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[bookmark: _Toc214614984]1. Introduction
As a Senior Recruitment Specialist working across the manufacturing, logistics, industrial, and construction sectors, my role requires exceptional organisational skills, effective communication, client relationship management, compliance awareness, and the ability to work under pressure. My daily responsibilities include developing strong candidate pipelines, sourcing skilled workers, delivering high-volume recruitment campaigns, maintaining long-term client partnerships, and ensuring adherence to onboarding and regulatory requirements (e.g., right-to-work checks, health and safety, industry-specific compliance). These responsibilities align with the extensive experience I have acquired within 360° recruitment and account management roles, supported by evidence from my professional portfolio. 
Beyond operational duties, I frequently engage with senior stakeholders, prepare workforce reports, resolve client challenges, and problem-solve barriers that affect service delivery. This is evident from my problem-solving work, where I examined how late client payments impact financial stability within recruitment operations. 
Such challenges emphasise the importance of structured decision-making, proactive planning, and financial awareness within recruitment leadership.
My professional practice module also strengthened my understanding of communication, behaviour, emotional intelligence, and unconscious bias in workplace settings (Goleman, 2018; Bandura, 1999). These insights emphasise the need for ethical, emotionally intelligent leadership in recruitment environments. 
I aim to progress into a Recruitment Operations Manager or Senior Leadership role over the next few years. To achieve this, I must continue developing my leadership capability, financial understanding, strategic decision-making, and confidence in influencing colleagues and stakeholders. Continuous Professional Development (CPD) enables me to identify gaps in my skills, reflect on my experiences, and create evidence-based action plans for professional growth. I must develop strategic thinking, financial capability, decision-making skills, and the ability to influence effectively key elements of modern leadership (Northouse, 2022).
This report follows a structured approach, analysing learning styles, competencies, barriers, and development opportunities using recognised development tools such as SWOT, gap analysis, and PDP planning. It incorporates reflective practice and leadership insights drawn from previous modules, including enterprise and entrepreneurship, professional practice, and problem-solving. 
A second colleague, Karen Charlesworth, is included in this report. Karen is a methodical, thorough Recruitment Consultant with excellent communication skills. She is direct yet cautious, often seeking reassurance before making decisions. Her learning style, development needs, and PDP are analysed to mirror the structure used in the example CPD report.
[bookmark: _Toc214614985]2. Identifying Learning Styles
Recognising how I learn allows me to choose development methods that maximise my engagement, confidence, and professional growth. Learning styles influence how knowledge is absorbed and applied in practice, helping shape personalised and effective training plans. Two learning style frameworks have been used: VARK (Fleming) and Honey & Mumford.
[bookmark: _Toc214614986]2a. My Learning Style – Carla O’Keefe
Drawing on my experiences across the modules and reflecting on how I engage with learning, I have identified the following characteristics:
Primary Learning Style: Kinaesthetic
I learn best through hands-on experience, real-world application, and practical tasks. This aligns strongly with my daily work in recruitment, where direct engagement — interviewing candidates, managing client issues, interpreting compliance checks, and troubleshooting operational challenges — forms the foundation of my learning. This mirrors evidence from my business plan module, where experiential learning was key to understanding market demands and financial forecasting. I learn most effectively through hands-on experience. This aligns with experiential learning theory, which emphasises learning through doing (Kolb, 1984).
Secondary Learning Style: Pragmatist (Honey & Mumford)
As a pragmatist, I prefer learning that is relevant, practical, and immediately applicable. I benefit from structured models only when I can connect them to real business challenges. For example, problem-solving frameworks such as the 5 Whys, fishbone diagrams, or cost-benefit analyses became meaningful to me because I applied them directly to operational issues affecting recruitment cash flow. Pragmatists prefer practical application and real-world solutions (Honey & Mumford, 1986).
Reflection
During my professional practice module, I demonstrated reflective tendencies when analysing complex interpersonal dynamics, unconscious bias, communication challenges, and ethical dilemmas within workplace teams. 
I reflect deeply on behaviour, tone, and decision-making — especially when communication goes wrong or leadership challenges arise.
My professional practice assignment showed that I reflect deeply on communication issues, emotional triggers, and workplace dilemmas—consistent with reflective learning models (Gibbs, 1988; Schön, 1983). 
This helps me improve interpersonal and leadership skills.
Implications for My Development
· I benefit from scenario-based training, shadowing, simulations, and real-case analysis.
· I require hands-on interaction with systems, tools, or real business challenges rather than theoretical-only teaching.
· Reflective journalling and structured feedback help me strengthen emotional intelligence and communication.
· I will progress best through practical leadership development, applied financial tasks, and performance-based learning rather than abstract study alone.
· I benefit from practical CPD: shadowing, simulations, case studies.
· Reflection enhances emotional intelligence (Goleman, 2018).
· Applying theory to real recruitment challenges improves retention and confidence.
[bookmark: _Toc214614987]2b. Learning Style – Karen Charlesworth 
Karen Charlesworth is methodical, thorough, and an excellent communicator. Her cautious yet direct manner influences how she processes information and interacts with colleagues and candidates.
Primary Learning Style: Read/Write (VARK)
Karen prefers information that is clearly structured, written, and easy to review, she prefers observing before acting, reviewing details, and analysing information thoroughly. This reflective approach supports accuracy but may reduce decision-making speed.
She learns effectively through written procedures, checklists, emails, scripts, and documentation. She values accuracy and consistency and feels more confident when she has written guidance to refer to. Karen learns best through written documentation, procedures, and checklists, consistent with VARK theory (Fleming & Mills, 1992).
Secondary Learning Style: Reflector (Honey & Mumford)
Karen likes to observe before acting and prefers to take time to analyse situations. She considers the consequences of decisions, which aligns with her cautious nature. She prefers reviewing data, notes, and reports and does not rush into decisions.
Implications for Karen’s Development
· She benefits from clear written instructions, frameworks, and step-by-step guidance.
· Training should include reports, written exercises, structured workflows, and opportunities to reflect.
· She may require support to improve decision-making speed and confidence in dynamic recruitment environments.
· Coaching can help her become more assertive and independent in her decision-making.

