Lusharnia Gordon
D.O.B:14/07/1990
Birmingham, West Midlands B12 0sq
Contact:lusharnia.gordon@gmail.com
07766345929 

Professional summary
Enthusiastic, outgoing and punctual self-starter with excellent professional skills. I strive to do my up most’ best in everyday activities in and outside of work. I am always well-presented and remain professional. Punctuality is of an asset to me as this is key in any establishment as well as being focused on exceeding expectations. I am currently seeking a career change into something in which I am can make a difference and help others with the use of my skills and in which I could progress in.


Skills
· Mother of 3 children
· Numerous years of childcare
· Basic clerical knowledge
· Active listening skills
· Skilled problem solver
· Extremely organised
· Excellent people skills
· Very reliable and punctual

Student                  09/2019 - Current
University of Wales Saint Trinity David 
(CertHE Skills for The Workplace- Health & Social Care Level 4)

Office Administrator       03/2014 to 10/2018
(Ladywood Furniture Project)
· Arranged a large amount of booking collections and deliveries, ensuring they were made safe and efficiently.
· Managed a high volume of calls
· Organised and filed, opened and distributed mail and provided project support
· Managed data entry and company books
· Provided excellent customer service



Sales Assistant     02/2011 to 01/2014
(Juliet’s Hair & Beauty - Birmingham, west midlands)
· Completed all cleaning, replenishing stock and organising tasks in assigned sales area.
· Recommended merchandise to customers based on their needs and preferences.
· Responded to customer questions and requests in a prompt and efficient manner.
· Engaged with customers in a sincere and friendly manner.
· Maintained knowledge of current sales and promotions, policies regarding payment and exchanges, and security practices.


Training Administrator   06/2008 to 09/2010
(First Aid Works - Birmingham, West Midlands)
· Managed office supplies, vendors, organisation and upkeep.
· Answered and managed incoming and outgoing calls while recording accurate messages.
· Coordinated, scheduled and arranged meetings as well as training course bookings.
· Opened and properly distributed incoming post.
· Oversaw inventory and office supply purchases.


Education and Training
· Gcse’s religious education, maths and English
· Functional skills level 2 maths
· Basic food training certificate
· Food and hygiene level 2
· Health and safety level 2
· First aid certificate

