
Name:

Nikita Badesha
Address:

57 Salisbury Road, Tonbridge, TN10 4PD
Telephone:

(M) 07540 341 147
Email:


nikita100@me.com
Professional Profile
A self-motivated, intuitive and diligent Undergraduate seeking to support personal and professional development in an administrative position. Recognised throughout placement and employed experience for exhibiting excellent workload planning, administration and team working skills. Additionally, for advocating adherence to processes and standards. Well versed in Microsoft Office and Adobe software and organising tasks per deadlines and standards in place.
Key Skills
	· General Administration

· Customer Service
· Sales
· Stock Management & Administration
· Working Towards Targets
	· Adobe Photoshop
· Visual Merchandising

· Microsoft Word
· Microsoft Excel
· Willingness to Learn



Professional Experience
2016 - 2018


Customer Team Member



Co-op
Key Responsibilities:
· Ensure that customers of a high footfall store are offered a professional and welcoming service. Working at all times to ensure sales and service targets are met.

· Remaining up to date with product range and using this knowledge to ensure a comprehensive provision for customers with enquiries.
· Sought upon in light of skills and tenure to train new starters. Providing training in various store areas and giving feedback where due to support their induction period.
· Responsible for ensuring all point of sale material is correctly placed to support customer engagement and providing any insight to management as to how improvements can be made.

· Handling any customer complaints with tact and diplomacy and mitigating any further dissatisfaction through concluding in a timely manner.

· Processing transactions using the till and undertaking regular reconciliations to highlight and investigate any discrepancies.
· Taking part in regular meetings with management and peers to discuss and explore ways of improving the customer experience with the store and average spend.

Work Experience
2016



Warner’s Solicitors

Outline: Utilising the opportunity of a work experience placement to acquire, develop and exercise skills in the legal sector. Supporting a reputable firm in their efforts to provide all prospective and existing clients a seamless service. Also responsible for undertaking general administration tasks including diary management, filing and indexing documents and photocopying.
YYYY



Woodlands Primary School

Outline: Assisting the Teacher in designing and delivering lessons for children across various key stages. Engaging with children on a one to one and group basis to deliver curriculum and various activities to promote development. Ensuring all efforts and tasks comply with safeguarding guidelines and School policies.

Education & Professional Development
UNIVERSITY  YYYY - Present
DEGREE TYPE Law
Hugh Christie Technology College  2016 - 2018
BTEC Extended Diploma business

A Levels: Art / Design Photography

Hugh Christie Technology College  2007 - 2016
GCSEs Inc. English / Maths / Science / Business
Additional Information
Personal Interests & Activities
Beauty & Fashion / Personal & Professional Development / 

Poem Writing (Poem Published in 2015) / Socialising
Additional Languages

Punjabi / Hindi
Driving Licence


TO BE FILLED
References available on request

