Joanne Margaret McFarlane

Dundonald

BT16 2DP

mcfarlane37@btinternet.com
Tel:  (028) 90484103

Mobile:  07979 214149

Education

GCSE English


C


GCSE Child Care

D

GCSE Maths


E


GCSE Geography

E

GCSE French


E


GCSE Science

EE

RSA Typing Stage I


Distinction



RSA Typing Stage II

Distinction

Further Education

NVQ Level II Business Administration

Pass

Insurance Foundation Certificate


Pass

Essential Skills in Mathematics Level 2

Pass

WORK EXPERIENCE

Virtual Typing Services – Associate Virtual Assistant – February 2008 – Present)

I am currently working as an associate for the above Virtual Assistant.  My duties include digital transcription on a daily basis for a Solicitor.  The typing involved is letters with legal documents, such as Witness Statements and the like and fee schedules which is then typed onto the client’s chosen template.  I have also typed inventories via digital transcription for an Estate Agent.

My Super VA – Associate Virtual Assistant – (July 2007 – Present)

I am currently working as an associate for a Virtual Assistant.  My duties involve telemarketing and sourcing new prospects for a large networking group on a daily basis.  I would also then put the results of the call onto a spreadsheet and email this to the relevant director.  I have also carried out telemarketing on behalf of the above Virtual Assistant for a first aid company and a Women’s magazine.  From time to time I have also carried out some admin work such as copy typing, typing invoices and call minding.

Ulster Hospital – Acute Support Nurse – (November 2007 – Present)

My duties involve providing nursing support to staff nurses and doctor on various wards including medical and surgical, maintaining a patient’s personal hygiene, feeding a patient, looking after their pressure areas, making observations on a patient such as monitoring their blood pressure, pulse, respiration rate and oxygen saturation, noting any changes in a patient and reporting to the nurse in charge.

Mater Hospital Trust – Acute Support Nurse (May 2005 – October 2007

My duties involve providing nursing support to staff nurses and doctors on a surgical ward, maintaining a patient’s personal hygiene, feeding a patient, looking after their pressure areas, making observations on a patient such as monitoring    

their blood pressure, pulse, respiration rate and oxygen saturation, noting any changes in a patient and reporting to the nurse in charge.

Ulster Bank Ltd. - Mortgage Officer (April 2004 – May 2005)

My duties involved processing new mortgage applications, dealing with new business queries from customers’, solicitors and branches and mortgage redemptions.

Halifax plc – Customer Service Advisor (September 2003 – March 2004)

My duties involved working in a call centre environment dealing with customer queries regarding their credit card accounts.

McCausland Light & Rankin – Insurance Broker (July 2002 – September 2003)

My duties involved dealing with all commercial insurance renewals by processing the renewal or obtaining an alternative, quotation, quoting for commercial new business such as Public Liability, Shop Insurance, dealing with mid-term adjustments, dealing with claims, issuing of policy documents and relevant certificates.

Northern Bank Insurance Services – Asst Insurance Broker (March 1996 – June 2002)

My duties involved processing commercial insurance renewals, issuing policy documents and dealing with all claim queries.  Prior to this position I was a Secretary in the same department and my duties consisted of audio typing and copy typing for the Insurance Advisers and Brokers, typing insurance reports for the Advisers and Brokers, filing and answering the telephone. 
K A Dean & Associates Architects - Secretary (April 1995 – October 1996)

My duties involved typing letters, answering the telephone, reception duties and monthly accounts.
A G Lundy & Co Solicitors - Secretary (September 1994 – April 1995)

My duties involved typing and audio typing of litigation and matrimonial work, booking appointments, reception duties and answering the telephone.
