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PROFESSIONAL SUMMARY 
I am self-motivated, hardworking individual who is honest trustworthy and reliable. I am a great communicator and have experience helping people and listening to people's needs in both my job and volunteer work. I work well using my own initiative and under pressure and I feel I would fit in well to your team. I have proven my ability of being a valued team member. I always take pride in everything I do and preform to the best of my ability.
I have experience working in an administrative office environment and am used to using various computer systems.
I volunteer in a family centre as a support worker I Support day-to-day programme operations with expertise in records management and resource coordination. Skilfully meet diverse needs and address issues to maintain efficiency and programme outreach. Demonstrated success in building long-lasting relationships. I also feel I have the qualities of an influencer that can influence team work and develop team qualities.
I have excellent organisational skills and I am flexible with working hours to fit around my team and to cover sickness and holidays if needed. I am non-judgmental and have an exceptionally good work ethic I'm Caring and skilled as a support worker that's passionate about positively impacting programmes and helping participants by providing expert support. Familiar within Carmarthenshire and always looking for ways to improve operations and personalise assistance. Well-organised and resourceful with detail-oriented and conscientious approach.
 
 
 
WORK HISTORY
Administrative assistant October 2020- present
NHS Swansea Bay University

· Supporting the day to day running of the Infection prevention and control team within the health board. Collecting and analysing data on Ward outbreaks.
· Generated reports, uploaded documents into digital storage and prepared client case affidavits.
· Spearheaded internal communication initiatives to foster timely order completion and deadline management.
· Monitored and updated employee database.
· Oversaw infection control schedule by setting appointments, booking meeting rooms and coordinating with participants.
· Implemented improved processes for data extraction, resulting in 100% increase in efficiency.
· Established efficient workflow processes, monitored daily productivity and implemented modifications to improve overall effectiveness of office personnel and activities.
· Contributed to team goal-achievement by collaborating with staff to develop customer service improvement initiatives.
· Aggregated and analysed historical data related to administrative costs to prepare budgets for corporate-level management.
· Supported timely and accurate administrative task completion.
· Increased efficiency of data migration process by effectively extracting and verifying data.
· Drafted informative reports regarding upcoming projects and required resources.
· Managed digital databases and physical file systems.



Volunteer Support Worker, 10/2019 to Current
Ty Hapus Family Centre - Carmarthen, CMN

· Supporting Family's and Vulnerable adults
· Ensuring all data is protected and confidentiality is adhered to. 
· Maintain positive professional client relationships for continued loyalty. 
· Supporting the manager and team with the work flow.
· Provide support to families attending the centre, identifying any issues and arranging the necessary action and support required.
Show empathy and support to families
Senior Sales Negotiator, 08/2016 to 08/2020
Peter Morgan Estate Agents - Llanelli, CMN
· Maintained positive, productive professional client relationships for continued loyalty and consistent investment.
· Office duties in fast paced office with a high volume of administrative duties and telephone calls.
· Creating appointments for office diary and meetings.
· Managing all enquiries via letters, emails and telephone calls.
· Maintaining contact with all stakeholders, adhering to company processes and protocol.
· Managing manual and electronic filing systems and inputting data as requested. Cross checking all company data for accuracy to produce all relevant documents for completion of company business transactions.
· Meet and greet all stakeholders and deliver excellent customer service.
· Responsible for maintaining information and recording data via computer software systems. correspondence
· Managed pitching and presentations for a diverse client base, closing high-value deals through expert persuasion and negotiation skills.