[bookmark: _Toc214614988]2c. Why Learning Styles Matter in Recruitment
Learning styles directly influence performance in recruitment, where high-volume workloads, decision-making, candidate assessment, and client communication require both structure and adaptability.
Understanding my kinaesthetic–pragmatic–reflective style ensures that my development activities will be applied, relevant, and grounded in real operational practice — which supports my progression into senior leadership.
Recognising Karen’s read/write–reflector preferences ensures that she receives appropriately structured development support, enhancing accuracy, confidence, and workflow consistency. Recruitment requires adaptability, structured decision-making, and effective communication. Understanding learning styles enhances performance by ensuring development activities suit individual needs. This supports both leadership development and team capability (Belbin, 2010).
[bookmark: _Toc214614989]3. Development Needs
To identify development needs, I used SWOT and gap analysis tools. These approaches create clarity around strengths, weaknesses, and the skills required for progression.
[bookmark: _Toc214614990]3a. SWOT Analysis – Carla O’Keefe	
I identified development needs using a SWOT analysis, guided by MindTools (2023), alongside a gap analysis. Together, these methods highlighted the strengths, weaknesses, opportunities, and threats for both myself and Karen, helping ensure our training and development pathways align with actual workplace expectations.

	Strengths
	Weaknesses

	Extensive experience in high-volume recruitment across multiple sectors.
	Limited formal financial training, particularly around forecasting and budgeting.

	Strong communication skills and stakeholder management abilities.
	Tendency to become overly self-critical in performance-intensive environments.

	Excellent candidate rapport and account management capability.
	Direct communication style sometimes misinterpreted under emotional pressure.

	High organisational skills, able to manage multiple processes simultaneously.
	Limited exposure to strategic operational management.

	Proven revenue generation and strong commercial awareness.
	Need to develop deeper emotional intelligence and conflict-resolution skills.

	Structured problem-solving and decision-making ability.
	 



Opportunities
· Progression to Recruitment Operations Manager.
· ILM leadership and management training. 
· Financial management development for non-finance professionals.
· Advanced ATS/CRM and data analytics training.
· Greater involvement in strategic decision-making.
Threats
· Highly competitive recruitment market with fluctuating labour demands.
· Economic pressures affecting hiring budgets. 
· Cash flow instability caused by late client payments. 
· Work environments with unconscious bias or inconsistent leadership, which may limit progression. 
[bookmark: _Toc214614991]3b. SWOT Analysis – Karen Charlesworth






	Strengths
	Weaknesses

	Highly methodical and thorough.
	Overly cautious in decision-making.

	Excellent communicator with strong rapport-building skills.
	Lacks confidence when managing client objections.

	Detail-focused and compliance-driven.
	Can hesitate when faced with unfamiliar or fast-paced tasks.

	Reliable and consistent performer.
	Needs to develop stronger IT and digital reporting skills.



