                                                     ANNE-MARIE HABIB

45 Shenfield Place, Shenfield, Essex, CM15 9AH

Telephone 07817973877 E-mail: annemariehabib@gmail.com
Date of Birth: 26 May 1980; Nationality: British

PROFILE

Key personal strengths include organisational and communication skills, versatility and the ability to establish and maintain effective working relationships within teamwork.

EDUCATION AND QUALIFICATIONS

EDUCATION

2008
Colchester Institute

2006 - 2007
Durham University

2003 - 2004
Pitman Training Centre

2002 - 2003

Durham Business School (University of Durham)
1999 - 2002

Staffordshire University

1991 - 1998

Brentwood Ursuline Convent High School

QUALIFICATIONS

2008 

    OCR level 2 CLAiT Plus using Microsoft Office (Expected)

2007

    Graduate Diploma in Philosophy
2004
Training -Microsoft Office-Word, Excel, Powerpoint, Outlook


Typing-40 wpm, 
2003

   MA in Management

 



Marketing, Employment Relations, Accountancy, Strategy
2002


BA (Honours) Film, TV & Radio Studies ( 2:1 classification)

Achievements:

Compiled a 60-page media development project, included marketing and budgeting issues

1998


“A” Levels  




Law, English Literature, Sociology

1996


GCSEs   



    English Literature, English Language, Law, General Studies,                                          

                            French, Spanish, History, Religious Studies, Mathematics.

EMPLOYMENT HISTORY

Oct 07-Jan 08         ELT-Buksam and Janggok Middle School, South Korea

Responsibilities: *    Plan, prepare and deliver lessons.
                            *    Source material for lessons.

                            *    Liaise with co-teacher when necessary.

Sept 04-Jan 06

Administrator- SR Pharma plc (Head Office), London
Responsibilities: *
Diary Management, Travel Arrangements, Correspondences-Executive Chairman, CFO, Non-Executive Directors.




    *  
Facilities Management-General maintenance of office.



    *
Liaising with Operations, Security Management and Landlords.



    *
Supply Management-Domestic and stationery contracts.



    *
HR Administration-Organising annual leave and training.



    *
Financial administration-Corresponding with registrars on the behalf of shareholders.



    *   Collating relevant information for mergers and acquisitions.





    *
Liaising with the company’s offices in Germany.



    *
Companies House forms for Directors.



    *
Remittance Advice, checking invoices.



    *   Event Management-Organising the AGM and the EGM.



    *
Liaising with the Executive Assistant in our office in Germany.


    *   Clinical administration for drug trials- Archiving/filing data. 





clarification forms, monitoring and lab reports.                                          



    *   Liaising with sites (hospitals) and research staff.
                                




    *   Drafting and tracking on database confidentiality agreements



June-August 04     Reception/Administrator- Partnerships for Schools, London

Responsibilities: *  Diary Management for Project Leaders and Assistant Directors.

*  Organising travel arrangements. 

*  Booking meetings and ordering lunch.

*  Meeting and greeting clients.




    *  Checking, Binding, filing & archiving of procurement tender.




    
*  Ordering Stationery, Updating contacts list. Sorting the post.                       
*  Assisting the Office Manager with general maintenance of the                   office.









April-June 04    *   Office Administrator- Ruddle Wilkinson (Architects)



    *   Filing

*   Dealing with enquiries.

*
Receptionist- MFS- Investment Management, London
*   Meeting and greeting clients.

*   Answering calls.

*   Preparing meeting rooms.

*
Receptionist-The Body Shop (Head Office), London
*
Co-ordinating couriers and taxis.

*
Booking meeting rooms.
Achievements:

*
Trained on ISDX switchboard.
                                 Assistant/Receptionist- EHS Brann/Biss Lancaster





(Marketing/PR Agency), London

Responsibilities: 
*
Preparing boardrooms for meetings.

*
Assisting with catering requests.

*
Scheduling meetings.
*
Assisting with campaigns.

Achievements:

*
Trained on SDX system

Easter 2001

     Placement, Runner-BFCS Production Company, London 
Responsibilities:
*
General administration duties including scheduling meetings.





*
Assisting on castings and shoots, reception cover

                            *
Preparing project proposals.

Achievements:
  *
Worked as part of a team on a television commercial, has since been broadcasted. 





*
Proved ability to deal with daily challenges efficiently.




  *
Developed communication skills through interacting within a team environment.




1998 - 1999



Teacher assistant (Gap Year)

Responsibilities:
*
Plan and implement daily classroom lessons.

Achievements:

*
Successfully organised school sports day.

                            *
Developed organisational skills through daily tasks.
4.
ADDITIONAL INFORMATION

4.1  PROFESSIONAL/TECHNICAL














*
Presentation skills: Through group work.



       
*
Language skills:  Spanish (Basic/Intermediate), French (Basic/Intermediate), Korean (Basic), Japanese (Basic)
4.2 EXTRA CURRICULAR ACTIVITIES & ACHIEVEMENTS 




    *   MCR Secretary-Representing Postgraduates in college.

                            *
Member of University of Durham Yoga Society.

                            *
Former member of Staffordshire University film society.

*   Co-produced and edited a 5-minute film.

                            *
Extensive worldwide travel including- USA and Far East.
