Project Manager (part time)
KIJO
Birmingham B3
Remote
£15 an hour - Part-time, Permanent
At KIJO we have honed our craft helping businesses of all sizes realise their potential for digital growth. Ranging from start-ups to FTSE listed PLC’s.

The KIJO team is multi-disciplined with expertise covering strategy, creative design, user experience design and development. All this combines to create solutions that have a real tangible effect on key business metrics. Our laser like focus on the things that are important to our clients ensures we deliver on our promises consistently.

We have the clients, the case studies, the testimonials but there is 1 other thing which is just as important. A genuine burning passion for what we do – it’s what we live and breathe every day.

KIJO is on a journey to Build the Future one project at a time, we’d really like it if you could join us.

The Role:
· Create project schedules and plans
· Ensure projects run smoothly according to plan and schedule
· Manage external contractors and internal staff to ensure projects are delivered on-time and in budget
· Relay team focus for the month
· Use existing data to forecast future projects helping to optimise schedule
· Reporting to clients of project progress and managing of client expectations
· Update senior team members of project progress, communicate issues, and provide solutions
· Prepare monthly debriefs analysing overall performance towards targets and how we can improve in the future
· Predict resources needed to reach objectives and manage resources in an effective and efficient manner
Behaviours:
· Effective and pro-active communicator. Verbal and written.
· People management
· High attention to detail
· Analytical
· Strategic
Skills:
· Organisation
· Scheduling and planning
· Management
· Knowledge of how a business works
· Reporting and presentations
· Spreadsheet software
· Comfortable planning and attending meetings with clients
· Manage multiple projects and tasks at any one time
· Strong familiarity with project management software tools, methodologies, and best practices
Benefits:
· 30 days holiday per year plus full Christmas closure
· Full remote working
· Computer equipment provided for all team members
· Flexible working hours
· Company pension scheme
· Discretionary bonus scheme
· £100 a month bonus to months Most Valuable Player – MVP
· Free eye tests for all team members
· Fully paid in work training hours – 1 working day per month
· 12-month training plans
· Training & personal development integral to role
· Birthdays off
· 4x quarterly events
· Monthly staff raffle prizes
· KIJO games “Championship” with prizes
· Regular training workshops to help improve skills across the company
· Travel and accommodation expenses fully paid for meetings
· Project launch celebration days – celebrate success as a team
At KIJO, we believe a happy team is a productive one. We invest in our staff and enjoy rewarding our team for a job well done. As KIJO grows, the right candidate will be given the chance to progress within the agency and gain recognition for their high standards and hard work.

Part-time hours: 20 per week

Job Types: Part-time, Permanent

Salary: £15.00 per hour

Additional pay:
· Bonus scheme
· Performance bonus
Benefits:
· Casual dress
· Company events
· Company pension
· Flexible schedule
· Wellness programmes
· Work from home
Schedule:
Monday to Friday

Work remotely:
Yes
Cristina Ackah
Mobile: 07472373329
Address Milton Keynes 
Email: chezcristina@icloud.com
Open to relocation and travel
PERSONAL PROFILE
I am self-motivated, highly organised professional who is recognised for my outstanding communication skills and language abilities. I also possess excellent interpersonal, analytical, time management and problem-solving skills. I work effectively both independently and as part of a team. I adapt to new surroundings quickly. I welcome a challenge and I am always keen to explore new and exciting opportunities. I believe with all the skills gained from previous employments enables me to be a great asset to your company.
EDUCATION
	
2021- present  


2015-2016 
	
University of Wales Trinity St David
Cert HE- Skills for the Workplace


Milton Keynes College 
Certificate of Higher Education in Health & Social Care

Milton Keynes College 

	2014-2015
	Functional Skills Certificate in Maths


	
	


WORK EXPERIENCE
		June 2021 - Present
	Customer Advisor
Official Injury Claim

	Key Responsibilities and Achievements:
· To provide a highly professional experience for all users of a service set up by the MIB to deliver Government policy in relation to road traffic accident related personal injury claims
· Assist customers using the new Official Injury Claim service through multiple channels of communication
· Dealing with enquires in a helpful, proactive and professional manner and confidently assist and signpost customers when appropriate
· To answer incoming calls from the general public and professional users
· Provide guidance to customers to assist them with their application
· Update professional user registrations using our in house system   
· Contribute to continuous improvements to ensure that the customer journey is always at the heart of what we do   
· Contribute in creating and maintaining a high quality culture
· Ensure that an excellent service is provided and use judgment when dealing with all enquiries
· Deliver all customer interactions in a polite professional and appropriate manner, while working in accordance with the operating procedures
· Build and maintain effective working relationships with staff, visitors and contacts
· Handle interactions form multiple workstreams within agreed timescales and in conjunction with company policies and procedures
· Ensure that all Data Protection requirements are complied with



