
26 Caerleon Avenue
Bitterne
SOUTHAMPTON

S02 5JX

Tel : S . 446679

9th December 198 2

Mr Syd Raccani
PER
62-64 High Street
SOUTHAMPTON
S09 2E G

Dear Mr Raccani

Personnel Officer - Temporar y

I read with interest your recent advertisement in the Echo and
wish to be considered for the above vacancy .

My CV is enclosed and you will see from this that I have two years'
experience across the board in a Personnel Department, including
responsibility for recruitment of admin staff and engineers . In
addition I have wide administrative experience and a backgroun d
in education .

I have left my last employment and am seeking work in Southampton,
where I reside . I should be pleased to have the opportunity to
discuss this vacancy further and supply any other details . I am
36 years of age and have a current driving licence .

I look forward to hearing from you .

Yours sincerely

SUSANNE COOKE
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CURRICULUM VITAE SUSANNE COOKE 26 Caerleon Avenue
Bitterne
SOUTHAMPTON S02 5J X

EDUCATION, TRAINING & QUALIFICATION S

BSc Applied Science, Certificate in Educatio n
RSA Diploma for Personal Assistants (Distinction) - office

Management, Practical Correspondence, Law & Procedure of Meetings
AIPM Parts I & II Psychology, Statistics, Sociology, Economics ,

GPM, Industrial Relations, Project : Performance Appraisal
3-day Practical Interviewing Skills (Industrial Society)
Officer training RAF Henlow

WORK EXPERIENCE AND ACHIEVEMENT S

Since June ADMINISTRATOR, Vicon Industries (UK) Ltd, Portsmouth
1981 European distribution centre for CCTV security

equipment manufactured in USA

Responsible for design and development of admin
policy and procedures inc credit control, sales admin,
bookkeeping and payroll, reception, office and site
services (control of 4 staff) ; Youth Opportunities
Scheme . PA service and personnel management advice to
MD . Set up and devised all necessary procedures for
this new company and introduced various personnel
procedures eg briefing meetings, job descriptions .
Increasingly involved with budget analysis and control,
but quickly outgrown this small company .

2 years PERSONNEL OFFICER, Pye Business Communications, Cambridge
Marketing/engineering environment, 320+ staff

Responsible for recruitment of admin staff, engineers
and salesmen and all related procedures and activities,
counselling and welfare, induction training, statistics,
personnel records, employee relations etc . Promoted
twice . Left to attend full-time course to gain
professional qualification .

2 years Various admin roles in commerce/industry, inc supervision
of customer liaison dept (consumer electronics) and
administration of charitable puppet theatre co involving
liaison with LEAs, schools, arts centres and theatres .

3 years WRAF EDUCATION OFFICER (Flight Lieutenant)
3-year short-service commission

In addition to teaching, responsible for wide range of
admin duties : courses and examinations, library/informa-
tion centre, nursery schools, mess entertainments, etc .
Designed and edited for 18 months house magazine
(readership approx 1500) .

3 years MATHEMATICS TEACHE R
Ages 11-18+, up to and including 'A' level

ADDITIONAL INFORMATIO N

Current driving licence
Interests include Sports, painting, studying (Open University)
Currently attending Dale Carnegie Human Relations /Communications
course

AIMS

I am seeking a professional personnel/administration role in a
progressive organisation with opportunities to apply and develop
experience and training in these fields .

October 1982
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CONFIDENTIAL.

Application Form

REF. . .. . .. . .. .. . .. . .. .. .. .. . . .. .. .I .. .. . .. .. . .. . .. .. . .. .. . .. . .. ..

(To be completed in candidate's own handwriting.)

GonK1;Surname .. . .. . .. . .. .. . . .. .. . .. . .. . . .. .. . .. .. . .. .. . .. .. . .. .. . . .. .. .. . .. . . ... . .. . .. . .. .. . .. . .. .. . .. .. . .. .. . .. .. . .. .. .. . . . .. .. .. . .... .. . . .. .. .. . ... . .. . .. .. . .. . .. .. . .. . .. . ... . . .. . ... . .. . .. .. . .. .. . .. .

