
NAME 
____________________________________________________ 

Address    Telephone    Email 
 
CAREER OBJECTIVE 
 
Include a few key sentences to highlight your current situation and career goal/aim.  This introduction 
should be short, punchy and succinct – typically up to 4 lines.  This is also your opportunity to highlight a 
key skill/skills or experience that is of particular interest to the employer and relevant to the job role for 
which you are applying. 

 
EDUCATION 
 
Dates  BA Hons Marketing (accredited by the Chartered Institute of Marketing) 
UWE Bristol             

 Relevant modules:  Principles and Practice of Marketing, Consumer Behaviour, Market Research, 
Integrated Marketing Communications, Strategic Management 

 Grades:   65+% achieved in first year; 60+% in 2nd year; aiming for a 2:1 overall. 
 
Dates  BTEC National Diploma Business Studies with Marketing 
Gloucestershire College           

 Units included:  Business Communication, Internet Marketing, Human Resources, Managing 
Business Information, Website Design Strategy, international Business 

 Grades:  Merit, Distinction, Distinction  (320 UCAS points) 
 
Dates   GCSEs  
St Peters High School, Gloucester          
 

 10 GCSEs at grades C and above, including English Language (B) and Maths (A) 
 
 

KEY ACHIEVEMENTS These should be tailored towards the opportunity for which you are applying 
 
Successfully planned an awards event for employees.  

 Involved working to a strict timescale and budget to organise a venue, catering and speakers to 
celebrate and reward the achievements of approximately 200 staff at Brand Design Ltd.   

 Negotiated a competitive price which was within budget and liaised with venue and suppliers to 
ensure an event that ran smoothly and was enjoyed by all.  Received very positive feedback from 
senior management.     

Creation and development of website and promotional activity for local community group.   

 Designed a user-friendly, attractive website for an amateur dramatics society and developed a 
promotional campaign, involving local press and social media, to attract new members and increase 
ticket sales.  

 Produced monthly press releases and creating a Facebook group, combined with promotional 
activities such as flash mobs and street performances, has not only attracted several new members, 
but revenue has increased by approx. 45% on last year, securing the immediate future of the group. 

 
EMPLOYMENT  
 
Dates  Account Executive   ABC Brand Design Ltd, Bristol   
  
12 month placement year 
 

 Supported the work of the creative consultancy team by carrying out various administrative tasks on 
a daily basis, including management of resources, conducting telephone audits and compiling sales 
reports to monitor the effectiveness of campaigns; 

 Liaised with a diverse range of people, including other staff, clients and external suppliers; 

 Conducted market research tasks and prepared analysis reports for Senior Account Executives;  



 Attended creative briefings and assisted with the development of new campaigns; 

 Presented, alongside the Account Manager, campaign ideas and budgets to prospective clients; 

 Organised and delivered a successful awards event for approx. 200 staff; 

 Assisted with the recruitment and selection of next year’s placement student by screening 
applications and conducting initial telephone interviews to generate a shortlist for final interview. 

 
Dates   Administration Assistant  First Class Estate Agents, Bristol & Gloucester 
  
Part-time employment whilst studying. 
 

 Responsibility for inputting property details onto in-house database, company website and national 
property website, including prices, images, measurements, and other property information;  

 Liaised with local newspapers to advertise properties for sale and for rent; 

 Processed tenancy agreements and sales documentation; 

 Compiled property information packs for potential buyers; 

 Reception desk duties, including meeting and greeting customers, answering the telephone, dealing 
with initial queries from customers, taking messages; 

 General administrative duties, including drafting letters, taking up references, dealing with incoming 
post, ordering stationery, filing and ensuring the front office is presentable and welcoming. 
 
 

KEY SKILLS 
 

 Communication & Presentation:  A confident and effective communicator and presenter. 
Regularly design and deliver PowerPoint presentations to large audiences of student peers.  Took 
part in video conferencing during industrial placement and delivered a presentation to management 
and clients, which received favourable feedback.   Both verbal and listening skills have been 
enhanced through working closely with clients and colleagues in an estate agency office. 

 Creativity & Drive: Proactively developed successful promotional campaign, and motivated others 
to participate in promotional activities, to secure the future of local drama group, which was about to 
fold due low membership and funds. Creative input into initial campaign meetings at Brand Design 
Ltd, whereby two of my ideas were developed further and formed part of final campaign ‘pitch’. 

 Organisation & Flexibility:  Excellent organisational skills and self-motivation, demonstrated by 
meeting all course-work deadlines and achieving high grades alongside working part-time and 
attending rehearsals. Regularly organise successful fundraising events to promote and raise 
money for the local youth club.  

 IT & Technical Skills:  Frequent user of Microsoft Office programmes, such as Word, Excel, 
PowerPoint and Publisher.  Self-taught knowledge of Adobe InDesign and Adobe Photoshop. 
Experience of updating and maintaining a commercial website, as well creating a new website for a 
community group. Confident user of both Mac and Windows operating systems. 

 
 
ADDITIONAL INFORMATION 
 

 Active member of local amateur dramatics society, both performing and as Public Relations Officer, 
responsible for promoting performances and running the group’s website. 

 Regularly involved in a variety of fundraising activities for local youth club, such as mini-triathlon, 
sponsored walks and cake sales at local events. 

 Full clean driving licence and car owner 
 

 
 

REFERENCES AVAILABLE UPON REQUEST 
 
 