Assistant Manager, 04/1999 to 11/2005
Savoy Restaurant - Llanelli, CMN
· Networked with customers and asked open-ended questions to determine immediate needs.
· Diminished financial discrepancies, managing monetary transactions, including deposits and credit card transactions.
· Recruited, interviewed and hired individuals which would bring passion and dedication to the team.
· Meet and greet of clients to business and deliver good customer service, identifying any issues and resolving effectively.
· Managing cash systems and balancing data and all business transactions.
· Maintain health and safety legislation and keeping records up to date.
· Processing credit card purchases, budgeting and maintaining data for managing business costs.
· Provide mentoring and staff training for new recruits.
· Oversaw daily operations of store, including inventory and supply restocking, cash-handling and assisting customers.
· Mentored and motivated team to achieve targets ensuring continued progression and profitability.
Customer Care Assistant, 06/1998 to 04/1999
McDonald's Restaurant Ltd - Llanelli, CMN
· Maintained customer happiness with forward-thinking strategies focused on addressing needs and resolving concerns.
· Managing Customer Complaints
· Responsible for answering all enquires and telephone Calls
· Arranging and booking events via restaurant calendar
· Maintaining clean and tidy work environment, ensuring all public and kitchen areas are maintained to company guidelines.
· Resolved customer issues using strong interpersonal skills and conflict resolution techniques.
· Investigated and resolved billing and service discrepancies.
 
 
 
EDUCATION 
Certificate of Higher Education, Early Years Education and Care, 04/2020
university of Wales Trinity St David - Carmarthen, CMN 
BA Honours Degree, Early Years Education and Care, Expected in 07/2021
University of Wales Trinity St David - Carmarthen, CMN 
GCSE, 06/1998
Bryngwyn Comprehensive School - Llanelli, CMN 
G.C.S.E.s in
English C
Maths C
Science (Double award) D
Geography C
Spanish C
GNVQ in Leisure and Tourism: Merit
 
	
	 
Contact 
Address: : 29 Penallt Terrace, Llanelli, CMN SA15 1HE Address: : 29 Penallt Terrace, SA15 1HE, Llanelli, CMN 
Phone:  : 07772892935, 07772892935
Email:  : kelly-huckridge@sky.com
 
 
Skills 
· Maintained positive, productive professional client relationships for continued loyalty and delivered quality customer service.
· Information security
· Maintained all office files, both electronic and hard copies.
· Corresponded with clients via email, telephone or post.
· Outstanding communication
· Sales data analysis
· Conflict resolution
· Time management
· Powerful negotiator
· Data organisation
· Phone call answering
· Database organisation
· Strong problem solver
· Dedicated team player
· Overseeing automated databases
· Transporting files
· Delivering files
· Data entry
· Proven sales abilities
 




















































Personal Development Plan



	
	What do I want to learn?
	What do I have to do?
	What support and resources will I need?
	How will I measure success?
	Target Date for Review

	Short term

Areas I need to develop in the next 12 months to support my long-term career goals
	Financial Formulae for spreadsheets
	Upskills in relevant excel qualifications
	Undertake a short course
	Certification
	6 months

	
	

Improve Public Speaking

	To improve my speaking skills in large groups
	Opportunities to practice more PowerPoint presentations.  Support from my Mentor.
	To get feedback from more senior managers
	One year

	
	
Mindfulness
Improve face to face confrontation.

	To not get argumentative
	To learn to stop and think before I answer
	An improvement with communicating face to face
	Over the next six months

	Long term

Areas I need to develop over the next two years to achieve my career goals
	To improve my lack of confidence in large groups

	To not take a ‘back seat’ and become more forward with my ideas in meetings
	Prepare more thoroughly for meetings to increase confidence in my abilities
	To get feedback from my peers in meetings
	Over the next year

	
	

How to be a good Manager


Learn Welsh to a level 4

	Continue with my qualifications



Attend college course in welsh
	The lecturers, research and time management to complete assignments
To be encouraged to speak welsh with friends and family

	To complete my course successfully 



When I complete the course
	Over the next two years



Over the next 2 years












SWOT analysis





	SWOT Analysis

	Strengths
· Highly organised
· Team Player and Independent Worker
· Reliable
· Adaptable
	Weaknesses
· High expectations
· Impatient
· Self-critical
· Lacks confidence in groups
· Financial formulae

	Opportunities
· Developing new skills within a education environment
· Further development of communication within a tiered hierarchy
· Greater career opportunities and pathways 
	Threats
· Illness due to current Covid 19
· Increased workload due to other staff sickness
· Increased shifts
· Working from Home for learner experience
























































