Charlie Smith
Birmingham, UK, 07910 123456, charlie.smith@outlook.com

Personal Statement 
I’m an adult learner with experience in customer service, retail, and office administration. After studying Biology at university, I worked in admin for EcoBirmingham. I’ve recently completed the Mother Garden course at Fircroft College and I’m now taking part in the Cross Pollinator programme. I’m passionate about community, sustainability, and lifelong learning, and I’m working towards setting up my own community hub to bring people together through nature and creativity.

Key Skills
· Strong communication and people skills
· Organised and reliable
· Experience in admin and customer service
· Passionate about sustainability and community work
· Creative thinking and problem-solving
· Teamwork and collaboration


Education & Training
Cross Pollinator Programme
Fircroft College of Adult Education					September 2025 - current
· Exploring community building, creative projects, and collaborative learning.

Mother Garden Course
Fircroft College of Adult Education					March 2025 – June 2025
· Focused on personal growth, nature connection, and community engagement.

BSc Biology, 2:1
University of Gloucestershire 						September 2015 – June 2018
· Member of BioSciences Society

Cadbury Sixth Form College
A Levels								September 2013 – June 2015
· Italian (B)
· Biology (B)
· Chemistry (C)

Bournville School
GCSEs									September 2010 – June 2013
· 8 GCSEs A-C, including English and Maths

Work Experience
Admin Assistant
EcoBirmingham, Birmingham						July 2018 – March 2023
· Managed emails, records, and event coordination
· Supported fundraising and community outreach
· Helped with social media and volunteer communications

Barista (Part-Time)
Local Coffee Shop, Cheltenham					October 2016 – June 2017 
· Prepared drinks and served customers in a fast-paced environment
· Maintained cleanliness and stock levels
· Provided friendly service and built rapport with regulars

Retail Assistant (Part-Time)
Tesco, Birmingham							June 2013 – September 2015
· Delivered excellent customer service
· Trained new staff and supported team development
· Managed stock and handled transactions


Volunteering 
Gardening Volunteer
Martineau Gardens							March 2023 – current
· Helped maintain wildlife areas, vegetable plots, and herb beds
· Supported therapeutic horticulture sessions
· Contributed to a welcoming and inclusive community space


Certifications & Additional Training
· Mental Health First Aid - Birmingham Mind, June 2023
