26 Caerleon Avenue
Bitterne
SOUTHAMPTON

$02 5JX

Tel: S. 446679

9th December 1982

Mr Syd Raccani
PER

62-64 High Street
SOUTHAMPTON

S09 2EG

Dear Mr Raccani

Personnel Officer - Temporary

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 background

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 fram you.

Yours sincerely

gorre oo

SUSANNE COCKE

09694960 |




CURRICULUM VITAE SUSANNE COOKE 26 Caerleon Avenue
Bitterne
SOUTHAMPTON S02 5JX

EDUCATION, TRAINING & QUALIFICATIONS

BSc Applied Science, Certificate in Education

RSA Diploma for Personal Assistants (Distinction) - Office
Management, Practical Correspondence, Law & Procedure of Meetings

AIPM Parts I & II Psycholegy, Statistics, Sociology, Economics,
GPM, Industrial Relations, Project:Performance Appraisal

3-day Practical Interviewing Skills (Industrial Society)

Officer training RAF Henlow

WORK EXPERIENCE AND ACHIEVEMENTS

Since June ADMINISTRATOR, Vicon Industries (UK) Ltd, Portsmouth
1981 Eurcopean 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 gualification.

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.
Pesigned and edited for 18 months house magazine
(readership approx 1500).

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

ADDITIONAL INFORMATION

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.

Octcber 1982

1969/9601




CONFIDENTIAL.

Surname ...

Application Form

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

CO0KI:

First Names ... SUSANN, £

Home Address... 26 CAERLEON AVE

BITIKRNE , SOUTHAMPTON Tel No. (if any)..%%557........

Date of Birth

1.8 46

Nationality . LBRITSH

Married/Single ... . SINGCE

Place of Birth

EGYLT

—

Religion ...

EDUCATION.
ScHooL.
Number Age on
Name of Schools Place of pupils leaving
CANTON HIGH SCHOOM CARDIFE 300 18

CARDICE

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

College Place 1;5:’52'11:: comggnced oon?pgl:tcd
0or course
UwIsT CARDIEF 3 yrs 18 al
BrisTon UNIV GRISTOL [ yr Q) 22
CAMBRIDGE CAT | CAMBRIDGE I yr 2% 29
PoRTSOUM | PORTSHOUTH Ly 33 34

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

FORM B.

Leave Blank

¢9G69/9601



EXAMINATIONS

2m

ScuooL {e.g., G.C.E. Ordinary Level or Advanced Level),

Nan}c qf Age Subijects

Examination DIST./V.G. GOOD CREDIT PASS FAIL
Gee I

¢ O lowels
GCE

3 Alewels 13

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 APPLPJ Seance al
Cerﬁfhn{i w Eolucabon | 22

RSA Drplema
Pty kﬁmg a

AIPM fars T 1 1L 34

Mothomabes ¢ Cb.mmﬁy B:fajéczl J
Phoarde d

Comuuns ealiows | %Zz H%, loww »
ﬂvmlcw 7”@?, /Jfac/v'c.nﬂ C@ﬂrsfwmlt«u
Dishicbion

A cw% A Shitches A Q)c&f&% ¢

GPM ¢ IR C  Economues )
OU Arls Fundabion couse| 36 ﬂnm’ﬁnd result

State any examinations you have taken more than once...... Nore

State any foreign languages you speak fluently None

Give details of any residence abroad . ﬂgeol uf P 8. Em}lfﬂfi‘@- N

What are your principal interests or hobbies ? ’%M /7"7, 5/""[;, S/W%"‘j

Honlr of - Sobaugon . Vot

Clul,

Leave Blank

¢969/.9601
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PROFESSIONAL EXPERIENCE (in date order)

¥ 1) N

Moot Pl b sy | gl
Vieow INMUSTRIES | ADMINIS TRATOK f(,:)oo { yeor
(uK) LTS, Porrsount Ku’mum /mr acluin conpol +

}-'8'2 ‘{WPW MILJMZI' €o can

% PA o M.
HANPOWER  Conbened CW;W; work - varod e |
ﬁjen O Gmon /SM Marcomi 2 Viem Efb@ il
L g"“u‘*‘“f‘“‘ Adsin. 2 some  secre forink 71
AL;JJ lf Mand«x Sqéﬂ?]
13%0 - 81 Pr
{zm/u,ﬁ fw Houls Cte
PYe  BUSINESS PERSONNIEL OFFICER £5540 2 year
COMMUNCATIONS LD I%uwh«uxl iaéwﬂ s/'ﬁ
C ANAR 1D GE
l(nuea/ bj frourun WM(/ZZUJ aoLuw eﬁ,
aMQJ Ptimendt| Blyfechinic for Iy
TICLAIR RADIONICS ﬂsszsmnn’ ro Mke MGR £3300 / adat
LTD ST IVES, CAMES Su,wuuwn w/zmw Lincsom
1970 -7 efm MS#V('//W‘N
&a/fdz /n
(dAsive APET PreATRe| AOMINISTRATDR /7eu
co, HUNTINGDON
q715-76
(e vy
. 3y
" - Short-service_conuidiom - N
WRAF Educalion Bramcl. i .
b Vs
LEAs Mathemates Gackes o ‘ ‘\ 37'\‘
1967

Qutline the kind of work you were doing in your.las;t appointment:

cerv aow(w.mj WO&N{Y af ﬂ'muuam WM

¢ conlinf {fo\dmm fwcwéuegfv A

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

Date.......23//8/¢2

Sigr;cd /f@f& |

REFERENCES.

Referee

Address

Friend, Relative,
Business acquaintance

LMy Gt Smales
Md,

2.‘MA Anne Lase
Kgr

Z:A/Ada@@ .(U’\’)UV
s )

acl
BT ot P

PoRTSMOUTH .

Al

Leaue Blank

FOR OFFICE USE ONLY.

9969/960 |
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