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PERONAL 

Name:
Joanna Magdalena Daranowska

Date of Birth:

5th June 1985

Address:

Flat 6,



9 Ellis Avenue,



Bristol,



BS13 7LD

Marital Status:

Single

Driving license:

Cat B

Contact No:

07871563780

EDUCATION

A - Level Equivalents completed in 2004

(Written exam)     


Polish 
 Merit + (equivalent)

English 
Merit (equivalent)
   

(Oral exam)             


Polish 



Merit + (equivalent)
English  


Distinction (equivalent)
Geography 


Merit (equivalent)



Panasonic Training – Completed in February 2007 
EMPLOYMENT

December 2006 - Current, Customer Care/Telesales Account Agent, Solar Communications Ltd
Main responsibilities:
· Dealing with a large customer database and the customers on the daily basis,
· Managing over 60 accounts,

· Managing various campaigns,
· Telesales and report calls,
· Booking appointments and sales visits for the sales representatives with existing and new customers,

· Compiling and delivering presentations,
· Working on a personal and team targets,
· Delivering the best service to customers over the phone and via e-mail.
August 2006 - December2006, Accounts Administrator, Solar Communications Ltd
Main responsibilities:

· Putting and processing orders on the system,

· Dealing with suppliers and the customers when necessary,

· Day to day invoicing,

· Managing engineering calendars and invoicing their time.
January 2006 - August 2006, Broking administrator, Computershare Investor Services Plc
Main responsibilities:

· Ensure that the completion of trades (placed in stock market) where done within the time scales set by the Financial Services Authority (FSA),
· Use the internal “Scrip” system to generate reports and maintain details within the shareholder’s account,
· Completion of excel spreadsheets with relevant information in respect of each trade,
· Correspondence with shareholder’s in accordance with compliance regulations,
· Converting and calculating foreign currency,
· Attending the weekly Operations meeting in the absence of the Dealing Support team Manager,
· Reviewing and documenting all procedures rolling all changes out to the staff,
· Monitoring daily workloads, and preparing forthcoming activities.
October 2005 - January 2006, Purchase Administrator, Computershare Investor Services Plc

Main responsibilities:

· Handling and processing cheques from shareholders as well as ensure that all the details were correct.

· Perform a reconciliation of balances held by Shareholders and Computershare,
· Dealing on the daily basis with backs, chaps, cheques and client payment allocations to ensure all financial transactions are properly authorised,
·  Ensure that the completion of purchases (placed in stock market) where done within the time scales set by the Financial Services Authority (FSA).
November 2004- July 2005, Catering assistant, Sainsbury’s 

Main responsibilities:

· Opening restaurant in the mornings, 
· Maintaining stock supplies and general duties of the restaurant,

· Dealing with customers and occasionally with complains.
August 2004 - March 2005 Sales assistant, Dibden Stores 

Main responsibilities:

· Cashing up, 
· Banking, 
· Dealing with customers and promoting new deals and offers, 
· Providing service to new and existing customers.
COMPUTER SKILLS

Trough work and personal use I have learned to use:

· Microsoft  (Word, Excel, Outlook, Access, Works, Office Publisher),
· Adobe Reader,
· Power Point,
· eCopy,
· The Internet.
SKILLS SUMMARY
· I have the ability to build report very quickly,
· I have outgoing personality and enjoy meeting new people,
· I adventure a new challenge,
· I prioritise and manage my workload in fast paced environment,
· I have a good eye for detail,
· I have good problem solving skills,
· I am capable to follow procedures and can easily adapt to changes,
· I am organised and can prioritise tasks very easily,
· I have desire to develop me existing skills and learn new ones.
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