First Names . .. . .. .. . .. .. . uvlhf .... . . .. . .. . .. .. . . .. .. . .. .. . .. . .. . .. .. .. . . .. . .. . .. .. .. . .. .. . .. .. .. . .. .. .. . . .. .. .. . .. .. . .. . .. .. .. . .. . .. .. . .. . .. .. . .. . .. .. .. . .. . .. .. . .. . .. .. .

Home Address .. .. . .. .. . .
.

... .. . CAt~P_Lr- q J A VE.. . . ... . . .. .. . . . .. .. . .. .. .. .. . .. . . . .. . . .. .. . .. .. .. . .. .. . .. . .. . ... . .. . .. . .. .. . .. . .. . . .. .. . .. .. .. . .. .. .. .. .
81Ti><RNk .. . . .. . .SvuMwtP1r'!~Tel . No. (if any) . .. . . :(°~. .. . .. .. .. . .... .. .. . .. .. . . .. . .. .. .. . .. . .. .. . .. . .. . .

Date of Birth. . .. . .. .. . .. .. . :.. 4:. . . .. . .. .. . .. . .. .. . .. . .. . .. .. . .. .. . .. .. . Place of Birth . .. .. . .. .. .KG. Y. .' .r. . .. .. . .. . .. .. . .. ... .. .. . .. . .. . .. .. . ..

Nationality . .. . .. .. .. . . ... . .. .. BR ~ T_.S.. .. . .. .. . .. . .. . .. . .. .. . .. . .. .. . .. . .. . Religion .. . .. .. . .. .. . .. .. . .. .. ... . .. .. .. . .. . . ... . .. . .. .. . .. . .. .. .. .. . .. . .. .. . .. . ..

Married/Single . .. .. . . . .S~N .G4E .. .. . .. . .. . .. . .. .. . .. . .. .. . .. .. . ..Ages of Children (if any) 4-A .. .. .. .. .. . .. . .. .. .. . . .

.. . .. .. . .. . .. .. .. . .. . . .. . .. .. .. . . .. .. .. . .. . .. .. . .. . .. .. .. . .. .. . .. .. . .. . .. . . .. . .. . .. .. . .. .. . .. . .. . .. .. . .. .. .. . . .. .. .. . .. .. ... . .. .. .. . .. .. . .. . .. .. .. .. .. . .. . .. .. . .. . .. .. .. . .. . .. .. . .. ... .. ... ... .. .. . .. . .. .. . .. . .. . .. .

.. .. .. . .. .. . .. . .. .. .. . .. . .. .. . .. .. .. . . .. .. . .. .. . .. .. .. .. . .. .. . .. . .. .. . .. .. . .. . .. .. . . .. . . .. . ... . . .. .. .. . .. . . . .. .. . .. .. .. . .. . . .. . .. .. .. . .. . ... . .. .. . .. . .. .. .. . .. .. . .. . .. .. . .. . .. .. . .. .. . .. .. . .. . .. . .. . .. .. . .. .. . .. ..

EDUCATION.
SCHOOL.

Name of Schools Place
Numbe r
of pupils

Age on
leavin g

eA J7bN HIG,t Set10Ox . CARb I FF 3 40 18
cARb~t F

FURTHER EDUCATION. This should include University and/or Professional
training, whether full-or part time .

Length of Age Age
College Place residence commenced complete d

or course

~Wls7 ov-DIrF 3 y. s iS a 1

6Rislbk UNIV 6Rl6nc 1... / yr ,? I as

CAMMsb&E CAr C.AMAR,bGE l yr 2`d a9

AR151100fll PIIIQ79I0Il1H 17r 33 34
Po LyrEUt JIc

Any explanatory remarks you may wish to make on the above :-

Leave Blank

FORM S.
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EXAMINATIONS

-2-

Leave Blank

SCHOOL (e.g ., G.C .E. Ordinary Level or Advanced Level) .

Name of A e Subjects

Examination
g

DIST.IV .G. GOOD CREDIT PASS FAIL .

(rCE I
+

GCE
3 A le,oe( s

HIGHER EXAMINATIONS . State University or Professional examinations taken ,
together with the subjects and the standard attained .

