting Afro Music brand and Culture.

Main Role, responsible for Sponsorship Partnership development, presenting company vision to potential sponsors, securing sponsorships deals, ensuring clients requirements are met through sponsorship partnerships.
Identifying and developing relationships at corporate levels with potential sponsors using the platform, whilst creating new market opportunities for sponsorship partners.

Key Achievements: Secured $1million sponsorship package with Pepsi Co Africa for 2018 event calendar. Successfully negotiated operational partnership with Dubai Tourism board.

Sales Manager/Partner | TP Creative Marketing Ltd | Jan 2011 - Jun 2018
The company specialises in improving company brand awareness through sales of branded promotional merchandise. 

Client Base: Stanbic IBTC Bank; Stanbic Pension Group; United Bank of Africa; Ericsson Group Africa; Multichoice Media Group; DSTV Media Sales; Interswitch Pay; MTN Telecoms.

· Pivotal role as a member of the senior management team, heading the sales division of the company with full P&L accountability.
· Devised and articulated the strategic direction and created and communicated tactical plans to shape the company’s short/mid term vision.
· Driving force behind the identification and penetration of new markets to position the company for continued growth, whilst maximising profit margins through implementation of an effective sales process.
· Negotiated and set up new sales and supply contracts, working closely with the Sales Executives to negotiate sales, ensuring full exploitation of all cross-selling opportunities.
· Ensured rigorous adherence to customer service standards from initial meeting and championed adherence to customers’ brand qualities.
· Built and extensive network with Directors and Senior Managers so as to promote the TPC brand and capture new business opportunities.
· Monitored company and team adherence to associated regulations.

Key Achievements
· Won and managed the implementation process of Stanbic IBTC group contract with over 350 cost centres growing the account turnover to over $300k in the first full year of trading.
· Developed the sales structure for TPC marketing Nigeria. Recruited, trained and deployed 3 key account managers, effectively targeting them in growing the account base for the company to hit the $1M budget T/O.


Operations Trustee | St David’s Trust Children Charity | Dec 2009 - Sep 2010
A new charity set-up to help raise awareness of the plight of severely disabled children in Africa.

· Headed all field operations, identifying and setting up project venues, assessing cases, and identifying project venue partners for the trust. Undertook extensive travel to set up operations in West Africa:
· Liaised with local communities in Nigeria and Ghana to identify children with severe/complicated disabilities.
· Arranged initial medical assessment through the charity’s affiliated medical consultants to determine the families and children most in need of support.
· Coordinated and managed all logistical operations to ship and setup all specialist equipment. Organised scheduled medical team trips, arranging visas and operational permit.
· Engaged local media coverage to increase awareness and enhance organisation’s fund-raising activities.
· Organised training with local medical teams to assist families with specialist equipment.
Key Achievements
· Completed installation of home specialist equipment home support system for 3 families in Eastern Nigeria.
· Organised two medical exploration trips to Ghana to assess cases identified through the charity’s network.
· Secured land allocation through the government for development of the first acute disabled children support centre in Owerri Imo State.

Sales & Operations Manager | Southern Homes Solutions Ltd | Jan 2008 - Nov 2009
An Estate Agency focusing on sales and letting of properties in South east London.

· Member of the senior management team with control of the recruitment, deployment and management the sales team towards achieving the company’s sales objectives.
· Identified sales and new business opportunities through networking, securing sales agreement and management of contracts for clients with large property portfolios.
· Deployed and trained sales representatives within defined geographical territories to negotiate sales and management agreements with prospective clients.
· Ensured ambitious sales objectives were met through effective management and targeting.

Key Achievements
· Achieved 110% of overall year to date sales target in 2008.
· Exceeded target on number of new sale completion within defined territory year ending 2008.
· Developed the team sales pipeline through field training and assisted field accompaniment in a 25-day cycle.

Key Accounts Manager (Corporate Sales Division) | Lyreco UK | Jun 2002 - Dec 2007
A leading global distributor of office supplies operating within 45 countries and employing ~10,000 people.

· Reported to the Corporate Account Sales Manager and managed and developed accounts valued at +£100k.
· Targeted, negotiated and won new accounts contracts with +£100k spend per annum.
· Initiated contact with senior level decision makers within high profile companies.
· Proactively managed a portfolio of existing accounts, identifying and maximising new growth opportunities.
· Arranged quarterly account reviews with account contacts to discuss progress on contract and growth strategies.
· Organised product trainings and road shows at different levels within the accounts with a view of increasing awareness of the contract and increasing the growth of the revenue stream.
· Maintained a healthy business relationship and networked at all levels of the client’s hierarchy to ensure accounts remain tied to Lyreco.

Key Achievements
· Won NCH (national children’s homes) contract worth £850k per annum.
· Won NM Rothschild’s Bank contract worth £475K per annum.
· Won British Medical Association Contract worth £145k per annum.
· Won Welcome Break group contract worth £125K per annum.
· Finished first full year 114% of target with 46.9% GP and cash growth of £687K.
· Finished the last year in this role 3rd position in Key Account Manager of the Year award.

Earlier Career History

Area Sales Manager (Central London) | Lyreco UK | Jun 1999 - Jun 2002
Delivered an annual sales target of £1.2m. Assembled and managed a team of 12 sales representatives. Field Sales Manager of the Year Award 1999 - 2000


Education, Training and Qualifications

Diploma in International Trade (Import & Export)
Diploma in Information Technology
A Level Economics (C), English (C), Religious Studies (B)
NVQ Level 4: Training & Coaching | Time Management | Project Management | Account Management | Recruitment 
NVQ Level 3: Information and Guidance | Motivation & De-motivation
Proficient user of Microsoft Office (Word, Excel, PowerPoint, Access, Outlook) 
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