
PHILLIP GASKIN 

Mobile: 021 239 9075 
E-Mail: pipgaskin@gmail.com 

Profile 
I am a respectable, reliable person with the determination to succeed. I am of  a perfectionist nature; I am 
meticulous in all tasks and like to ensure the job is done correctly and promptly. I wish to continue within an 
Administration/Personal Assistant career where I can explore my potential. I enjoying being the source of  
information to others, helping them whenever I can. I believe that loyalty, honesty, punctuality, and respect 
are fundamental to a positive working environment and I always put 100% into my work. 

Work History 
Barber - Barker’s Groom Room. Palmerston North, New Zealand: September 2017 - Ongoing 
• Working with Kitomba, an electronic client database with online appointment booking system.  
• Utilising a computerised system for stock control, product sales and communication to head office for 

cashing up and daily reports.  
• Maintaining a professional workstation and always looking to improve my service and optimise my 

performance.  
• Cutting hair to suit modern and older styles of  fashion including product advisement. 

Personal Assistant - Love Divinity. Sunshine Coast, Australia: April 2015 - June 2017 
• Designing company logos and event information, working with photographs and letters for business social 

and customer information.  
• Keeping track with appointments, time management, and Tatiana’s needs to help her run her business 

successfully.  
• Technological advice to help maintain an efficient and safe business and any other help I can offer to 

benefit Love Divinity. 
• Driver for Tatiana to functions, for her children for events and university and collecting stock, deliveries 

and shopping.  

Barber - The Barbers Shed. Sunshine Coast, Australia: February 2013 - June 2017 
• Responsibilities of  the till, change, cashing up, security, key holder, product display, iMac support for the 

shop computer and running the barbers on a daily basis unsupervised. 
• Advising customers on computer and phone difficulties and user tips. 
• Cutting and styling the best haircuts in Caloundra making sure customer satisfaction is of  the highest 

caliber. 

Barber - The Barbers Den. Kippa Ring, Australia: October 2009 – February 2013 
• Cutting hair to suit modern and older styles of  fashion. 
• Helping maintain the highest standards of  customer service and quality within the team I work with.  

Manager & Head Stylist - Cuts & Clobber. Hampshire, England: December 2006 – August 2009 
• Maintaining computerised customer records, rewards and appointments system to run the salons activities. 
• Key holder, cashing up, keeping colour orders, product stocks and miscellaneous stocks up to date advising 

on the running of  Cuts & Clobber and other managerial skills. 
• Manager and advisor for Cuts & Clobber salon.  
• Overseeing the daily running of  a busy salon and clothing retailer in a managerial position. 

RWA/Debit Claims - B&Q. Hampshire, England: November 2003 – December 2006 
• Creating and maintaining several programs in Excel and Word for B & Q to aid in the payments of  fitters, 

for completing remedial work and to assist in managerial reports. 
• Updating files and keeping precise records of  all claim issues for B & Q. 
• Creating workable Excel spreadsheets for Debt Claims. 
• Creating and researching claims against Fitting companies and Manufacturers. 
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Work History Continued 
Hair Stylist - Ego. Hampshire, England: July 2000 – February 2002 
• Styling hair, running a column, helping people to have perfect hair.  
• Assisting in the daily running of  Ego to a ‘funky quality’ standard. 
• Key holder & cashing up. 

Colour Technician - Garbos Hair. Hampshire, England: August 1998 – June 2000 
• Building a clientele database while doing my NVQ II.  
• Head Assistant and Assistant Colour Technician.  
• Ensuring the salon runs professionally to Health and Safety Guidelines. 
• Liaising with clients making them feel relaxed and welcome. 
• Keeping the daily running of  Garbo's to a professional standard. 

IT Support Officer - Portsmouth ITeC. Hampshire, England: October 1996 – June 1997 
• Maintained a working computer environment including; setting up offices complete with appropriate 

software and hardware. 
• Checked and tested computers to keep them running to specification standards. 
• Software Installation; Microsoft, Virus Protection, and Network. 
• Stock auditing of  Software, Hardware and keeping a reasonable level of  Computer accessories. 
• Liaised with staff  and helped with any user problems. 
• Ran the IT Support Department for Portsmouth ITeC while taking an NVQ II in I.T. 