Opportunities
· Development into Senior Recruitment Consultant or Team Leader.
· Training in decision-making, confidence building, and communication.
· Opportunities to lead smaller recruitment campaigns.
· Digital literacy development through ATS/CRM training.
Threats
· Risk of becoming overwhelmed in high-speed environments.
· Inconsistent performance if decision-making confidence does not improve.
· Falling behind digital requirements if IT skills are not strengthened.

Reflection
Conducting the SWOT and gap analyses helped me recognise how my learning preferences and behavioural tendencies shape my professional performance. It also highlighted how emotional intelligence, reflective capacity, and experiential learning contribute to effective leadership (Goleman, 2018; Boud, Keogh & Walker, 1987). Karen’s analysis reinforced how diverse learning styles contribute to balanced team performance but also emphasised the importance of tailored support, especially for confidence-building and digital capability.
The reflective process demonstrated the importance of fairness, communication awareness, and ethical behaviour in recruitment—key themes explored in my professional practice module. 
This has strengthened my commitment to inclusive, emotionally intelligent leadership as I progress towards more strategic roles.

[bookmark: _Toc214614992]3c. Gap Analysis – Carla O’Keefe
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[bookmark: _Toc214614993]3d. Gap Analysis – Karen Charlesworth
[image: ]


Reflection on My Gap Analysis
Completing my gap analysis provided a deeper understanding of the specific skills and behaviours I need to develop in order to progress into a leadership or operational management role. While I already had a strong awareness of my strengths in communication, organisation, and recruitment delivery, the gap analysis allowed me to look critically at the areas I often overlook or underestimate.
One of the most significant reflections was realising the extent of my development needs in strategic planning, financial literacy, and adaptive leadership. Although I perform well operationally, the gap analysis highlighted that progression into senior management requires a more advanced understanding of forecasting, budgeting, and long-term decision-making. This aligns with challenges previously identified in my problem-solving module, where issues like late client payments exposed gaps in my commercial understanding. Recognising this gap initially felt uncomfortable, but it has become a motivating factor in shaping my CPD priorities.
The analysis also helped me understand how my communication style links to emotional intelligence. I often communicate clearly and directly, which is effective in fast-paced recruitment environments, but in more sensitive or high-pressure situations this can be misinterpreted. Acknowledging this behavioural gap has encouraged me to focus more on emotional agility, reflective practice, and strengthening my ability to adapt my style depending on the audience. This is essential for leadership roles where influence and relationship-building are key.
In addition, the process emphasised the importance of developing digital and analytical skills. While I am confident in using recruitment systems, I recognise that advanced reporting, data interpretation, and CRM optimisation are vital for strategic decision-making. This gap reflects wider changes within the industry, where data-driven insights increasingly guide workforce planning and client engagement strategies.
Reflecting on the gap analysis overall, I have gained a clearer sense of direction and purpose. Instead of viewing the gaps as weaknesses, I now see them as structured developmental goals that align directly with my future ambitions. The process has reinforced the importance of continuous learning and highlighted the value of formal qualifications, such as progressing through ILM Level 4 to Level 6. It has also helped me prioritise actions—such as improving financial confidence, enhancing emotional intelligence, and developing digital capability—that will support my readiness for leadership responsibility.
Ultimately, the gap analysis has strengthened my self-awareness, clarified my professional journey, and provided a realistic roadmap for the skills and competencies I must build to advance in my career. It has given me the confidence to take ownership of my development and commit to the necessary steps to become an effective and strategic recruitment leader.

[bookmark: _Toc214614994]4. Potential Barriers to Learning and Strategies to Overcome Them
4a. Potential Barriers – Carla
· High workload limits available time for structured CPD.
· Emotional demands of recruitment can drain motivation.
· Financial topics may feel unfamiliar and intimidating.
· Perfectionism or self-pressure may create anxiety during new learning.
· Bias or inconsistent leadership in workplaces can undermine confidence. 
[bookmark: _Toc214614995]4b. Potential Barriers – Karen
· Hesitation and self-doubt may delay decision-making.
· Overreliance on written guidance may create difficulty in dynamic situations.
· Limited digital confidence may lead to errors or avoidance.
· Anxiety around assertiveness when handling client objections.
Strategies to Overcome Barriers
For Me (Carla)
· Protected CPD time each week.
· Blended learning: practical tasks, role-play, job shadowing.
· Financial learning through real business examples.
· Reflective practice using Gibbs and Kolb frameworks. 
· Coaching to support communication and EI development.
For Karen
· Step-by-step written guides to reinforce learning.
· Micro-learning sessions for digital skills.
· Confidence-building workshops and role-play.
· Mentoring to encourage reflective decision-making.
· Opportunities to handle low-risk decisions independently.

