Makenna Moss

Makenna Moss

2 Pegasus Way, CM7 5TL 
07493636201 | Mrs.mr.moss@gmail.com 
PROFILE
Edit for each job application, matching where possible the language used in the job description. Ensure this is no longer than 5 lines.

Experience in customer service. Hard working individual and a quick learner. Looking for flexible work.

KEY SKILLS
It is important to back up each point with an example or evidence. You may wish to combine your key skills and key achievements under one heading. Keep to your strongest points only. It is usually better to make a few powerful statements than a long list. If you are changing career or have limited work experience, this section is key. Tailor for each job application by prioritising your skills against those required by the employer.

· Confident in Microsoft as taught at an academic level.
· Lead discussions at panel meetings with Essex Youth Offenders.

· Can work efficiently on my own, taking initiative to complete tasks.

· Can take direction from leadership and complete tasks efficiently. 

KEY ACHIEVEMENTS
You may wish to combine your key skills and key achievements under one heading if you have limited information. Keep your strongest points only and back up with statistics or facts where possible. It is usually better to make a few powerful statements than a long list. If you are changing career or have limited work experience, this section is key. Tailor for each job application by prioritising your achievements against those required by the employer.

· Working with Essex Youth Offenders to prepare contracts and deal with breach of contracts.
· Completed a virtual law placement with Linklaters.

WORK EXPERIENCE
Decide whether or not to include sub-headings to separate your responsibilities and achievements. The sub-headings help when you make a large number of points or want to accentuate your achievements. You may wish to insert the sub-headings only for your most recent job. Write less about irrelevant or older jobs; concentrate on recent and relevant experience.

If you’ve had a number of jobs within the same company, consider having one header with the company name and sub-headings with the roles and dates.

Cashier | Tesco
Feb 2018 to Mar 2019

Supermarket

Working with customers, handling money, dealing with complaints.
Cafe Assistant | BBs Coffee and Muffins
Oct 2017 to Jan 2018

Cafe and coffee shop.

· Preparing food, cleaning, customer service, till handling.
EDUCATION & QUALIFICATIONS
Think about the relevance to the job you are applying for. If you have limited or no work experience, a description of skills and achievements gained during your most recent studies can help. Otherwise, keep this section short and factual.

Colchester Institute  - Access to Higher Education  Psychology - Merit

Writing skills - Merit

Biology - Pass
2019

Returned to education after having children. An overall Pass on the Access course.

New Rickstones Academy  - GCSE Maths - B

English - B
2011

New Rickstones Academy  - BTEC Level 1 Certificate Business - Pass

ICT - Merit

Travel and Tourism - Pass
2011

ADDITIONAL INFORMATION
Keep to relevant skills, training or languages only. If a job requires specific skills you may wish to elaborate on your capabilities e.g. Fluent French speaker capable of conducting business meetings. If not appropriate, delete this section. 

INTERESTS
Remember to make this section interesting not just a list of predictable things. If possible link your interests to the company, industry or role.

My favourite pastimes include: Baking, yoga, reading, hiking, and spending time with family.

REFERENCES

Decide whether to state “References available on request” or to insert the details of one or two references. Do not include contact details at this stage.

Patricia  Stares | Ex manager BBs Coffee and Muffins.
John Pullen-Appleby | Lecturer Colchester Institute
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