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PERSONAL STATEMENT
[bookmark: _GoBack]I am an extremely motivated university student looking to further my experience in data entry and in I.T. I work very well in either a team or on my own. I also have a positive attitude and a focused mind and when given a task I will finish the task Precisely and efficiently. 

EXPERIENCED IN 

· Adobe Suite (Used Since 2011)
· Avid Media Composer (Used Since 2012)
· Broadcast Standard Cameras
· Basic Sound Equipment (H4N, Boom Microphones etc) 

WORK EXPERIENCE

Administrative Assistant/ Data Entry Clerk – July 2014 – September 2015 
Galw Gofal/Care Connect - http://www.galwgofal.gov.uk/
Location - 8 - 10 Ffordd Bugail, Colwyn Bay, Conwy, LL29 8TN

Responsibilities:

· Entering Data into PNC (Monitoring Centre Software) System
· Checking Accounts on AS400 
· Creating Processes for other staff members to use equipment (Scanners Etc.)
· Deleting old/outdated accounts on PNC System and Microsoft Excel

General Assistant – April 2013 – August 2013
Cadwaladers Ice Cream’s - http://www.cadwaladers.co.uk/
Location Station Approach, Betws-y-Coed LL24 0AE

Responsibilities:

· Customer service 
· Money and card handling 
· Keeping Premises clean and tidy
· Checking stock on products 


EDUCATION

BA (Hons), Television Production - September 2014 - June 2017. (Ongoing)

University of Gloucestershire, Cheltenham

BTEC, Media Production – September 2012 – June 2014
Triple Distinction Star

Llanrdrillo College
Llandudno Rd, Rhos on Sea, Colwyn Bay LL28 4HZ

DiDA Diploma In Digital Applications – September 2010 – June 2012
Pass Grade 

Llandrillo College
Llandudno Rd, Rhos on Sea, Colwyn Bay LL28 4HZ
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