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Rowanne El-Nader
Address: 9, Maes Y Glyn, Lower Brynamman, Ammanford, SA18 1SY.
Email: r_elnader@yahoo.co.uk | Contact Number: 07727433338

Personal Statement:
I am a hard working individual with over 14 years work experience in customer sales & service that has been in various roles, which include: meeting targets,  face to face customer relationships as well as telephone sales, upselling, arranging meetings and appointments, organisation skills, ad-hoc administration work and managing a heavy work load under pressure. I am a very organised person with the ability to time manage the day to day work load of a busy office, I am positive, friendly, approachable and will be a great addition to this company.

Qualifications/Achievements:
· CertHe Skills of the workplace.
· NVQ level 2 in Beauty therapy.
· NVQ level 1 + 2 in Business administration.
· Key skills level 2 in Working with others, Improving own learning & development and Application of number.
· Key skills level 2 in Problem solving, Information & communication technology.

Employment History:
Counter Manager, Lancome.
February 2019 - Present 
· Hitting daily targets.
· Selling products.
· Organising events.
· Collating figures.
· Upselling new products.
· Organising monthly rotas.


Beauty Advisor, Estee Lauder
November 2017 – February 2019
· Selling products to customers. 
· Organising events.
· Creating make up looks.
· Upselling new products.

Customer Service Advisor, Mon Motors – Audi.
August 2015 – September 2017

· Arranging appointments.
· Inbound and outbound calls.
· Arranging courtesy cars. 
· Establishing customers needs for i.e. booking regular services, MOT's and diagnostics to provide accurate information to the service team and technicians.


Customer Service Representative – The Money Shop.

March 2012 – August 2015

· Supplying loans to customers ensuring compliance with FCA, Money Laundering and Anti Laundering policies.
· Pawnbroking.
· Transferring money via Western Union.
· Foreign Exchange.



Software/Additional Attributes: 
· Microsoft office (Word, PowerPoint and Outlook).
· Fluent in written & verbal Arabic.

Personal Interest:
Socialising, walking, travelling and working out.

References: 
Available upon request

Interview Questions:

1. Tell me about a time when you worked under pressure to achieve a task?
When I was working for Cardiff Audi as a customer service advisor, I was responsible for vehicles that were booked in for a service, MOT or a diagnostic. 
The day used to run smoothly however, every now and again I would run into a problem such as the vehicle having more than one issue than expected or the booking is running late, On this one occasion I had a vehicle booked in for a diagnostic and unfortunately the vehicle had to stay with us for a few days, I had to inform the customer that we needed to keep the vehicle in for a few more days and I couldn’t give them a date on when the work would be complete as the parts we needed were out of stock, The customer wasn’t pleased as they relied on their car to carry out their normal day to day errands so I arranged a courtesy car for them and made sure it was dropped off at their place of work, The customer also informed me that they needed the vehicle within 3 days as they were travelling to France and needed the vehicle. I then had to liaise with the technicians who were working on the car and establish what parts they needed to fix the car, I then ordered the parts and requested for them to be delivered as soon as possible so the work can be carried out, I kept the customers updated every day so they were aware of the progress and that they had an idea on when the vehicle would be ready to collect. Finally the vehicle was ready to collect by the third day which was in time for the customers holiday, The customer was very pleased with the results and left great feedback. 

2. Tell me about a time where you were given responsibility of an event that you had to organise?
While working for Estee Lauder we would arrange events over the weekend whether it was a new launch, pay day weekend or promoting the brand. We had a new foundation that was launching over the weekend and I was given the task to arrange an event tailored around it, I was told by my manager that I needed to book a maximum of  10 clients in to have free makeovers, I achieved this by informing the customers of our new foundation launch and invited them to attend a makeup masterclass, I contacted a florist that I personally knew who had just opened her business and suggested to her that she use her displays on our launch day which would help her promote her business and help our counter attract customers.
I then organised refreshments and goodie bags to be given out to our customers who attended the makeup masterclass, I also promoted it via our own social media page and the shopping centres page too. I was given a target which was achieved half way through the day and we attracted so many more customers due to my friends display. 


