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Personal Profile 
I regard myself as a highly motivated, mature and professional individual with the ability to adapt easily to change and the determination to succeed and to motivate others to achieve. I enjoy communicating and working with people of all ages and I am a team player with an enthusiastic, reliable and positive personality.  I thrive in an educational environment and enjoy learning, taking advantage of the opportunity to gain knowledge wherever possible and pass on skills to others. 
Key skills/experience 

· Bsc (hons) degree in Criminology and Psychology
· Effective interpersonal skills, including problem solving and conflict resolution
· Extensive experience of working with people from diverse backgrounds and age ranges.
· Excellent written and verbal communications skills
· Experience in working with various computer software packages, including Microsoft Office
· Keen interest in travel and teaching
Career History
HMP Bronzefield, Middlesex | Prison Custody Officer | June 2006- Present

HMP Bronzefield is a modern prison for women which opened in June 2004. It performs the function of a local prison, accepting prisoners direct from the courts and has 3 main residential units holding approximately 135 women each. My role entails working with prisoners in a secure environment that focuses on meeting both their immediate & resettlement needs, providing support and encouragement for Prisoners to address their immediate and resettlement needs and provide opportunities to learn and develop, which help to reduce the risk of re-offending.  Since it is particularly important to be able to balance authority with a large amount of understanding and compassion, training and working for the prison service has given me the opportunity to develop many new skills and particularly to build on my existing interpersonal skills and qualities. My main responsibilities include:
· Taking an active part in rehabilitation and teaching programmes for prisoners

· Providing a quality of service that is of high standard, professional and courteous.

· Understanding of diversity issues & commitment to equality of opportunity.
· Taking care of prisoners and their property, taking account of their rights and dignity. 

· Providing appropriate care and support for prisoners at risk of self harm 

· Promoting Anti-Bullying and suicide prevention policies  

· Assessing and advising prisoners, using my own experiences and integrity  

· Writing fair and perceptive reports on prisoners. 
· Supervising prisoners, keeping account of individuals and maintaining order  

· Employing authorised physical control and restraint procedures where appropriate  

Bishops Centre, Hurtis Hill, Crowborough | Payroll Administrator | April 2006-June 2006.
This role entailed general receptionist duties alongside doing the weekly and monthly payroll for the company.  Main responsibilities included:

· Processing payroll from start to finish 

· Processing starters and leavers 

· Calculating SMP, SSP, SPP 

NHS, UHB Payroll, Stoke-on-Trent | Payroll Assistant | Sept 2005-April 2006.
This role entailed general receptionist duties alongside doing the weekly and monthly payroll for the company.  Main responsibilities included:
· Processing reconciliation spreadsheets and fuse reports 

· Sorting and finding errors made within reports on previous payroll and reporting them to the manager 
· Working on entering sections of payroll for the different trusts within the office
· Working with many different computer programmes
· Liaising with members of the NHS trust regarding their pay
Royal Mail, Tonbridge | Indoor Postal Sorter | July 2004- September 2004 & July 2005- September 2005.
This was a summer role to subsidize my university studies during my second and third years.  Main duties and responsibilities included: 

· Sorting items by hand into compartments on a sorting frame then bagging and labeling mail for its destination 
· Moving mail around the office between conveyor belts, loading docks and trolleys 
· Loading and unloading wheeled containers from vehicles to the dispatch areas 
General Assistant | Vue Cinema Newcastle-Under-Lyme | Oct 2002-June 2004.
This was a customer service role with the main focus on ensuring an enjoyable and pleasant experience to visitors of the cinema.  Main responsibilities involved: 

· Greeting and serving customers. 

· Rotating between the box office, concession area and auditorium. 
· Ensuring safety within the cinema and a calm atmosphere at busy times such as premieres.
Training 
TEFL Course (to be completed February 2009)
Safe Guarding Children course completed Jan 2009
PCO Training including interpersonal skills, boundary training and conflict resolution HMP Bronzefield July-Sept 2006
First Aid Training course completed September 2006, Valid for 3 years.
Education
Keele University 

September 2002 -June 2005 

Bsc (2nd degree Hons) Criminology and Psychology
Beacon Community College Sixth Form

September 2000 -June 2002 

A-level Sociology: B 

A-level Psychology: B 

A-level English Literature: C

AS –level Film Studies: B 
Beacon Community College 

September 1995 -June 2000 

10 GCSE’s  

Personal Details 

Date of Birth 
15/02/1984
Interests

Interests
Whilst studying for my degree I became a member of the university’s Ladies Rugby Team where I was also a member of the committee, responsible for various aspects of the running of the team. Since graduating I have joined Twickenham Ladies RFC, where I have been actively involved in fundraising, recruitment and general management of the team.  I have a keen interest in reading and history and enjoy travel. 
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