[bookmark: _Toc214614996]5. Development Options
For Myself
Internal/Practical Options
· Shadowing senior managers or directors.
· Leading project-based initiatives (e.g., process optimisation).
· Taking ownership of financial reporting processes.
· Participating in strategic planning meetings.
· 
External Formal Options
· ILM Level 5 Leadership & Management qualification.
· Financial management for non-finance managers.
· Advanced communication and conflict resolution training.
· Diversity, bias, and inclusive leadership workshops.
· Data analysis, Excel, and ATS/CRM advanced training.
These align with both current gaps and future leadership aspirations.
[bookmark: _Toc214614997]6. Support Mechanisms
· Mentoring from senior leaders within recruitment or operations.
· Coaching to enhance communication, emotional intelligence, and leadership presence.
· Peer learning with other recruitment professionals.
· Access to financial tools, templates, and training modules.
· Reflective practice groups to analyse interpersonal and ethical scenarios.
· Networking to build industry insight and leadership confidence.
For Karen
· Excel fundamentals and CRM reporting training.
· Assertiveness and confidence-building workshops.
· Delegation and decision-making training.
· Opportunities to mentor junior colleagues.
· Structured leadership development pathway.
· With support mechanisms I can ensure the availability of guidance, feedback, and reinforcement throughout the CPD process.
Mentoring provides direction, constructive feedback, and access to leadership insight—supporting reflective practice (Boud, Keogh & Walker, 1987).
Coaching
· Professional coaching enhances emotional intelligence, communication, and decision-making (Goleman, 2018).
· Peer Learning
· Collaboration with peers encourages shared knowledge and diverse perspectives (Edmondson, 2019).
· CPD Learning Platforms
· Online training allows flexible access to accredited courses personalised around learning styles.
· Shadowing Senior Colleagues
· Shadowing supports experiential learning (Kolb, 1984), improving both strategic awareness and practical understanding.
· Competency Frameworks
· Clear competency frameworks ensure development goals remain measurable, realistic, and aligned to organisational objectives.

[bookmark: _Toc214614998]7. Personal Development Plans (PDPs)
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[bookmark: _Toc214615000]7b. PDP – Karen Charlesworth
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[bookmark: _Toc214615001]7c. Personal Objectives
Short-term (1 year)
· Complete leadership and finance training.
· Gain confidence in conflict resolution and EI.
· Lead a small-scale operational improvement project.
Medium-term (2–3 years)
· Progress into Senior Recruitment or Operations leadership role.
· Manage larger accounts and develop people management experience.
Long-term (3–5 years)
· Transition to Recruitment Operations Manager or Regional Lead.
· Mentor junior recruitment professionals.
· Contribute to organisational strategy.
[bookmark: _Toc214615002]8. Monitoring Progress
Progress will be monitored through:
· Monthly reviews with line manager.
· Completion of CPD modules.
· Feedback from clients, colleagues, and stakeholders.
· Evidence of improved performance indicators (e.g., fill rates, client satisfaction).
· Reflection logs using Gibbs or Schön. 
· Demonstrable improvements in financial reporting or digital tasks.
[bookmark: _Toc214615003]9. Conclusion
This CPD report has enabled me to analyse my strengths, weaknesses, and development opportunities through structured tools such as learning style assessments, SWOT, and gap analysis. These insights have helped shape targeted PDPs for both myself and my colleague Karen, ensuring that our development plans reflect our learning preferences, roles, and career aspirations.
My experience across recruitment, problem-solving, professional practice, and business planning provides a strong foundation for career progression. Through CPD focused on emotional intelligence, financial literacy, leadership, communication, and digital proficiency, I am well positioned to step into senior responsibilities.
Continuous professional development is essential within recruitment, where adaptability, communication, and strategic thinking directly influence success. This report provides a structured roadmap for growth, enabling me to deliver stronger outcomes for clients, candidates, and the wider organisation.
[bookmark: _Toc214615004]10. Evaluation (Gibbs’ Reflective Cycle)
Description
The CPD process required me to analyse my learning style, assess my strengths and weaknesses, identify development gaps, and create a structured professional development plan. It also involved reflecting on my long-term career goals and evaluating the skills needed to progress into leadership roles.
Feelings
At the beginning, I felt unsure about how to structure the process and slightly overwhelmed by the level of detail required. As I progressed, I felt more confident and increasingly motivated. Recognising both my strengths and development areas gave me a clearer sense of direction and reassurance that I can achieve my long-term goals.
Evaluation
There were several positive aspects of this process.
· I gained a much clearer understanding of my learning style and how it affects my development.
· Creating a structured learning plan gave me confidence in my progression and helped me visualise a realistic pathway toward my career goals.
· I developed stronger self-awareness by identifying the areas where I need improvement.
However, there were also challenges.
· At first, I struggled to know where to begin and how to frame my reflections effectively.
· Realising how many additional skills I need to progress was initially daunting and made me doubt my readiness for leadership.
Analysis
By exploring my learning style, I recognised why certain development activities are more effective for me than others. Understanding these patterns will help me choose CPD methods that align with my strengths, such as practical learning and reflective practice. Identifying gaps in financial knowledge, emotional intelligence, and strategic capability also highlighted why some workplace situations feel more challenging. Seeing these gaps clearly allows me to plan my development more realistically.
The discomfort I felt at the start of the process reflects a natural reaction to self-assessment and recognising areas for improvement. Over time, this discomfort became motivation, as the analysis revealed clear steps I can take to enhance my skills.
Conclusion
Overall, the CPD process was highly beneficial. Despite initial uncertainty, I gained clarity about my goals, strengths, and development needs. I learned that reflection is essential for growth, and that acknowledging weaknesses is not a setback but a necessary part of professional development. The process has strengthened both my confidence and commitment to pursuing leadership roles.
Action Plan
· Continue to reflect using Gibbs’ Cycle to deepen self-awareness.
· Follow the structured CPD plan created, focusing on financial literacy, emotional intelligence, and strategic leadership.
· Enrol in ILM Level 4, progressing to Levels 5 and 6 to support my long-term career aspirations.
· Schedule monthly reviews to track progress and update my CPD log.
· Seek ongoing mentoring to reinforce development and maintain accountability.