3. Tell me about something you have had to learn, how you did it and what was the outcome?
In my current job we recently had to adapt to the “New Normal”  due to Covid-19 and as a company they decided to change the way we communicate daily and moved over to a new platform, this required intense training and many of us found it difficult as we were used to the old system. We were given a training course to complete and then were required to install an app, this was very straight forward however, using the app was a little complicated and a few of us needed assistance. I was nominated to collate any issues and feed it back to our area manager, this led to myself being offered to have a one on one training session so I could make the training easier to understand, I then helped my colleagues with the training  and now we are all  up and running on the new system. 

4. What was the reason you applied for this vacancy?
I have always dreamt about working for the NHS, The idea of working for such a well-known health care service would make me so proud, All the work and hours that the staff put in to help vulnerable people is so amazing especially the past 2 years with the Covid-19 pandemic, I know that it would make me so happy that I get to help people every day, I have met so many people that work for the NHS and have always spoken highly about it, It is a job for life and provides great benefits which is something that I am looking for and I would be so grateful if you would give me the chance to work for you. 


5. What skills can you bring to this role?
I can see from the job description that this role requires a lot of organisation, time management and IT skills which are skills that I have over 10 years worth of experience in, I consider myself a helpful and friendly individual that enjoys working as part of a team and working on my own, I love working in an office environment, I enjoy working with computers as I find them very interesting, I pride myself with being a highly motivated and hardworking individual, I am also very organised and enjoy planning events, meetings and appointments, I have always been told that I am approachable and will always go the extra mile for anyone who needed my help. I am able to adapt to change as I have had to do so in my current job due to the impact of Covid-19.
 I always try to stay positive and spread positivity around me by staying motivated every day, I feel it is so important to have a good work ethic as it will always benefit me and help me progress further in my career, I also like being responsible for a team or a project as I find it very rewarding. 



Appendix:
Below is the job advert for the role that I used to build my C.V around and the interview questions, This role would be something that I would apply for in the future once I have completed this course which is CertHe Skills of the Workplace. 
https://www.jobs.nhs.uk/xi/vacancy/916881952
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ADMINISTRATION OFFICER

CLUSTER VIRTUAL WARDS

Are you a self-motivated and experienced adi trator looking for a new challenge that makes a real
difference to patient care? We want confident and capable people to take on the role of
Administration Officer for the SBUHB Virtual Ward programme. We are currently recruiting into 4
permanent posts.

Swansea Bay University Health Board is in the process of redesigning community services as part of the
patient step up/step down pathways to maximise safe and effective patient care in their own homes. This will
act to reduce avoidable hospital admissions and facilitate early patient discharge through the introduction of
Cluster Virtual Wards. The virtual wards will have multi-professional input from Consultants, GPs, nurses and
a wealth of other health and social care staff.

The role of the Adi istration Officer will be to provide comprehensive administrative support to the Clinical
Manager and wider cluster virtual ward team. This includes general administrative support, arranging
meetings, coordinating information, preparation of the virtual ward board round register, minute taking, data
entry on multiple digital systems, generation of daily work lists for clinical staff and regular routine audits. The
post holder is required to communicate and liaise with staff and members of partner organisations, produce
work to deadlines whilst ensuring compliance with Health Board policies. This is a key supporting role in the
effective running of the virtual ward team.

The post holder will need to have the ability to prioritise their own workload, have excellent interpersonal
skills, be adaptable to the needs of the virtual ward service and have a positive, friendly and helpful attitude.
The successful candidate in a well-established Cluster team and will be provided with support and
encouragement to develop in this role. Please read the associated job description for information on specific
qualifications and experience needed before applying for this post.

The ability to speak Welsh is desirable for this post; English and/or Welsh speakers are equally welcome to
apply.




