Laura Jane Brockbank
11 Nelson Street

Barrow-in-Furness
Cumbria
D.O.B:  12/09/1984
Email: laura.brockbank@gmail.com
Telephone: 07939517583
LA14 1NG

Profile: A dedicated and dynamic graduate with excellent interpersonal, communication and negotiation skills, acquired from successfully managing projects and leading retail teams. Ability to grasp new processes, forge positive relationships, implement innovative solutions and exhibit high levels of motivation. Aspires to manage, motivate, train and develop a successful team within a challenging working environment.

Education & Qualifications: 
2004 - 2008    Manchester Metropolitan University

                          BA Hons English and Cultural Studies - 2:1

2001 - 2003    Runshaw College

                          A Level: Sociology (A) Media Studies (B) English Language and Literature (C)
           AS Level: Law (C)

1996 - 2001    Southlands High School
GCSE: 11 GCSE’s grades A*- C, including English Language and Literature (A, A) Maths (B)        Science Double Award (C, C) Information Technology (C)


Work Experience: 
Jun 2009 – Sept 2009


      Liberata Ltd

                     Shared Service Administrator: Housing Benefit Overpayment Officer

·  Independently assessed accounts to determine appropriate overpayment recovery action.

· Systematically operated complex computer programmes to exceed performance targets.
· Developed full understanding of recovery processes to become a valued member of the team.

· Monitored my work to ensure quality standards and objectives were achieved.
· Effectively managed and resolved difficult situations to negotiate suitable repayment plans.

· Completed clerical and administrative duties to a high standard.

Jun 2008 - Sep 2008 

               BAE Systems Submarine Solutions 

               Business Development Summer Placement

· Designed and implemented a successful advertising strategy to the corporate image and advertising guidelines.
· Quickly grasped unfamiliar processes and simplified technical information to produce a coherent advertising medium for a wide audience.

· Built professional relationships and gained understanding of business operations through collaborative working sessions with management.
· Exhibited leadership and initiative through effectively project managing the opening of a Nuclear Testing Facility. 
· Improved understanding of Microsoft Office programmes through producing reports and plans.
· Learned to work as part of a diverse team to meet deadlines in a rapidly growing business.
Sept 2006-Aug 2007  
       Royal Bank of Scotland Group - NatWest Retail Banking

       Customer Service Officer 

· Developed extensive customer service skills from working on a demanding counter.
· Acquired knowledge of bank products, consistently recognised sales opportunities and held a good record for achieving targets.
· Continually improved my performance through achieving aims detailed in my Personal Development Plan and learned to work consistently to the banking compliance code.
· Supported colleagues with new processes, mainly contributing to the introduction of the new 'Chip and Pin' system.
· Gained accurate cash handling skills and the ability to work confidentially as part of a supportive team.
Oct 2004-Aug 2006 

       Argos

                     Counter Leader 

· Demonstrated skills in management, leadership, training and motivating a team. 
· Managed all aspects of customer service and commitment to consumer satisfaction. 
· Maintained good interpersonal relationships with customers, team members and management.
· Encouraged employee feedback and supported team members to complete training courses for progression and development.
· Illustrated my strength to identify issues and tackle problems in a logical manner through implementing significant changes to the stock returns system.
· Arranged fund raising events that involved the community and supported local charities.

Sept 2008 – April 2009

               Travelling – South East Asia, Australia, New Zealand, Fiji and America
· Networked with fellow travelers, workers and native adults from diverse cultural backgrounds.
· Learned to understand various social behaviours, cultural distinctions and lifestyles.

· Volunteered with hostel workers in Fiji to devise activities for local disadvantaged children and donated essential equipment.
· Demonstrated efficiency through prioritising daily activities, planning routes and remaining within a set budget.

Additional Information:

· Planned and supervised two children’s summer activity centres. 

· Confident user of Microsoft Office applications, e-mail and the internet.

· Full UK Driving Licence with no endorsements and use of own vehicle.

Interests:

· Swimming, exercise and netball.
· Live music events.

· Meeting new people from different cultures.

REFEREES AVAILABLE ON REQUEST
