
Christine Selby

1731 Cust Road 

PO Box 85 

Cust 7444 

North Canterbury

Phone: (03) 3102160

christineselby@xtra.co.nz

Key Strengths

· Happy disposition and ability to communicate with people from all walks of life. 

· Honest, reliable and punctual. 

· Success working in a team environment as well as setting priorities for sole charge duties.

· Confidentiality assured when working with sensitive and private information.

· Remain calm and professional even when dealing with distraught clients.

· Strong eye for detail in all tasks including stock takes and data entry.

· Proven success working alongside team mates, engineers, legal professionals and suppliers.

Employment History

Ashley Gorge Holiday Park

2009 (September to present day)

· Cleaning of Cabins, Toilets, Showers Etc. (Seasonal)
Pacific Leprosy Foundation

2009 (February – March contract)

· Data Entry into MYOB as part of a system migration project.  (Reference available)
2007-2009

· Casual seasonal work, Tomato Picking.

Vircom EMS

2004 - 2007

Initially a temporary contract, filing, preparing word documents and data entry.

Offered a full time position working with contractors.

· Supporting engineers to complete their paperwork and source requested information

· Tracking stock movements and reconciling against records.

· Performing stock takes.

· Ensuring meters were well presented and in full working order prior to despatch.

· Entering data into spreadsheets and in house databases to ensure information was up to date at all times.

· Entering customer usage data and monitoring trends.

When I first arrived in New Zealand whilst looking for work, I did voluntary work at the Presbyterian Church day centre for the elderly, in the High Street Rangiora a few hours a week when I was needed. I helped out with activities, morning tea and luncheon.

Liverpool Victoria Insurance Company, UK

1988 – 2004

· Answering large volumes of customer calls requesting claims.

· Administering the claim from inbound request through to repair, collecting appropriate information and documenting accurately.

· Co-ordinating timeframes, requests and costs with repairers and clients.

· Chasing up suppliers and clients for additional information.

· Liaising with lawyers to resolve disputes over accident responsibility. 

· Managing claims in line with company policy and procedure, with responsibility for a five thousand pound limit authorization.

· Preparing reports on outcomes and results.

· Initially filing and processing large volumes of mail.

Employment History 
· Hairdressing Apprentice, UK 

· Chambermaid, UK

· Retail / Merchandising, UK

Courses

· Microsoft Word Intermediate Certificate

· Microsoft Excel Beginners Certificate

· English City and Guilds Certificate

· Fave in English Certificate (including Student of the year)

· Metering101 Certificate (requirements for my Vircom EMS position)

· Certificated course in MYOB

· Certificated Course called Mahi Ora it covers: health, finances, work opportunities, educational choices, and future business ideas. It includes 23 New Zealand Qualification Authority unit Standards.  

· I am also doing a Mauri Ora course it entails learning about Maori cultures. It is a part-time 12-month government funded course, which is done at home. If I pass will get a NVQ certificate.

· I am also doing a Papa Ako course which is also a 12 month government funded course it covers: Learning Skills, producing a plan and demonstrating knowledge of written and visual note making techniques and demonstrating their uses. If I pass I will get an NVQ & receive 3 unit standards.

Personal Interests

· Exploring New Zealand

· Singing and Music

· Gardening, keeping fit, reading and entertaining.

Character Referee 

Michael Green 

Tele: (03) 310 2272.

Work Related Referee

Ashley Gorge Holiday Park

Heather & Brian Norton Tele: (03) 312 4099  

Lala Gittoes Relations Manager at Pacific Leprosy Foundation

Tele: (03) 366 3685 or 021 024 04001

Heather Sharplin Tutor for Premier Promotions (Course Work I have completed)

Tele: (03) 3374940 or 0272934180

Liverpool Victoria Insurance Co (UK).

I have references from:

L. Pegram character Reference.

T Linder Manager of Support and Development, Work Related Reference.


