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j.locking@outlook.com
Profile
· Office Administrator- gained experience of dealing with clients and assisting senior managers with administrative tasks such as updating client database.
· Strong written and verbal communication skills- taking minutes in meetings and client/staff phone calls. 
· Leadership skills developed whilst working as a personal assistant.
Education
BSc Economics and Business Finance

Brunel University, London

Sept 2017-July 2021

Second Year: 1st class degree results overall
Module Results: Microeconomic Principles II (A+), Macroeconomic Principles II (A+), Corporate Finance (A*), Corporate Investment (B), Money and Banking (A+), and Econometrics for Finance (A+).
Self-taught subjects








Sept 2015- July 2017
Access to HE: Social Sciences and Humanities: 21 Distinction Credits, 21 Merit Credits, 3 Pass Credits
As-Level Mathematics: C
NVQ Level 2 in Business Administration






Sept 2014- July 2015

Pass

Valley Park School, Maidstone







Sept 2007- July 2013
GCSEs: 7 at A*-C, including Maths and English

Work experience

Personal Assistant-Part time


Marco Piano, Maidstone

Apr 2012- Now
· Assisting a child on the autistic spectrum out into the community.
· Leadership skills developed when dealing with both positive and challenging behaviour.
· Discovered how to improve the confidence of the child as they got older to build independence.
Adventure Specialist



Woodmont Day Camp, New York 

Summer 2018
· I experienced a summer in New York working at a Day Camp for children.

· Worked on the adventure high ropes and zip-line course ensuring the safety and providing encouragement to the participating children.

· Great team building and working environment. Met so many people and visited many places. Was an amazing cultural experience.

Office Administrator



mcch, Maidstone


Sept 2014- Sept 2017
· Gained insight into business operation functions at this charity organisation.
· Developed office skills such as taking telephone queries, note taking in team meetings and recording information on client database.
· Built communication skills with a variety of individuals and maintained key working relationships.
Skills

· Communication, Time Management, Adaptability, Microsoft Office, Outlook, Excel, PowerPoint.
Hobbies and Interests

· I actively play football and go to watch Arsenal matches at the emirates stadium. 
· I enjoy going to see live concert and comedy shows.
· I like to read the Financial Times regularly to keep updated on political and economic events worldwide. 
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