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MY DETAILS







Name:


Elizabeth Maunder

Date of Birth:

15th June 1985

Address:


56, Norham Drive,

Stobhill Manor,

Morpeth,

NE61 2XA

Telephone:


07779650724

Email:


beth.maunder21@hotmail.co.uk

PERSONAL STATEMENT

I am an honest, reliable and conscientious person with good customer service skills.  My organisational skills enable me to plan and prioritise accordingly, using my own initiative.  I have a proven record of achieving targets and goals and I am not afraid to put in the extra work to achieve them.  I am eager to learn, which in turn enables me to broaden my horizons and my range of skills. I have experience of dealing with people from different backgrounds, exercising excellent communication skills with colleagues and the general public alike during my various professional roles.  These social skills allow me to work effectively and comfortably within a team as well as independently.

work History
Sep 09 – Present

Chantry Middle School, Morpeth, Northumberland

Job Title: Temporary Learning Support Assistant. 
Description:

Working with children with a range of different learning difficulties to support them in class and also around school.

Mar 08 – Sep 09
Park Jeong Foreign Language Institute. Seoul, South Korea
Job Title: English Teacher

Description:

Working with an age range of 6 – 16 year olds teaching mainly conversational English as well as basic grammar and essay writing.

Working to support the students in their studies of English. 

Oct 07 – Jan 08
The Black Door Restaurant
Job Title: Serving Staff

Description:

Waiting on tables and bar work in the evenings and weekends.

Oct 06 – Feb 08
Reed Employment – Securing a permanent position at Hydratight Operations

Job Title: Receptionist / Personal Assistant

Description:

The position held at Hydratight was a front of house receptionist and the main duties taken on were:

Meeting and greeting of all visitors to the site, making sure everyone is logged in correctly in accordance to our health and safety regulations.

I am in control of the main switchboard so I deal with all incoming calls redirecting them to the correct departments.

Booking of meeting rooms, conferences, lunches and refreshments where required.

Any typing required by other members of staff.

Travel and accommodation arrangements for the Morpeth site.

All incoming and outgoing post as well as other general administration duty i.e. up-loading invoices, up-dating spreadsheets, filling etc

May 06 – Aug 06

Rectangle Group at Newcastle Airport.

Job Title: Sales Executive / Market researcher

Skills Gained:

This job involved sales and promotion work. Working as part of a team to meet targets set for commission based work.

Daily contact with the general public meant communication skills and overall attitude needed to be of a high standard.

Also certain aspects of the Job involved using computer progamme's and the internet to input detail into a survey.

June 06 – Dec 06

Royal Vintage Clothes Shop.

Job Title: general staff

Sep 04 – March 06

Ultimate Leisure. The Gresham Hotel.

Job Title: Bar Staff / Receptionist 

Skills Gained:

Excellent communication skills with a wide range of personalities.

Customer relations- dealing with complaints and some difficult customers, being able to keep my cool in any situation

Money handling- handling money throughout the service. Also safe checks and transfers.

Teamwork – team of 20 + staff, including, bar, hotel and managers.

Time management. 

Within the bar/restaurant area my main duties were waiting on tables as well as the up-keep of the bar area. As we served meals throughout the day including early breakfasts for the hotel guests I also often helped out in the kitchen when it was needed.

As well as the service side of things I was also quite hands on in the office, cashing up, safe checks, payroll etc.

Within the hotel area I worked in the office and on reception this involved working with the computer databases and internet checking people in, booking rooms for our sister hotels, faxes and emails as well as further travel arrangements for guests.

Sep 03 – Sep 04

Magnetic Promotions Newcastle.

Job Title: Promotional Staff.

Skills Gained:

Good people skill, being able to get the public interested in things they may not normally try.

Time management

Communication Skills

Team work- working in groups of 2-4 and having a great support structure.

EDUCATION AND QUALIFICATIONS

	Date
	Grade
	Qualifications Gained

	06/2006

06/2005
06/2004


	   2.2

2.2 Avg.

2.1 Avg.


	BA (Joint Honors in Disability Studies,  Advice, Guidance and Counseling.

	Date
	Grade
	Qualifications Gained

	06/2003


	A-level
	Due to illness (Glandular Fever) did not receive graded qualification, but received extenuating circumstances and teachers references to enter university.

	06/2001
	A-C
	10 GCSE’s  All C grade and above.


Skills and interests

As shown by the information above, the job areas I have worked in have needed a high level of communication skills. I am a very sociable person and love talking to and getting to know people. I also have up-to-date computer skills, as throughout university and employment I have needed to keep on top of this knowledge. 

Again for the same reasons my time management skills are excellent, as I have always had others depending on my arrival, in shift work etc.

Outside of work I am a very energetic person and a lot of my hobbies include keeping fit. As I have stated above I am a very sociable person and love being with family and friend.
REFERNCES

Upon request. 

Dr Toby Brandon – Northmbria University

Miss Elisha Shah – Ultimate Leisure

Mr Ian Thompson – Hydratight Morpeth

Miss Gina – Park Jeong Foreign Language Institute.[image: image2.png]










