GRACE CURRAN 
298 Neutron Tower , London , England E14 9gt  
07413394016 -  gracebcurran@yahoo.com 
Date of Birth: 22/12/2007  
PROFESSIONAL SUMMARY     	 
Driven individual with proactive attitude and strong problem-solving abilities, combined with excellent communication and teamwork skills. Demonstrates adaptability and willingness to learn new concepts quickly. Committed to contributing positively to my role.
Personal Statement:
Enthusiastic and reliable entry-level business candidate with a strong work ethic and a willingness to learn. Skilled in communication, teamwork, and time management, with the ability to adapt quickly to new challenges. Looking to apply business knowledge in a practical setting while contributing positively to company growth and customer satisfaction.

Possesses a strong interest in marketing and brand development, with an understanding of how businesses engage customers and communicate value. Developed skills in research, content creation, and digital communication through academic work and personal projects. Creative, detail-oriented, and eager to contribute fresh ideas while learning how effective marketing strategies drive growth and customer loyalty.
I am a driven and ambitious individual with a qualification in Business, seeking an Estate Agent Assistant Apprenticeship to launch my career in the property industry. I have a strong interest in real estate and a passion for working in a target-driven, customer-focused environment. Through my studies, I have developed key skills in communication, persuasion, and commercial awareness, which I am eager to apply to support property sales and deliver excellent client service. I am highly motivated to learn, confident engaging with people, and committed to achieving results while building a successful career in estate agency.


SKILLS     	 
· Excellent communication and interpersonal skills, with a friendly and professional manner
· Highly organised, with the ability to manage multiple tasks and meet deadlines
· Dependable and punctual, maintaining a strong commitment to reliability and consistency
· Works well both independently and as part of a team
· Patient, caring, and empathetic when supporting children, parents, and colleagues
· Quick to learn new systems and adapt to changing needs within the workplace
· Strong attention to detail, ensuring accuracy in all administrative tasks
· Calm and composed under pressure, maintaining a positive and proactive attitude
· Demonstrates discretion and professionalism when handling confidential information
· Committed to providing high-quality support and excellent customer service
· Able to work independently and use initiative when needed
· Good attention to detail and accuracy in work
· Calm and professional under pressure
· Positive attitude and willingness to help others
· Good teamwork and cooperation skills
· Able to work independently and use initiative when needed
· Caring and patient, especially when working with children and families

WORK HISTORY     	 
	Customer service   
Casa a gelato - London, England  
· Provided excellent customer service for passenger satisfaction. 
· Enhanced store reputation with excellent customer service skills. 
· Delivered outstanding customer service during each journey. 
· Handled cash transactions for smooth customer service experience. 
· Delivered enhanced customer service for improved satisfaction ratings. 
· Enhance venue reputation with excellent customer service. 
· Increased brand loyalty through exceptional online customer service. 
· Prepared special dietary dishes for better customer service. 
· Facilitated customer service with a friendly, approachable demeanour. 
· Handled customer complaints professionally, improved customer service standards. 
	














































	Teaching assistant in primary school   
Mowlem Primary School - London , England  
· Ensured safety of pupils during extracurricular activities for an accident-free environment. 
· Assisted in lesson planning for effective curriculum delivery. 
· Provided feedback on pupil's work, identifying areas for improvement. 
· Led small group sessions for enhanced focus on challenging topics. 
· Supervised students in classrooms, halls, cafeterias, school yards, and gymnasiums, or on field trips providing safe, supportive environment. 
· Facilitated active learning environments with engaging teaching aids and resources. 
· Offered one-on-one guidance to struggling students for improved academic performance. 
· Supported classroom teacher with behaviour management, promoting a positive learning environment. 
· Managed administrative tasks, aiding smooth running of the class. 
· Assisted children individually or in small groups to help them master assignments and reinforce learning concepts presented by teachers. 
· 

Early Years Practioner Apprenticeship 
· Supported the learning and development of children aged [X–X] years through play-based and structured activities.
· Planned and delivered engaging, age-appropriate activities in line with the Early Years Foundation Stage (EYFS) framework.
· Promoted children’s social, emotional, and communication skills through positive interaction and role modelling.
· Monitored and recorded individual progress, contributing to observations, assessments, and planning.
· Worked in partnership with parents and carers to support children’s development and wellbeing.
· Maintained a safe, stimulating, and inclusive environment that met safeguarding and health & safety standards.
· Encouraged independence and confidence in children through supportive guidance.
· Assisted with personal care routines while maintaining children’s dignity and comfort.
· Collaborated effectively with colleagues and external professionals to provide holistic support for children.
Business Administration Montessori
· Managed day-to-day administrative operations to support smooth running of the nursery and ensure compliance with childcare regulations.
· Maintained accurate records of children’s attendance, enrolment, medical information, and safeguarding documentation.
· Processed invoices, payments, and funding claims, ensuring accuracy and timely submission.
· Welcomed parents, children, and visitors, providing a warm and professional first point of contact.
· Maintained organized filing systems (digital and physical) for easy access to company records and documentation.
· Handled incoming communications (emails, phone calls, mail), ensuring timely and professional responses
· Ensured compliance with company policies and contributed to improving office efficiency and productivity.
· Managed daily office operations, ensuring smooth workflow and efficient administrative support for all departments.
· Delivered high-quality administrative support to enhance client satisfaction and retention.
· Prepared and organised invoices and payment records.
· Made sure all information was kept private and followed nursery policies.
 
Glow Tanning 

· Provided exceptional customer service, greeting clients, answering questions, and ensuring a welcoming and comfortable environment.
· Managed appointment scheduling, payments, and other administrative tasks accurately and efficiently.
· Maintained high hygiene and cleanliness standards, thoroughly cleaning equipment, treatment rooms, and common areas.
· Monitored and restocked stock and supplies, ensuring smooth daily operations and availability of products.
· Ensured compliance with health and safety regulations, creating a safe environment for clients and staff.
· Assisted with promoting services and products, contributing to customer satisfaction and business growth.
· Assisted in creating advertisements And attracting customers 



	EDUCATION     
 
 
	 
City gateway college - London, England  
 studied business administration & employability 
GCSEs: Mathematics Education  
Bishop Challoner School - London, England  
• Graduated with Grade 3 

	09/2024  
	GCSEs: English Language and Literature  
Bishop Challoner Catholic Collegiate School - London, England  
• Graduate with English Language Grade 4 

	09/2024  
	GCSEs: Business Studies  


Bishop Challoner Catholic Collegiate School - London, England  
· Graduate with Business Studies B Tech 
· Retail Business Tech Award cash in (M1) • The business of retail paper new (P2) 
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