Salesperson/Senior Salesperson - Rumbelows Ltd. Hampshire, England: July 1985 – June 1990 
• Experienced in stock auditing and problem-solving in that area. 
• Managerial skills including key holder of  the shops employed in, and responsible for late night call outs, 

cashing-up, money control, and banking. 
• Liaised with customers and helping with any problems. 
• Trained staff  on new products and selling skills. 

Education 
September 1998 - May 2001: Highbury College, Cosham, Portsmouth 
NVQ II:	Hairdressing  

September 1996 - April 1997: Portsmouth ITeC, North End, Portsmouth. 
NVQ II:		Information Technology 
Certificate in  
Proficiency:	Novell 4.1 

September 1991 - May 1993: South Downs College, Havant 
City & Guilds Catering:	707/6-1, 706-1, and 706-2 
Food and Hygiene 
Food and Hygiene Science 

Interests Include - The study of  history and historical sights, technology including future predictions, web 
design, science fiction, reading fantasy and science fiction novels, nature and the world that she gives us, 
gardening, music, and Buddhism. A sort of  “nerd”; generally referring to someone with academic proclivities 
or interests that revolve around science/tech things. I enjoy designing web sites and I have included my wife’s 
jewellery website and creator of  www.unubis.wixsite.com/oracle 

Referees: Available on request. 
Additional: Driving Licence, Full & Clean. Non-smoker, Vegetarian, and Non-drinker. Previous registered 
Blood and Bone Marrow Donor. 
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A covering letter for Pip Gaskin.  

I am meticulous with how I work and always strive to perfection, be it for quality or practicality of  
the job requirements. Within my working and personal life, I maintain my passion for organisation 
and structure in everything I do. I work well within a team, under my own supervision or with 
direction from my superiors. My skills with the computer and Microsoft system have always been of  
use and a benefit to my previous employers and others I come to help. I have designed and 
maintained web sites making sure they are comparable on all media formats and are easy for the 
user to navigate around. I have been an Apple systems user for the last four years and I am adept at 
using a windows pc system equally well and can cross reference between the two. I am a fast learner 
and can adapt to new business systems quickly.  

My experience in the role of  Personal Assistant has been looking after someone in the field of  
Energy Medicine within their business needs. A structured and organised practice of  work was 
required to complete jobs including priority and time management procedures. Managing and 
looking after her photograph and promotional requirements, photo editing, designing and creating 
what was needed for her seminars and projects. I find it worthwhile to anticipate a need before it 
becomes a problem and to have an organised working life. 

In my previous and current position in sales, computer support and barbering, my role has included 
banking, reports, bookings, stock control, wages, email, data entry and logical filing. I have gained 
the understanding into considering the customer/employer and their needs, customer service is as 
important to the customer as to the company I work for.  

One of  my previous roles was in admin for a home installation company in England (B & Q). While 
working as an administrative assistant, I was in-charge of  creating a working spreadsheet in Excel to 
self-populate a current cost of  installations and repairs. Within the role, I was in charge of  customer 
queries, payment assessment, parts and fitter locating and other areas to include within installations 
of  bathrooms and kitchens. I completed research for the installation jobs and maintained the pricing 
to a budget plan. Upon job completion, I followed the process through to filing and closure of  
customers file. 

Honesty, loyalty, and respect are very important to me and how I live my life. I wish for a career 
where sales and the dollar value are not as important as the people you are looking after. I like to 
keep things in order within my life and I have practiced this within my working career. My beliefs 
are to help someone, look after the world we live in and the rewards are the satisfaction of  
completion. 

I am available to start whenever you require me to do so. I hope you find my application suitable to 
be part of  your team and look forward to hearing from you soon.  

Yours sincerely 

Phillip Gaskin
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