Stuart G. Milne

                                                          7 Flansham House






 Clemence Street

                                                            London E14 7TS                                              





    stuartmilne2000@yahoo.com

PERSONAL PROFILE

I have a variety of experiences within a number of different industries. I work hard under pressure, being accustomed to both meeting deadlines and hitting targets. I am a quick and disciplined learner with a multitude of transferable skills to bring to any work environment, being accustomed to dealing with clients and customers alike. I have the ability to relate to people on all levels. I am highly organized, a task-orientated person with a friendly and confident disposition. I am a loyal team member with the ability to relate too and motivate others to achieving the same objectives and would make a valuable member of a team that strives for efficiency.

KEY SKILLS

Organisational skills -Enjoy managing multiple tasks at once, with the ability to follow and create processes, in order to work efficiently, and demonstrated by my previous employer at Target Express. 

Customer Service - Dealing with business and personal customers’ queries and orders over the phone and able to resolve difficult or unsatisfied customers in a diplomatic and polite way. 


IT Literate - Competent in the use of Ms Office packages and experience in using, Photocopiers,        E-mails and have been a lunch time break receptionist.


Filing & Typing – Competent in designing, organizing and maintaining physical and computerized office files. Type 20 to 25 wpm.


Reliable & Punctual - During my 3 years at Target Express/CityLink, I have never been late once and had no days off sick. Employer will able to provide reliability of my work via a reference available upon request.


Phone Skills -Good Telephone manner with the ability to manage a switchboard.

WORK HISTORY

SALVATION ARMY (Volunteer) (Dec./15-present)

(TOWER HAMLETS FOOD BANK)

STIFFORD COMMUNITY CENTRE (Volunteer) (Feb./15—Aug./15)

92-96 Cordelia Street, London, E1 9TA

        Admin. Duties

        Data Input

        General Office Work


COMMUNITY WORK PLACEMENTS (Sept. /14—Jan./15)

FAITH REGEN FOUNDATION, London Muslim Centre, 4th Floor, 46 Whitechapel Road, London, E1 1JX

Daily Job searches

Looking for work placements

Apply and interview with prospective companies

GOVERNMENT DWP WORK PROGRAMME (Mar./12—Aug./14)

CDG AVANTA, New Loom House, 101 Back Church Lane, Tower Hamlets, London, E1 1LU

Daily and weekly jobs searches

Interview skills and application classes

       Help to find to find work

HOME CARER (Jan./08--Oct./10)

RAYMOND MILNE (Father) 1065 Jones Court, Redwood City, California, 94063

     Resigned my position and went home to care for my father who was diagnosed with bowel cancer in     Sept. 07

        Kept track of all hospital appointments, and medications.

        After the passing of my father. I had to stay and take care of the funeral and probate matters. (Property,

        last wishes, and all miscellaneous items.)

CUSTOMER SERVICE AGENT/WAREHOUSE OPERATIVE (Nov./04--Nov.07)

TARGET EXPRESS/CITY LINK, 22 Eastbury Road, Beckton, London, E6 6LP


Receive incoming calls from customers, dealing with all enquiries and resolving complaints. 


Update clients’ files using IT system.


Responsible for special collections of clients’ goods, this involved contacting the company’s fleet drivers.


Debriefing the companies 40 fleet drivers at the end of the day. 


Unload and log all undelivered packages from drivers, remove security items and store them in the security lock-up.

EDUCATION

HAMNET SHORT JOB FOCUS SCHOOL 2002 (Bow Road, London)

Microsoft Word, Microsoft Access, Microsoft Excel, Power Point---Graduated (City & Guilds Certificate)

After graduating the class, I was asked to tutor 2 classes of students in basic computer literacy skills for qualifications.

INTERESTS

I enjoy outdoor activities i.e. walking, football, reading novels and especially travelling.

REFERENCES

Available upon request

