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	To work with a dynamic multi-discipline team in a position where my experience, training and qualifications would be an asset to your company.


Experience
	june 2021 – july 2021
cxc assistant supervisor, st. benedicts college
My responsibilities as a CXC Assistant Supervisor were to oversee that all students writing the CXC exams were adhering to the given rules and regulations.

november 2020 – present (part time)
cashier/ front attendant, eat it restaurant
My responsibilities as the Cashier/General Assistant are:
· To cash all incoming and outgoing customers’ orders 
· Greet and serve all customers that comes into the restaurant


	june 2019 – march 2020
receptionist, sesl
My responsibilities as the Receptionist are:
· To answer all incoming phone calls
· Transferring calls to the dedicated extensions
· Documenting calls daily in the record book

march 2019 – june 2019
stock room attendant, wonderful world
My responsibilities were:
· To keep the stock room and the office clean 
· Distributing all received stocks to the required CSRs’

august 2018 – october 2018
secretatial assistant/typist, san fernando magistrates court
Required to answer the phone and to type up of necessary court documents within a given period.





august 2016 – october 2017
back and front of house asistant, pizza hut
My responsibilities were:
· Cashing
· Prepping
· Cook
· Hostess
· Waitress


Education
	june 2016
5 cxc o’levels, san fernando west secondary school
· ENGLISH A 
· MATHEMATICS
· INTEGRATED SCIENCE
· PRINCIPLE OF BUSINESS 
· ELECTRONIC DOCUMENT PREPARATION MANAGEMENT 

	
september 2020
certificate, coursera
Initiating and planning projects

august 2020
associate, uwi roytec
Associate degree in information systems and management

september 2020 - present
bachelor, uwi roytec
bachelor’s degree in information systems and management



Skills
	Excellent organizational skills
Able to tactfully deal with difficult and sensitive situations
Excellent oral and written communication skills
Influencing, persuading and negotiating skills
Pro-active and initiative taking
Customer service orientated
Microsoft office suite
Cashier
Clerical
Typing
Secretarial 
Computer literate
	





references
Mr. David Thompson
Inspector
SESL
1 (868) 334 – 4011

Mr. Haffiz Mohammed 
Mathematics Teacher 
San Fernando West Secondary School 
1 (868) 365 - 9502
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