Name of Examination Age Subjects Taken and Result

B Se I ,rGej SeieACe, a j HC CS e ~
~e

Ce--tf ? - ~ w rcol.A Ca Ix,~ Ja
a~ da

/tLJcvo~ ¢

RSA hle,aa ~w
a~ (A,x,u~ .u'cci~oxn D~ P1~ l.a,-,

Y?U T 1a,P ,a1b4 l; I?UC2d~.ue 01 Utzs , / ~ac~i e J Certc3 O)jJM C
Dr.~f, hr.~ivti~

A I PM ParLn 1 34 P c, A Sfa~k~ A C.

E7 ~nC MC 2 C
00 A-6 ~a >7 co 3G kw' Aq result

State any examinations you have taken more than once ... *..`u.. .... ... ... ..

State any foreign languages you speak fluently o ... _ _. ... . .. .. . ... .... ... ... .... ... ..... ... .... . .. . . .

Give details of any residence abroad . . Aged _ . _ fn. g . . ..kp.~ .._e ..._ha .

What are your principal interests or hobbies ?

MelwL 4 . S . P/ . .. I . Va 'j. _C G .
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PROFESSIONAL EXPERIENCE (in date order )

Name of
Employer

Position held and
nature of work Salary Length of

Tun e

VICW 1N1h0S'I7QI6( fF~~IN/ST►Q4l IQ Fdgoo / yeas

(vk) c t~, PoKTS+~ovn} Ra v~(a ao~uua C41 / ( +
o C r

~9s,- a~ P~ ,l
l

?d

c 0.

am

mwowr i Cam he, a J Cpnfrmc-' word - Uanvd tC aa r
19e^ c-r4M01./f /QM Nwco u Vi-"

svaa r

1 Jau ~aauP~tn,

I

L
~}alru A 't Scwi.t Secl'C &,r j arm"

198 - $I
I

~yo i+~on~il 5NPf

c o-#.a j. NLt
1977 -7 9

DYE Bvs lar5 S

CoMML,U AT10a i-rt

P~RSon/~/~L o/ I c~R
II

1\?G+MfY~t/t~ a uu~ S/

554 o yP°"`

~~,o»a a sC(4IVQ4rp& .w4
: ~ lAC~suwe.~i.~i.~qo w~polLn,wd

p 't ~'

,,/'~ ) O '+a~nen99 , c
for Yr .(26L&pr o..n,eu~cu.t'fe a.f t1

)luc i+iA P AaiojIC~ tKSicnjr ro Hkr- MGR 1-3300 yeav
G.TD, ST IVK1 8S Supelcrygte„ cuslur GQ w a„

)974 -7-7

/ ,

° ; pYepaki NS>'t C-I i ~

GSM; i• nu, cam., .

10SILVN FVPpc T} i APM114ISn?Aro1Q
I yQ~

co, t4UNT1NGl)O N

7(0r~75-
1//++

t~vur'y.e a1' C,_6_, o ~ yf

1971-7ti 3

LEAs

r

196-71

Outline the kind of work you were doing in your last appointment :

/tnB~uKRn!) dc x&r"- L co-bole
T

M d-,A )cPt R -

CC TV ",r,n - fi
'

01aey ~ fn ica,4n eQa ~~c Q

Leave Blank
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Any other facts you wish to state in support of your application, including details
of military service :

. .. . . .. .. . .. .. . .. . .. . . . .. . .. .. .. . .. . . .. . .. .. .. . .Date . .. . .. .. .. . . /l.s( 2 . .. .. .. . .. . .. .. . .. .. . .. . .. . .. . .. .. . . . .. .. .. . .. . .. . .. .. Signed .. . .. /a.. . .ate. .

REFERENCES .

Refere e

~ .Mi . ct4&
Ma.

2. x"14 4, &e- La.&

N"

3•

Addres s

✓
%Rd CuK
ALAa

60n
t=i k~y, ak 171~t
POA7504OO77¢ .

Friend, Relative,
Business acquaintance

Leave Blank

FOR OFFICE USE ONLY .
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