Adrienne Smyth

Annandale, Marlinstown Lawns, Mullingar, Co. Westmeath
086 4088 469
a.smyth21@nuigalway.ie
Education

2013 - Present: Bachelor of Corporate law, National University of Ireland, Galway
Estimated result 2:1

Modules: Business Finance, Principles of Marketing, Business Management, Management of Organisational Change, Principles of Microeconomics and Macroeconomics, Business information systems and Business information Management, Accountancy, Contract Law, Company Law,  Constitutional Law, Tort Law, European Union Law, Irish Legal System
2006 - 2012: Alexandra College, Milltown, Dublin 6 
Work Experience

       May 2015- July 2015     J1 Working Visa      Montauk , New York

-    Waitress/ Hostess in “The Sloppy Tuna”   beach bar

-    Waitress in the “Sole East” boutique hotel

-    Pool Attendant at the “ Atlantic Bluff Resort”
              March 2015, 2014, 2013:       Data Administrator     Zurich Insurance HQ, IFSC
· Prepare financial returns for official filing using Excel  
· Entry of data on the disclosure tool  and self - checking of data entered 

· Escalating data issues for resolution 

· Working closely with colleagues 
            October 2013 – February 2015      Stock Assistant                     M.A.C. Cosmetics
· Maintain and manage stock records and statements using an organised filing system
· Communicate with Counter manager and Department Manager in relation to stock discrepancies which arise in the weekly order

· Distribute stock onto the store floor and assist customers with any queries  

· Participate in stocking take,  Confirm make- up appointments via phone calls
                    May- July       Makeup Artist/ Beauty Advisor               Casey Recruitment
· Sales Assistance for a number of cosmetic counters; Chanel, Elizabeth Arden, Smashbox, Urban Decay .
· Suggest suitable products, explaining how products work, demonstrating how to use products, performing makeovers, and operating the cash register
· Meet target sales, build customer relations through follow-up calls and mailings, recruit new customers, and manage inventory
                 March-September 2013        Administrator       Bank of Ireland HQ IFSC
      Managed the premier banking project on behalf of the Bank of Ireland 

· Organized premier banking packages for premier Bank of Ireland customers

· Corresponded with all premier customers. on behalf of Bank of Ireland  

                  August 2012:    Call Centre Sales Assistant       Bank of Ireland HQ IFSC
· Corresponded with second level BOI students to update their personal details on the system

· Provided information pertaining to third level accounts

· Conducted a student survey in relation to banking satisfaction

Skills Profile

Communication skills: demonstrated and developed excellent intrapersonal and interpersonal communication skills during my work with the MAC, Bank of Ireland and Zurich, where I worked closely with other colleagues, collated data and presented data to other team members and customers.
Team Player: Developed the ability to work effectively and efficiently as part of a team through my role in MAC cosmetics
Computer Skills: Proficient in Microsoft Office (Microsoft word, Microsoft publisher, Microsoft excel, power point presentations), Digital creator, ECDL.

Leadership: delegated tasks to other team members to ensure customer satisfaction in all of my jobs. I regularly provided cover for colleagues.
Achievements

Raised money for the Hope foundation charity through hosting various charity events independently and as part of a group.  Travelled to Calcutta, India for a number of weeks and worked in orphanages and rehabilitation centres. 

References:
Traci Halpin – Counter Manager MAC cosmetics - 086 893 8634

Antoinette Golden – Premier Banking , Bank of Ireland -  086 388 2178
