WD) GETTING A JOB

Curriculum Vitae

®

Name John Smith
! C \/' I’éS um é AmE Address iirsbc:;hfwem Road Telephone 05!
2 interview : o 7w
e .
3 appllcatlon form Date of birth 7 May 1985

Marital status  Single

4 covering letter

Oceupation Sales Assistant
5 tele er purbey Comprehensive School
p h on€ numbe igiing 1997.2004
= SS ficath levels
6 e-mail address ot S, S e s
| English English
7 job board gl 5

History
french

8 job ads i

oABPIE

Customer services assistant - GRM Logistics

! tre : S Fnplopeet i Ived dealing with customer queries on the phone or by
2 Jobcerre s e ke i it
iti g A R B cales managers. | had to be well organised and understand customers
10 Citizens Advice Bureau bt
Sales assistant - GRM Logistics #
irectl rted the sales manager in every aspect of her work. |
el spported e e persion and vsied thse customers
i i when necessary. Good negotiating and communication skills
Application for employme when e
i £ work | am a member of the local football team and play evCry
Q EammomiRErte Otberets Qe ot 2 i i ek
7M 1 also play the drums in a band and
istory = Deteotbinh 7 May 1985 Marmal et ¢ 14 e e ®
work his : : '
e e : 23 Southfield Road, Purbey, Westshire PU23 4HJ
) Address (including postcode) Daytime telephone number @
0763 124790 1 Telephone 0560 152439
23 Tht Evening telephone number . e-mail jsmith@internetsp.com @
0560 152439

na PUZ National Insurance number
sed and e 4H

organ!

Dear Sir/Madam,

I am writing to apply for the position of
Sales Manager advertised in The Evening Fost
on 24 August 2010.
I have been working for the past two years as
a edles assistant within a busy department.
I : I :eieve this has given me excellent experience and the
e . 3 confidence to take a step forward in my career.

J\ Sales 05519
| GRM Lo@'\avc
5 | directly 2uP!
work. 1 handle
these cuoTY
commumca’ﬂ

E-mail address

Education / training

i i tudied
School / College / University etc attended Qualifications gained / courses studid
Purbey Comprehensive School o )

W ewolt 3P 25
ame N Business studies,

m

s d " ;
| \da“vej‘ig 53?;;; Eon ool , . As requgatcd I enclose my full CV and application
wﬂ@;’w{m furbey ) (I)rm lfdthere is any other information you require,
5 : 6 GCSEs: 1 please don’t hesitate to contact
PU22 30N Mathematice, English, L s
Geography, History, .
o - ri nac » PAi/t ['look forward to your reply.

1 also hold a clean driving licence

Yours faithfully,

Pl SN

John Smith

Vacanc
y Vacancy
Job title Line manager — nights & :
o JO titier Customer Services Assistant
Department Production
Depactmant Sales and Marketing
Salary grade cz Satary grad
iary grade 61
Application date 7
Apr Application date Aprid 10
Hours 30 hour — shifts (overtime availabie

Hours. 24-hour minimum — negotiable
Job description The responsibilty is for managing ait
aspects of ne production on our Xexon
450 machines. Previous experience is
essential

Jobdescription  The job requires the ability to answer

calls and emails from customers, provide
information to them and manage a

The successtul candidate is ety 1o have
worked on the Xexon fine during the past
two years. The ability to soive production
problems at short notics is key

Night shift hours. Some weekend
working.

For moce intormation and appiication form

desny Stewart
Human Resousces.

Room 438

database. Full training is provided.

The successtul candidate will have to
have & good telephone manager be polite

and patient at ali times.

Floxiblo hours can be nogotiated

For ssore information and appiication form

Sy Stwwan
Shiatnan Regources
Roces 438
tecnal ot 2453

intranet | sswartacet com




