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Personal details
Name:     Siobhan Kilkenny

Address: 19 Churchland’s
                Church Road
                Bray

                Co. Wicklow

Tel No:    0864072967

Education.
2004 – 2005 National Collage of Ireland

Diploma in 1st Line Management

Graduated in September 2005 

Employment History

Sep 2008 – To Date 
Home Instead Senior Care
Scheduler
My duties included Liaising with Carers Client & Families daily.
Scheduling Carers with our clients, making sure the best service is provided to our clients. 
1. Conversion of New Service Enquiries calls

2. Resolution of queries for existing customers

3. Recording and maintenance of all clients and carers records   
4. Preparing for annual Audits

5. Recruitment & Retention 
6. Arrange cover for Training for carers.
7. Arrange sick leave and holidays for carers.
8. Liaising with Care Mangers regarding new services

July 2006 - August 2007 Systimax Solutions 

Purchasing Administrator

Principle tasks duties and Responsibilities
My duties included.
Liasing with and providing support to the Purchasing Manager, Team Leader, Senior and Junior Buyer Planners on all duties carried out on a daily basic within the Purchasing Department using SAP application. This included:

1. Reviewing Updating and Confirmation of all Shipment Schedules

2. Updating Shipment Reports

3. Generating and Checking Invoices then forwarding them to appropriate Internal and External Customers

4. Generating Purchase Orders for Fibre and Instapatch products, sending updated schedule to our customers and tracking delivery of products, generating invoices once order has shipped and sending to our customer.
5. Checking Vendor Consignment Reports, sending out to our internal and external customers on weekly basis. 

6. Filing all correspondence from our internal and external customers.

7. Liaising with Finance and Buyers to smooth out and discrepancies.
8. Liaising with Stores Team on all Shipment paperwork
Reception Administrator 

Principle tasks duties and Responsibilities

1. Dealing with all incoming telephone calls

2. Scheduling appointments

3. Arranging flights and hotel reservations for Internal and external customers

4. Greeting visitors on arrival       

5. Scheduling meeting / Interviews as required.
6. Implementing and maintain effective filing systems.
7. Managing post and Courier packages 

8. Arranging courses

9. Handling suppliers / Invoicing
10. Providing effective secretarial and administration support       

Dell Inc - 2000 - 2005 

Customer Care Representative

Principle tasks duties and responsibilities

Main responsibility was to take about 120 calls per day, dealing with customer’s issues from open to close.  This involved cross-functional negotiation with our sales, finance, and marketing departments. Generation refunds for our customer and good will gestures.   I was also responsible for training new hires as they came on board and acted as the escalation point for the agents.

Promoted to Assistant Team Leader within Customer Care

1. Principle tasks duties and Responsibilities

2. Managing a team of 12 people

3. Making sure that all agents reached their targets daily.
4. Supporting the individuals on customer Issues as they arose

5. Issue Resolution

6. Training in new hires

7. Support for my senior manager.
8. Holidays/Lunch rosters

9. Recording sick leave

Promoted to Senior Team Leader in Logistics

1. Principle tasks duties and Responsibilities

2. My main responsibility was to provide logistics support and information to internal and external departments related to the status of customer’s orders. 

3. To drive improvements within the Business ensuring carriers are able to deliver shipments to customers that meet our delivery performance metrics.  

4. Management of Logistics team – activity reporting, objective setting and reviews 

5. Full understanding of all processes and systems used in processing orders for the UK and Ireland markets. 

6. Manage the day-to-day operational activities of the logistics team ensuring the team are trained and aware of all activities and goals to be delivered

7. Reporting to Order Quality Manager and other stakeholders i.e. sales and finance on key programs affecting delivery performance.

8. Drive continuous improvement and operational process standardisation using Business Process Improvement methodology.

9. Politely and professionally respond to customer (internal and external) emails and handle their queries in an accurate and timely manner.

10. Full logging of all calls (inbound and outbound)

11. Full knowledge, understanding and best practise utilization of all systems required to respond First time to customer queries. 

· Ability to support and train other members of the team.
· Ability to handle stressful situations.
· Ability to deal professionally with irate customers.
· Ability to learn new products and technologies.
Competencies.
Integrity & trust

Customer focus

Problem solving

Drive for results.
Works on own initiative

Deals with ambiguity

Excellent team player

Excellent timekeeper

Flexible

Quick to learn new skills.
Give 100% to any task and completes it fully.
Personal & community involvement

I am a past member/leader of a voluntary organization for mentally and physically disabled children and adults.  (CASA) Caring and sharing association.

I was awarded the endeavor award in 2004 by the Bray Chambers of Commerce. 

Hobbies/interests

C.A.S.A
Gym

Swimming/Walking/Yoga

Reading

Socializing

Meditation & Mindfulness
I am a member of the Bray Gospel Choir
References on Request