	June 2020 – May 2021
	Warehouse Operative
H&M

	Key Responsibilities and Achievements:
· Receive deliveries of goods and supplies
· Check for damaged or missing items
· Store goods
· Move stock around by hand, using lifting gear or a forklift truck
· Pack orders
· Load, and sometimes deliver, goods
· Keep records of stock
· Keep paperwork up to date
· Clean work areas




	         March 2020 – June 2020
	Retail Merchant Services Limited  
Customer Service Advisor

	          Key Responsibilities and Achievements:
· Building and maintaining customer relationships.
· Complaint handling including resolving and logging of complaints as well as escalating to the appropriate teams where necessary.
· Delivers an excellent customer experience, helping customers choose the right product and/or service for their requirements.
· Conducts problem solving and troubleshooting.
· Provides technical help to colleagues if required.


	           Nov 2018 –  Feb 2020

	TSYS- Virgin Money
Customer Service Advisor Representative

	         Key Responsibilities and Achievements
· Inbound and Outbound calls dealing with queries from customers who may be over their credit limits, missing payments and in financial difficulty.
· Completing and processing payment plans
· Adhering to FCA/Lending standards board guidelines

· Keeping up to date with policy changes through the use of internal systems and training.
· Complaint handling including resolving and logging of complaints as well as escalating to the appropriate teams where necessary.

	        
	             Aug 2017 – Nov 2018             
	All bar One 
Supervisor 



   Key Responsibilities and Achievements:
· Utilised strong interpersonal skills to build and maintain relationships with clients.
· Responsible of training new staff and updating team.
· Ensure all venues open on time and that they are ready for business.
·  Ensure excellent front of house service, allocate and support staff throughout the shift to maintain speed of service and cleanliness of venue. 
· Ensure staff meet the standards of the bars, addressing and correcting bad practice where need be. 
· Maintain back of house and cellars to a high standard.
· Complete daily paperwork to ensure the safe running of the venues, and for those standards to be monitored and maintained throughout the shift. 
· Ensure all venues close on time, end of day jobs completed to a high standard, staff are signed off promptly, all back and front of house areas checked and secured and that venues are in excellent order for the next day’s service.
· Assist in cash handling procedures as required.
· Feedback on your shift to the managers and supervisor taking over. 
· Attend all staff meetings.





	Nov 2015 – Aug 2017

	KFC
Team Leader

	           Key Responsibilities and Achievements:
· Provide support for KFC restaurants within my area
·  Involvement in Area/Regional Projects, if and when required 
· Embrace and embed new and/or changes to KFC UK/YUM! systems and processes
·  Ensure that all company security procedures are followed throughout the shift, particularly at close in order to ensure the security of premises, people, stock, equipment and monies at all times 
· Manage designated shifts ensuring that all KFC policies and procedures are adhered to Professionally represent the company to outside agencies such as Environmental Health Office Use company tools and reports so that the store consistently provides an excellent level of customer service


KEY SKILLS
· Great telephone manner and email etiquette.
· Ability to lead and motivate others.
· Well-developed interpersonal skills and the ability to build and maintain successful partnerships.
· Excellent project management and organisation skills.
Ability to think practically and produce solutions to problems.
· Competent with using Microsoft Office software such as Word, PowerPoint, and Excel.
· Trilingual – French, English, Italian
PERSONAL DETAILS
	Interests
	Dancing, Singing, avid traveller 

	Languages
	Italian, English, French

	References
	Available upon request. 










Cover Letter
Dear Sir/Madam,
After learning about Kijo’s commitment to helping all kind of businesses grow and providing simple solutions to complex problems, I realised that your values resonate to the kind of person that I am, hence why I am very interested in your vision and mission.
With my high attention to detail and great organisation skills, I gained the ability to accomplish projects/targeted goals quickly while working at All Bar One. While working as a supervisor at All Bar One I had to use the existing data we had (such as previous sales) and predict not only the resources we may need for the following week but also assist in predicting the amount of staff that would be needed during the week.
Due to my skills in people management, senior team managers could rely on myself to manage teams of 10-15 people in their absence and ensure that shift run smoothly and according to plan. I am an effective and pro-active communicator both verbally and written, therefore if a problem arises in the business I never fail report/document it and find a quick solution to it without causing any detriment to the business.
After having listed my key skills I bring to the role, I am confident to say that I believe I am the perfect candidate for the job position of Project Manager offered by yourselves at Kijo.
Thank you for considering my application and if you wish to contact me, my email address is: chezcristina@icloud.com and my phone number is: 07472373329. I look forward to hearing from you

Kind Regards
Ackah B. Cristina

