Claire Louise Smith CertRBCB
Mobile: 07791735717

Email: clou_smith@hotmail.co.uk

Address: West View, Bolton Road, Scorton, Richmond, N. Yorks., DL10 6AG
 

I am a person of excellent disposition who is reliable, honest and trustworthy . I have a terrific timekeeping record with excellent organisational skills. I learn quickly and adapt accordingly. 
Core Skills:

· Strong communication skills
· Supportive and patient disposition
· Ability to adapt to new situations with ease

· Able to work well in groups or individually
· Experience working in a multi-agency setting

· Able to adapt tasks for different skill levels while maintaining high levels of engagement
Personal Information
 

Date of birth: 6 October 1988

Driving licence: Full clean UK driving licence

Interests: Crochet, family days out, and learning Welsh and German
 

Employment History
Domestic Abuse Officer – Operation Encompass – North Yorkshire Police
Northallerton, North Yorkshire

February 2017 – April 2017

 
Temporary contract

Supporting the setup of Operation Encompass for the North Yorkshire region; this is an initiative working with schools to notify them when a child has been present during a domestic abuse incident. 
Primary duties:

· Liaising with multi-agency staff on decision making
· Producing accurate reports of a highly confidential nature

· Providing support to DCI on current investigations and TAC meetings

· Allocating North Yorkshire Police Domestic Abuse Officer daily tasks
 

Client Manager – Gale & Phillipson Ltd
Richmond, North Yorkshire

January 2014 – April 2016

Primary duties: 

· Working within the dynamic cash management team to provide high profile clients with competitive savings accounts for their cash

· Reviewing clients’ accounts 

· Communicating with clients and management via telephone, email or letter
· Supporting clients with account management
Additional tasks:
· Updating the company website with the weekly rates of high street banks' interest rates.

· Responsible for assisting the team supervisor with her workload and client base

· Updating and improving company procedures

· Recording and drafting minutes for monthly team meetings

Reason for resignation: Expanded our family
 

Customer Service Officer - Natwest
Northallerton/Bedale

August 2011 – January 2014

 

Primary duties:
· Face to face cashiering within branch

· Responsible for personal till (cash credits/debits/balancing)

· Working within a team to achieve branch targets

Additional tasks: 
· Responsible for Bedale branch (sub-branch of Northallerton)

· Maintain the ATM 

· Reconcile the general ledger 

· Ordering and remitting cash and coin from both branches 

· Branch People Champion – coaching branch staff on a weekly basis
· Trained as a designated complaints handler 
Reason for resignation: Accident at work prevented me from continuing my role
  

Education History
   
	Institution
	Subject
	  Grade awarded

	  The Open University
	BA(Hons) Business Management 
	Currently studying 

	  CACHE 
	Level 3 Supporting Teaching and Learning 
	Pass

	  Teesside University
	Digital Forensics
	Certificate of Higher Education

	  Darlington College
	BTEC ND IT Practitioners
	Triple Distinction

	  St Francis Xavier
	GCSE
	10 graded A-C


 

Additional Skills and Information
 

· I hold a certificate in Retail Banking Conduct of Business (CertRBCB)

· Highly skilled in all areas of Microsoft Office
· Strong planning skills

· Strong motivational skills and positive attitude
