
Kirsty Michelle Davies

Address: 106 Tir Capel SA14 8SP
Contact: 0777258959
DOB: 12.07.90
Email: davieskirsty@hotmail.co.uk


Summary

I am an organised individual with excellent time management skills, and always ensure that tasks are completed to a high standard and within the time frame set. I am enthusiastic, multi-skilled and focused professional and can communicate clearly and effectively with colleagues, customers and senior management effectively. I am very approachable and always willing to go the extra mile in helping somebody. An adept communicator I excel in remaining calm in difficult situations which is demonstrated through my management of situations under extreme pressure in my current and previous roles. 



Academic qualifications

Coleg sir Gar 				           Certificate for media and journalism

Swansea University                                       Working towards Cert HE 	
Trinity Saint David


Bryngwyn Secondary School 2001-2006
English GCSE - B
Welsh GCSE - C
Maths - D
PE – B

IT- C



Additional Qualifications

Food hygiene level 2 course 

Key skills and competences

Professionalism	Personal
Microsoft Excel use	Team work
Microsoft Office (PowerPoint, word etc)	Excellent communication skills	Listening skills
Record keeping – temperature controls etc 	Independent working
Invoice processing	Time management
Auditing	Organisation
Business knowledge	Quick learner



Professional work Experience

Stradey Park Hotel – receptionist March 2019 – September 2020

· Responsible for taking hotel booking via face to face contact and via telephone
· Dealing with the general public – co-ordinating check in’s and check outs of the hotel rooms
· Show potential wedding clients the facilities of the premises and process wedding bookings 
· Receive and process payments for bookings
· Co-ordinate spa bookings and event bookings 
· Efficiently manage customer complaints and correctly document these – ensuring complaints are swiftly resolved 
· Ensuring good working relationships with customers and colleagues


Tafarn Morlais public house – waitress and receptionist July 2014 – March 2019

· Serve high quality meals to customer’s whilst working under pressure
· Prepare food alongside the chef in a busy kitchen
· Deal with face to face complaints from customers – ensuring professionalism at all times
· Preparing meals for individuals with special dietry requirements 
· Involved with planning of new menus and providing ideas of new recipes
· Answer telephone queries and take bookings accurately and efficiently 
· Completion of written records such as temperature recording 

Plush Lettings – Admin assistant (part time) (2017 – 2018)

· Organising contractors to attend maintenance issues and liaising with landlords where applicable
· Ensure efficient payment from renters and contacting individuals to discuss late payments where necessary
· Updating the online system to document viewing feedback, registering potential clients etc
· Maintain customer details – ensuring appropriate storage of personal details and adhering to data protection guidelines
· Use of printing/photocopying/scanner to produce property information booklets
· Compose and distribute emails and correspondence to clients
· Answer telephone and face to face queries
· Conduct property viewings with potential buyers



Card Factory – Assistant manager 

· Responsible for ensuring policies and procedures are adhered to and relevant employment checks are in place
· Working closely with the public
· Involved in promotion for public holidays and stock control to ensure the business can remain competitive
· Responsible for creating rotas 
· Managing sick leave 
· Ensuring all employees are up to date with relevant training including new data protection guidelines
· Carrying out staff appraisals 





Hobbies and Interests

My hobbies and interests include spending time with family, particularly my 2 children. Going for long walks with my dog, cleaning, and cooking. 



References available on request


Cover Letter
Reference

106 Tir Capel
Llanelli 
Carmarthenshire
SA14 8SP
To whom it may concern,
You will notice from my CV that I am professionally qualified for this job you are advertising. I understand you have an excellent reputation for selling and buying houses this is one of the reasons I am applying for this position. I am a very motivated and hardworking person who will always do their best. I hope you will look at my CV and consider me for the job role. 

Kind regards, 
Kirsty Davies



Estate Agent Administrator
Hardings - Salisbury SP1 2BP
£15,000 - £20,000 a year - Full-time, Part-time, Permanent - Temporarily remote
Responded to 75% or more applications in the past 30 days, typically within 1 day.
Apply with Indeed
· Estate Agent & Architectural Services Administration
· Previous experience in Estate Agency an advantage
· Must have experience of Microsoft and using Software Packages
· Organised and conscientious, with pride in the work
· Pro active
· Role can develop depending on candidates ambition
· Good on the telephone and with clients face to face if required
Part-time hours: 40 per week
Expected Start Date: 04/01/2021
Job Types: Full-time, Part-time, Permanent
Salary: £15,000.00-£20,000.00 per year
Additional pay:
· Bonus scheme
· Commission pay
Benefits:
· Employee discount
· Flexible schedule
· On-site parking
Schedule:
· Monday to Friday
Experience:
· Administration: 3 years (Preferred)