[bookmark: _Toc214615005]11. Reflection
Through completing this report, I strengthened my understanding of how personal behaviours, communication styles, bias, and organisational culture shape leadership effectiveness. My professional practice module demonstrated how unconscious bias, conflict, and ethical lapses can disrupt team cohesion. Completing this CPD report helped consolidate knowledge gained across three academic modules, reinforcing links between theory and practice. My professional practice module strengthened my understanding of emotional intelligence, communication styles, bias, and reflective behaviour—key components of effective leadership (Goleman, 2018; Bandura, 1999). 
I now appreciate the importance of emotional intelligence, fairness, and reflective leadership when resolving workplace issues.
The problem-solving module revealed how structured decision-making frameworks help identify root causes and evaluate options, especially for challenges such as late client payments in recruitment. My problem-solving module taught me how structured models enable deeper analysis of operational challenges such as cash-flow instability and decision-making barriers (Kolb, 1984). 
I learned how financial decisions impact operational stability and how evidence-based analysis informs long-term sustainability.
My business planning module emphasised the importance of strategic thinking, operational planning, market awareness, and financial forecasting. My enterprise and entrepreneurship report deepened my awareness of financial forecasting, commercial decision-making, and operational planning—essential skills for senior roles (Dewey, 1933). 
Combined with leadership insights from other modules, this strengthened my ability to think critically, plan ahead, and make informed decisions.
Overall, this CPD process has helped me understand where I excel — communication, organisation, integrity, commercial awareness — and where I must grow to achieve leadership roles. Reflection, honesty, and structured planning have all been vital components in my development journey.

[bookmark: _Toc214615006]13. Appendices 
[bookmark: _Toc214615007]13a. CV
Telephone: 07999540700 (mobile) Email: Carlaokeefe88@gmail.com

Date of Birth: 13th December 1988

Personal Profile:
An all-round Account/ Recruitment specialist. Specialising in the Manufacturing and Industrial Sectors across Wales and the Southwest, delivering both high and low volume recruitment

Organised, self-motivated and passionate about the work that I do, I take pride in the tasks that I’m given and complete to a high standard. I liaise with Senior level stakeholders and encourage team members to deliver performance excellence. I communicate comfortably and clearly with others and able to give and receive instructions very well. Past employers would describe my work ethic to be methodical and consistent.
Current Notice period - 4 weeks
Current Salary - £63,000 (incl bonus)
Work History
Current Employment
November 2018 - Present

