
Abbie Bursnell
Garrylough, Castlebridge, Co. Wexford, Ireland Y35VW32


Mobile: +353 89 4161031
Email: abbiebursnell@gmail.com
Linkedin: linkedin.com/in/abbie-bursnell
EDUCATION:
Loreto Secondary School, Spawell Road, Wexford. (2010-2016)

Leaving Certificate 2016: Irish C1, English B2, Mathematics D1, History B2, French C1, Biology B3, Economics B3. Points: 450. 

Dublin City University: Bachelor of Law and Society 2016-2019.
First Year: Achieved 2.1 grade.

Second Year: Achieved 2.1 grade. 

Final Year: Achieved 2.1 grade.

WORK EXPERIENCE:

Legal Executive, Peter Redmond Solicitors (October 2019 – present)

· Drafting precedent and bespoke contracts, key policy documents, legal letters & other supporting documents.

· Providing proactive and professional administrative support to the wider team in a busy legal department. 

· Using Microsoft Office packages to produce reports/briefings that communicate complex statistical data clearly.

· Prepared to take responsibility, be proactive and do anything it takes to support colleagues & get a job done.
· Maintaining an up to date account case manager system. 
· Screening telephone calls & taking relevant messages or dealing with enquiries from colleague’s, clients & others

· Maintaining the existing filing system, ensuring that all existing files are kept up to date and setting-up new ones. 
· Working in areas such as Probate law, Conveyancing and Commercial. 
Bartender, Wexford Harbour Boat and Tennis Club (June 2017 – September 2019)
· Operating the till and taking cash. 

· Serving customers from behind the bar, offering advice on drinks.

· Responsible for keeping the bar clean and tidy.

· Preparing the bar for service, restocking wines and spirits. 

· Providing a professional, friendly and courteous service to all customers. 

· Occasionally working at weddings, private parties & conferences.

· Dealing with guest complaints in a friendly and efficient manner. Ensuring all cash, charge, float and till procedures are carried out in accordance with company policy.

Sales Assistant, Brown Thomas, Grafton Street (October 2018 – January 2019)

· Ensuring the shop floor was kept in immaculate condition and displays were maintained to the highest level
· Welcoming staff and providing confident and knowledgeable advice

· Processing cash and card transactions

· Daily reporting to the retail manager

· Cleaning, tidying and carrying out the stock rotation for next day

Receptionist, Menapia Motors Renault, Wexford (June 2016- September 2018)
· Answering all incoming calls / emails and re-routing them to relevant parties. 

· Meeting and greeting customers.

· Opening, distributing, collecting and taking the post.

· General administration duties, photocopying, filing etc. 

· Dealing with any enquiries at the reception.

· Data entry onto internal systems. 

· Monitoring stationary stock and reordering when required.

· Operating a computer system and switchboard.

VOLUNTARY WORK
Log-on-learning, Homework Club and working in Oxfam (2014-2015).
DCU Peer Mentor 2020-2021
ACHIEVEMENTS:
· ECDL – International Computer Driving Licence and proficiency in SAP.

· Bronze Gaisce President’s Award 2015.

· Vice-Prefect of Class 2011.

· Proficiency in Microsoft Office (Word, PowerPoint and Excel).

· Attendance Certificate (2010-2013).

· Spirit of Transition Year Award (2014).

· Ballet, Drama and Piano awards (Grade 1).

INTERESTS:

· Fashion, Travel, Reading, Cooking, Beauty, Gym, Running and Tennis.
References available on request
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