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Profile

Currently working as an Export Business Development Manager for a respected member of the IMI group. Recently completed a Modern Languages degree at The University of Leicester summer 2010. Reliable, punctual and trustworthy with a friendly positive attitude. Good interpersonal skills. Ability to make decisions and work independently. Communicating well and with an ability to enable progression in pressurized situations.

Education

October  2006 to June 2010
The University of Leicester

Modern Languages in French and Italian BA(Hons) 2.1 with distinction in spoken French

October 2005 – June 2006
Centre Princesse Amélie, Luxembourg

French, Advanced Level Three

October 2005 – June 2006
Amitiés Françaises, Lycée Michel Rodange, Luxembourg

French Level B1-2

September 2001 – June 2005
The Henry Fanshawe School, Dronfield, Derbyshire

Advanced Levels:



History: B, Art: C, French: C, General Studies:B

General Certificate of Secondary Education

Mathematics: A, French: A, English Literature: A, Art and Design: A*, English Language: A*, History: A, Science (Triple): ABC, Religious Studies: A, ICT: B, Graphic Products: A*

Positions Held

August 2010 - Present
Export Business Development Manager, Stainless Steel Fasteners Ltd, Sheepbridge

Receipt and processing of enquiries and orders, contact with customers (mainly French and Italian), research and business development overseas. Attendance at exhibitions to promote the company and for contact with prospective customers. Translation of documents from English into French or Italian.

October 2009 – May 2010 
Casual Waitress at Cedars Lebanese Restaurant, Leicester

Waiting tables and bar support during run-up to Christmas period, taking orders and exchange of money. Use of interpersonal skills while welcoming and seating customers. Responsible for the maintenance of hygiene standards while clearing and preparing tables.

June 2009 – September 2009

PA to Mr Richard Green, London and France

Organisation of Mr Richard Green’s diary, booking of flights, organisation of childcare, insurance. General office administration work, human resources – interviews, recruitment, preparation of contracts and rotas. Organisation of the staff house, rent collection. Responsible for organising the repair/replacement of broken appliances where necessary. Events organisation and management. 

January 2009 – May 2009
Internship - Reservation Assistant, Eurogroup, France

Correspondence with tour operators and direct clients. Giving of advice and taking of reservations over the telephone in English, French and Italian. Ensuring special requirements/request of clients carried out where possible.

July 2008 – September 2008
Waitress, The Chequers Inn, Dronfield

Waiting tables and bar support, taking orders and exchange of money. Use of interpersonal skills while welcoming and seating customers. Responsible for the maintenance of hygiene standards while clearing and preparing tables. Occasional kitchen support.

July 2007 – October 2007
Au Pair, Belgium

Teaching English to a young boy and girl during play, preparation of food and organisation of activities in their summer holidays. Responsible for their general care and supervision. 

August 2006 – October 2006

Waitress, The Chequers Inn, Dronfield

Use of interpersonal skills while welcoming and seating customers. Responsible for the maintenance of hygiene standards while clearing and preparing tables.

September 2005 – August 2006
Au Pair, Luxembourg

General care of and responsibility for two young boys, including taking to and collecting from school and out of school activities; food preparation, supervision after school and at mealtimes. Other responsibilities included washing, ironing, house cleaning, food shopping and general errands.

September 2003 – September 2005
Sales Assistant, Department Store, Chesterfield

Marketing goods, creating displays. Communicating with customers and colleagues by telephone and in person. Stock taking, ordering, restocking shelves and pay point.

Fields of Interest, Activities and Hobbies

I enjoy learning and improving my language skills. I also enjoy painting, reading, cycling and cooking, walking with my family and friends, shopping and socialising with friends. 

Skills Acquired

Good Written and Oral Communication
Confident when dealing with clients, superiors and peers.
Foreign Languages
Fluent French and good Italian

Computer Skills
Good working knowledge of a variety of computer software packages including Excel, Word, Access, PowerPoint and Publisher. 

TEFL

I am about to start an online TEFL course and have a 20 hours weekend course booked for 5th & 6th February 2011.

References

Available on request.

