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I am an A-Level student seeking to further my work experience in an office-based role. I have a friendly and approachable nature and a strong work ethic. I am a good communicator, and I have shown initiative in my previous roles.





Employment History





Content Coordinator


Acme Company, Nottingham


Feb 2016 – date 





My role includes:





Researching and creating student-targeted content for www.acmewebsite.com, one of the Company’s blogs.  


Managing a team of freelance content writers, providing titles, chasing work, checking work and uploading to our websites.


Checking website statistics and reporting on traffic and rankings..





Assistant and Content Writer


Acme Business, Nottingham


Jan 2012 – Jan 2016





I provided ad-hoc cover to the Business Development Team researching and creating student-targeted content for www.acmewebsite.com, one of their blogs. 





Volunteer


XYZ Charity, Nottingham


Dec 2012 - date





My responsibilities include contacting organisations who may be interesting in fund raising or donating to XYZ Charity, assisting with group sessions and transferring data onto lists and organising guest lists for charity events.








Qualifications





A Levels


NCN, Nottingham � HYPERLINK "https://www.cvtemplatemaster.com" �https://www.cvtemplatemaster.com� 


2011 - date





English, History, Business and Psychology (final exams: 2013)





GCSEs


Hollygirt School, Nottingham


2010





English Literature – A*


English Language, French, Biology – A


Maths, Physics, Chemistry, Drama, History – B





Skills





Content writing


Use of MS Word, PowerPoint, Excel and Photoshop to a good standard


Typing speed app. 65/70wpm





Interests and hobbies





Walking, hiking, climbing, cycling





References and availability





Available on request.
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