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About

d am an innovative proTessional within the .ewellery Gra)e& d am a har)kworEing 
x passionate )esigner with e;tensive e;perien:e gaine) Trom a su::essTul :areer 
within the in)ustry x :ustomer Ta:ing roles, (u:h asz Corporate, retail, sales, :usk
tomer servi:e, )esigning an) manuTa:turing& d utiliqe e;:eptional :ustomer servi:e, 
:reative )rive an) an) business a:umen sEills to engage with :ustomers an) :olk
leagues to provi)e them with a uniRue e;perien:e& d have a passion Tor )eveloping 
an) learning new sEills& As su:h, an asset to any team&
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Experience

Sales ordinator
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MorE with impe::able attention to )etail Compiling Ruotations Tor high 
en) Contra:tor pro•e:ts 
–Nenewing an) maintaining |arEeting Content (:he)ule 
–Nenewing the dnTormation an) )esign oT Datasheets 
–Up)ating )aily reports 
–Snsure :ustomer satisTa:tion through the sales pro:ess Q in:lu)ing 
pro:ess enRuiries an) or)ers, an) that :ommuni:ation is maintaine) 
Trom the Lrst :onta:t an) tasEs are :omplete) on time& �
–|anage a)ministration throughout the sales pro:ess in:lu)ing hank
)over at or)er stage 
–GasE set up x monitoring throughout pro:ess Q in:lu)ing han)over 
to operations, booEing site surveys, managing )rawing approvals an) 
pur:hasing& 
–Snsure e1e:tive :ommuni:ation x han)over between internal teams x 
the :ustomer k ensuring proper attention to )etail 
–Creating )atabase Tull oT resour:es Tor :olleagues Ite:hni:al inTormak
tion, up)ate) images, -A9 an) many moreH
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Nevitaliqe) an) implemente) •ewellery into the business& 
–Juyer oT •ewellery sto:Ek |eeting with sale representators, negotiating 
an) Eeeping in line with marEet tren)s an) styles& 
–|er:han)ising sto:E k(to:Eing in, a)vertising x )isplaying oT sto:E in 
win)ows& 
–MorEben:h worEz Un)ertooE :ustomer an) sto:E item repairsz sol)erk
ing, ring siqing's, polishing et: 
–dmplemente) |o)erniqe) te:hniRues within the business su:h as but 
not limite) toz Designing an) organising an ek:ommer:e website& Creatk
ing online, )igital re:or)s oT :ustomers, repairs an) sales& |aintaine) all 
these new pro:esses e&g& A))ing pro)u:ts, mailing oT pur:hase) items, 
han)ling all web enRuiries, promotions an) store inTormation 
–(elling oT prestigious .ewellery x Mat:h Jran)s 
–Beneral a)ministrative worE su:h asz (to:E taEe, Benerating sale report 
Lgures, s:he)uling repairs internally an) e;ternally, opening x :losing oT 
store 
–(hop maintenan:eO Min)ow )isplays kmaEing sure pie:es were :lean, 
a::ounte) Tor an) positione) well an) (to:E replenishing

Bar Tender
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Snsuring :ustomers re:eive) e;:eptional levels oT servi:e whilst in the 
restaurant 
–S1e:tively :ommuni:ation with :ustomers, Eit:hen an) bar sta1 an) 
management to ensure a streamline) an) eF:ient servi:e& Neplenishing 
sto:E an) :ash han)ling
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Consultant & Designer
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Playe) an integral part within the •ewellery )esign teamz (u::essTully 
intro)u:e) the use oT CAD within the business, S;pertly )esigne) uniRue 
pie:es in:lu)ing we))ing rings, engagement rings, sto:E pie:es an) bek
spoEe items oT •ewellery 
–Create) mo)ern an) eyek:at:hing win)ow )isplays to attra:t :ustomers 
Q ensuring all •ewellery was perTe:tly positione) within the )isplay 
–Provi)e) :ustomers with e;:eptional levels oT servi:e an) uniRue shopk
ping e;perien:e k ensuring their nee)s were met an) e;pe:tations 
passe)& Communi:ate) with :lients in a proTessional an) Trien)ly manner 
whilst in store Tor •ewellery repairs, polishing an) plating 
–Complete) a variety oT other )uties in:lu)ing Q (alesz sto:E :ontrolz shop 
maintenan:ez Ruotationz :leaningz Lling, answering :alls an) general a)k
ministration (ales

Consultant
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Dealt with the entire •ewellery repair pro:ess 
–Create) proTessional win)ow )isplays 
–Develope) strong selling te:hniRues an) Enowle)ge oT wholesale to 
in:rease :ompany sales