360 Recruitment Specialist /Account Manager (Driving, Logistics, Production, Manufacturing, Industrial & Construction) 
· Using sales, business development, marketing techniques and networking to attract new and existing business  
· Project Managed smooth recruitment processes
· Analyse and improve recruitment process, incorporating best practices and innovative approaches.
· Managing onsite recruitment liaising with HR Personnel, conducting weekly presentations to senior level stakeholders.
· Generating profitable GP margins of between £15k & £17k per week
· Maintain and develop relationships with new and existing partners and customers, developing advocacy to generate additional business opportunities
· Processing Payroll
· Following Strict Compliance procedures to onboard suitable candidates ensuring recruitment processes are adhered to.
· Ability to use a variety of recruitment methods and manage the full recruitment process.
· Liaising with governing bodies and Stakeholders building/ maintaining relationships

· Using external/ internal databases to recruit successfully (ATR / ATS / SMR/ CMS Systems) 
· Testing the market 
· Strong organizational skills and the ability to manage multiple recruitment processes simultaneously
· Attending local Jobs Fairs to attract new business and quality candidates 
· Receiving and reviewing applications, conducting interviews
· Requesting references and checking the suitability of applicants before submitting their details to the client.
· Managing Absence trackers / Disciplinary Procedures
· Briefing the candidate about the responsibilities, salary, and benefits of the job in question.
· Negotiating pay and salary rates and finalising arrangements between client and candidates.
· Offering consulting advice, training, and career progression.
· Reviewing recruitment policies to ensure effectiveness of selection techniques and recruitment programmes.
· Onsite Factory Tours/ Assessments/ Interviews
· Conducting and assessing Health and Safety inductions for clients in their work environment.

July 2018 – November 2018 Accounts Payable –
Lloyd Walters Construction Industry – Temporary Assignment
· Credit Control 
· Purchase Ledger
· Sales Ledger
· Raising PO Numbers
· Purchasing of materials and cost saving 
· Responsible for the business’s bank accounts/ Payments
· Management of on- site contractors’ compliance  
· Knowledge and understanding of CIS Payments 
· Xero and Sage Experience
· Management of company insurance policies - Employer/ public / product liability
· Raising invoices/ purchase orders & Credit notes
· Purchase and supplier reconciliation
· Building relationships with customers and suppliers
· Hire in experience of plant equipment 


· Knowledge of the PLANT AND VEHICLE HIRE INDUSTRY/ WASTE RECYCLING/PPE/ ON SITE REGULATIONS
· Preparation / review of Purchase Orders, ensuring authorised.
· Processing of Purchase Invoices, staff expense/credit card payments and ensuring authorised where necessary and are matched to Purchase Orders.
· Maintenance of Petty Cash.
· Preparation of regular Supplier payment runs (through E-Banking), ensuring all amounts due are paid on a timely basis, payments are supported by valid authorised Purchase Invoices and that payments are accurately reflected in SAGE.
· Monthly reconciliation of Supplier Statements to the Purchase Ledger; and Purchase Ledger to General Ledger
· Investigate any discrepancies/queries with Management/Supplier, ensuring a professional relationship with Supplier is maintained always.
· Assist accounts with price and payment queries.
· Escalate any issues (non-payment, accounts on stop) immediately.
· Liaise with external suppliers and monitor their performance
· Liaise with internal departments on all aspects of the business
· Monitor and challenge costs – SAVED THE COMPANY £20,000 PER ANNUM FROM IDENTIFYING COSTINGS OF ELECTRIC POWER GENERATORS
[bookmark: page2]
Ecokeg Europe Ltd
Finance Administrator July 2016 – July 2018 (Manufacturing and Recycling Industry)
· Responsible for the business’s bank accounts/ Payments
· Recycling and waste management experience
· Credit Control – managing a ledger of around 500 accounts and dealing with “ AT RISK” customers
· Liaise with External Legal Collections of debt
· Raising invoices/ purchase orders & Credit notes
· Purchase and supplier reconciliation
· Plan/organise customers records to produce VAT returns & prepare for accounts to be finalised
· General Office duties, ordering stationary, answering calls
· Responsible for reporting issues to the manager
· Petty Cash handling and checking expenses are monitored.
· Decision Making
· Sage Line 50
· Excel spreadsheets and reports
· Company Data Base entry.
· Answering customer queries and placing of customer orders.
· Ability to work to strict deadline and under pressure
· Liaising with invoice factoring companies
· Building relationships with customers and dealing with individual business needs
· Use of CRM systems
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