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____________________________________________________________________
Personal Profile

I am a highly experienced and ambitious retail Assistant Store Manager with extensive experience of the retail sector at branch management level. I have exemplary organisation skills from solving day-to-day staff and customer issues whilst maintaining an essential eye to details. I have consistently produced high standards of work and flourish in a demanding and pressurised environment. I can work alone as well as in groups and believe delegation is the key to successful teamwork with the appropriate guidance and support. In my 4 years of management I have consistently sought to identify and develop any potential candidates for progression and further advancement. 
______________________________________________________________________________

Key Skills
•	Relationship building                   *  Administrative control                               *   Team Leadership
•	problem solver                            *  Communication / Presentation                 *   Compliant manager
•	Complaint manager                    *   Organisation 
•	Technical support                       *   Sales Management 

Work Experience

May 2013 – Senior Assistant Store Manager (Seconded Store Manager July - October 2018)
2010 - 2013 Customer service adviser 
Vodafone, Birmingham

When a customer enters a Vodafone store, my job is to make them feel welcomed, valued and wanting to return. I am a key part of creating this customer experience. I am responsible for training new and existing team members, helping out on the floor, doing admin tasks from stock taking to cashing up. I regularly arrange team meetings in order to constantly improve. Keeping the team motivated and achieving all KPI’s is key as well as developing strategies for improvement. 

Key Responsibilities
Built regional reputation for training & managing stores;
Consistently thinking of commercial priorities during store operation;
Supporting sales team exceed KPI performance;
Confidently providing easy to digest solutions for customers;
Managing team with experience and expertise.
Conveying useful knowledge across stores around the region.


November 2005 – 2010 (Weekend) Customer Service
Argos High St, Dudley

As a Customer Service Advisor my role involves being friendly, efficient, having good communication skills as well as providing good customer service and using own initiative. 
 I ensure customers are satisfied with the quality of the service and goods that they buy. I operate the tills and I also work in the cash office. As a cashier I balance all the tills, input numerical information on the computer, investigating any imbalances (shorts and over). I also performed basic administration tasks, which include faxing, photocopying, answering calls, handling post and printing the report for the day. I manage enquires from colleagues such as booking holidays, staff uniform any other problems they have.
Other duties include stock control - I work in the stock room checking/counting the stock, stock transfers, making sure the stock room is tidy for health and safety reasons.

Education and Qualification  

Nova Recruitment, Castle st, Dudley 2009-2010

Customer Service Level 2                                            Pass

Dudley College, The Broadway, Dudley, Evening Class 2006-2007
 
Business Admin level 2				 Pass

Dudley College, The Broadway, Dudley 2005-2006

BTEC First Diploma in Business Studies 		Pass, Pass
Key Skills Maths	& English                       Pass, Pass

Alexandra High School and Sixth Form Centre, Alexandra Road, Tipton 2000-2005

GCSE Grades 
5 GCSE’s including business studies and Science Grade C. 


Interest 
I enjoy socialising with friend, shopping, and keeping fit. 
I adore travelling to different countries, exploring different lifestyle and learning cultures 
I have done skydiving and also been nominated to do Jury Service, October 2017



REFERENCES AVAILABLE UPON REQUEST





























Business Support Officer – Highways England

I would like to be considered for the role of business support officer, as I am looking for a new challenge and to work within a highly reputable company. 
I am confident that I would be able to use my transferable skills from the Vodafone Retail, on the basis of the extensive work experience that I hold. I have proven track record of delivering a high standard of customer care service and have progressed up the ranks quickly within my current role. In addition to holding invaluable customer service skills, I am confident that I would be able to fulfil the role as a Business Support Officer due to my experience as a Senior Assistant Store Manager. Under this role I currently manage and support a team of 15 on a daily basis, including training temporary additional staff during peak seasonal periods and staff absences.
 
I have 8 years of experience working in sales I am self-driven and self-motivated in this field.. I enjoy challenges and delivering more than expectation on a day to day.. 
KPI is key as well as developing strategies for improvement.  

A good standard of verbal and written communication skills will mean that I can convey the business's polices and strategies effectively and persuasively to staff and customers alike.

I look forward to being invited for an interview, and being able to join and thrive in a successful environment.

Many thanks 
Shakira Begum









Business Support Officer – highways england
1. Work locations National Traffic Operations Centre (Birmingham)
1. Job Operational Delivery
1. Employee Status Regular
1. Salary £25,324 - £26,950
1. Closing date 23/10/2020 23:59
Apply now
Share this article
1. Share on Twitter
1. Share on FaceBook
1. Share on LinkedIn
Your new role

In this fast-paced role you will join the business’ Network Occupancy Management System - Business Administration Team (NOMS BAT) within the Operations Directorate as the Business Support Officer.

NOMS BAT is responsible for the administration, standards, training and development of system change within our road space booking systems.

We are looking for a customer-focused individual with excellent communication and organisational skills, who is keen to learn and provide flexible support. You will need to be able to convey messages clearly and positively to differing audiences. Familiarity of working within an operational environment would be beneficial.

What you’ll be leading on

• Be the first line support for all enquiries from both internal and external stakeholders.
• Collect and summarise performance information and statistics to support key operational reports and improvements.
• Ensure training and process documentation is clear and accurate, amending and updating where necessary.
• Liaison with our service supplier on system performance and faults, to support a timely resolution.
• Enter and maintain information on systems and central registers
• Provide initial support to colleagues on process guidance, develop and implementing a coaching strategy where necessary
• Coordination and escalation of urgent operational matters, providing resolution support where possible.

To be successful

• Excellent administrative skills
• The ability to work independently and proactively
• Good organisational / planning skills
• Experience of using, and advising on, software systems 
• Evidence of building effective relationships with a wide range of stakeholders
• Effective written and verbal communication skills
• Experience of using Microsoft 365 (Outlook, Word, Excel, etcetera)

A bit about us

Making sure our customers have safe and reliable journeys is at the heart of everything we do in Operations. We keep the roads open for business and play a key role in making sure the network we manage is fit for purpose today and for the future.

Want to know more?

To request a copy of the role profile please contact Georgia.johnson@highwaysengland.co.uk quoting reference number HIG04104.

Why you should join us

At Highways England we believe in a connected country. We are passionate about creating a culture where colleagues feel connected, included and enjoy greater wellbeing to achieve this.  We’re proud that as an organisation we are continually striving to do better and actively encourage and support our colleagues to do the same with their careers.  

So if you put safety first, take ownership of your work, show passion for what you do, work effectively in a team, and demonstrate integrity in how you do it – then you’ll be a great fit for our organisation.
 
And finally

And finally we reserve the right to close before the advertised closing date, so we recommend completing your application as soon as possible.


