Personal Details 

Name:

Chris Cantwell 

Address: 
15 Corrib Road,



Terenure,



Dublin 6w.
Phone: 
086 1761034

Email:

ccantwell86@gmail.com

D.O.B: 

16/03/86

Education

1999 - 2004:

St. Peter’s College, Summerhill, Wexford. 

2004 - 2008:

University College Dublin.

· Bachelor of Arts (Honours) (Archaeology and Geography): 2nd Class Honours Grade 2 (2.2)

2009 - 2010: 
University College Cork

· MA in Coastal Management and GIS

· Dissertation Title: ‘Coastal Vulnerability and the Application of ICZM in Ireland- A case Study of Doonbeg Golf Course, County Clare.’
Employment

June 2003 – September 2006:  
Assistant Archivist 

and January 2008 (Full Time 

M.J. O’ Connor Solicitors, 

Holiday Work)



Drinagh, Wexford. 

M. J. O’ Connor, Solicitors is one of the largest law firms in the South East.  I gained considerable experience working in a busy, demanding corporate environment.  My duties included: 

· Responsibility for managing and organising over 48,000 legal files and archival documents. 

· Use of “Pilgrim” software to input electronic records of files. 

· Responsible for accurate recording and efficient retrieval of files on demand.

June 2008 – September 2008: 

Clerical Officer (Student) 







South Dublin County Council,







County Hall, Tallaght, Dublin 24. 

This position, in one of the largest County Council’s in the Country, offered me an opportunity to experience some elements of working in local government.  Based in the Environment Department, my duties included:

· Establishing an archival system

· Data entry

· Responsibility for file management and retrieval of files on demand

26TH January - 30th June 2009:

Agency Administrator







Premium Collections,







Hibernian Aviva Life Services Ltd,







One Park Place, Hatch Street,







Dublin 2.

Within this role I was responsible for the recording and management of large numbers of policies in the Premium Collections department. During my time here I developed my skills in:

· I.T, in particular, Microsoft Office Word and Excel and Hibernian Aviva’s internal mainframes, known as Solas and Paxus.

· Data Entry

· General Office conduct and procedure

In all of the above positions, and my time in UCD and UCC, I gained a good understanding of the requirements of an office environment.  I have developed skills in record management including: 

· The organisation of large volumes of documents and files 

· An ability to understand and manipulate databases and associated IT skills 

· The ability to work on my own initiative and get a job done as efficiently as possible.
Additional Information:
·  ECDL Qualification


· Member of Wexford Golf Club 

· Member of Clonard GAA Club, Wexford 
· Recently finished working a Temp job (6 weeks) with Meridian VAT Processors in Tallaght, Dublin 24
Referees

Ms. Laura O’Rourke, 




Prof. Robert Devoy



HR Business Partner,




Associate Professor,

Hibernian Aviva,




University College Cork,

One Park Place,




Western Road,

Hatch Street,





Cork City,



Dublin 2. 





Cork.
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