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01223-563770  /  07929-731350

tammywoods01@hotmail.com



Profile:

An experienced office receptionist, who is extremely capable, flexible and with the ability to build a rapport with people of all levels- inside and outside the organisation. A person who is both willing and now am looking for a more challenging role.

Achievements :
· Successfully gaining 2  A Levels as a mature student

· Promotion from Bar maid to Assistant Manager

· Organised and participated in charity bike rides, raising funds for Marie Curie Cancer Research.

· Consistently dealing with difficult and challenging pub issues before a situation got out of hand. 

Skills:

· Microsoft Office

· First Aid

· Communication Skills

· Reception  Management

· Organisation Skills 

· Email / Internet

· Web page Design

Employment History:  

March 1999 – present
AT&T Laboratories Cambridge Receptionist/Administrative Assistant

AT&T Laboratories Cambridge is Europe's leading communications engineering research laboratory. The laboratory is internationally recognised as a centre of excellence across a broad range of advanced research into communications, multimedia and mobile technologies.

Duties include:

· Updating current documents (Staff personnel, visitors list ).

· Carrying out photocopying, binding and collating documents and faxing, 

· Organising the ordering of refreshments for meetings, monthly reviews and presentations, and other requirements.

· Assisting two managers (Office and HR) with their administration roles on a daily basis.

1996  -  1998
Boathouse Public House

                                       Member of staff

· Serving the public

· Tiding up 

· Stocking up on crisps and snacks

1998 - 1999

Assistant Manager

· General running of the pub in Manager’s absence, making sure the pub ran smoothly and efficiently with no hiccups, dealing with problems quickly and efficiently before a situation got out of hand

· Supervising staff on shift by through effectively delegating tasks. 

· Dealing diplomatically with any work-related issues.

· Training new staff, to confidently work on their own and as part of a team.

· Handling awkward situations with customers tactfully

· Weekly ordering of stock and money management.

1994 – 1996

Career break to study A- Levels 

1990 – 1994

I had a range of roles including a temporary position at Gonville and Caius College as an Administrative Assistant. 

I also worked in the retail industry at Top Shop and Tie Rack.  

Education History:

1996
A levels 

(Psychology; Media Studies)
Huntingdonshire Regional College

1990
7 GCSEs
Parkside Community College Cambridge

Hobbies and Interests:

Swimming, gardening and animals

