           Brief Resumé

              BEVERLEY RITSON

Contact and personal details: 

Address: 

59 Savuti Sands, Naivasha Road, Sunninghill, Johannesburg)

Contact Tel. Numbers: 27-72 707 9430
E:mail 

bevrits@gmail.com
Sex/Race:

Female/White

Marital Status:
Single

Personality/Characteristics:  Presentable, outgoing, calm and focussed under pressure, team player, adaptable, committed, honest, reliable and hard-working.

Education and Training:

BA Degree : Majors – English and Communications – UNISA - 1997

Cambridge CELTA – International House Durban, South Africa – Feb 2005

Matric – Durban Girls’ High School - 1984

Secretarial Diploma in Tourism – Technikon Natal, South Africa  - 1985

Forkner Shorthand (80 w.p.m) Typing – approx. 75 w.p.m.

Microsoft Office Packages (2001) ICDL approved.

Reflexologist and Reiki Practitioner

Interests/Hobbies:  Self-development reading, cats, alternative health and holistic practices, yoga, Ayurveda, Vaastu Shastra, enjoying nature, visiting interesting and fascinating places and meeting new people.

Work experience: (commencing with most recent)
Current employment: (2 jobs)

Wits Language School, Johannesburg (Part-time position)
English Instructor

Overview of duties and responsibilities

Teaching English Improvement Classes to English Second Language students. The students are comprised of either middle management corporate students or are teachers of Asian descent and are teaching English to Asian students e.g. Chinese, Korean, Japanese. The purpose of the course is to assist the students to improve their written compilation of reports as well as their general speaking and presentation skills.

Ayanda Mbanga Communications, Woodmead, Johannesburg

Copywriter and Proofreader

Overview of duties and responsibilities

Creating, proofreading and editing of the “copy” (writting) for recruitment advertisements.

Contract period 1 March 2007 to 29 February 2008)

Kyungwon University, Seoul, South Korea

English Language Instructor (Employment title : “Foreign Visiting Professor”)

Overview of duties and responsibilities:

Teaching English Conversation to university credit classes and non-credit classes.

Maintaining student attendance and progress reports.

Completing all evaluation and assessments as and when required.

Contributing to evaluation material.

Conducting O.P.I.s for outside companies on behalf of the university as and when requested.

Working as part of an integrated foreign faculty of approximately 30 instructors.

Reference : Supervisors: Mrs Miyoung Song miyoungsong@kyungwon.ac.kr 

March 2006 to 28 February 2007:  (Contract period)

ChildU American Curriculum Language Centre

Eton Academy, Ilsan, Seoul, South Korea

Overview of duties and responsibilities:

Teaching English Conversation to elementary school level students.

Maintaining student attendance and progress reports.

Completing all evaluation and assessments as and when required.

Contributing to evaluation material.

Reference : Mrs Grace Kim : kimjiyoung@hotmail.com
March 2005 to 28 February 2006 

School of Tomorrow Language School, Ilsan (Seoul),South Korea

Overview of duties and responsibilities:

Teaching grammar and essay writing to elementary and middle school students.

Reference:  This language centre closed down shortly after I completed my contract and the director emigrated from South Korea. The school’s manager can be contacted though for a reference : Mr Huang Seong-hee 016-766-9877 x-akyra@hanmail.net 

January and February 2005
Spent two months in South Africa on a study holiday and completed my CELTA.

March 2004 – December 2004 (Contracted period)

English Instructor at a private language institute (English 2020) Seoul, South Korea       

Teaching English conversation, grammar and writing to elementary school level students.                                                

Reference: Head Teacher :  Ms Vanita Swart vanita_swa@yahoo.com

From 1st March 2003 – 29 February 2004 (1 year contract)

English Instructor at Daegu University, Seoul, South Korea

Teaching English conversation, grammar and writing to university students for examination purposes. Preparation of tests and grading as well as grading examinations and maintaining a database of students’ progress.

Teaching elementary school students during vacations.

Reference:Director : International Studies Mr Patrick Travers Tel: 82-53-850-5682

e-mail : patrickt@yahoo.com 
 (Written reference attached as well)

From 1 April 2002 – Feb 2003 (Contract Period)

LIKE Foreign Language Institute, South Korea, Daegu, Hayang 

Teaching English conversation, phonics, reading and writing to:

Young Learners, Teenagers, Beginner Adults and Business Adults 

Reference: Mrs Kang Tel: 82-53-8540505  (limited English speaking ability)

July 2001 to March 2002

Office Administrator at University of KZN, Durban, South Africa (Faculty ; Life and Environmental Sciences)

Overview of duties and responsibilities:

(
Providing secretarial support to the head of the school and senior lecturing staff    (screening calls, typing, general administration)
(
Scheduling and attending meetings
(
Preparation of agendas, minute taking and distribution thereof.
(
Typing of examinations and co-ordinating copying and confidential distribution thereof.
(
Attending to public and student enquiries.
Reference : Professor P. Berjak  27-31-2602129

Reason for leaving: resigned to pursue English Foreign Language teaching in South Korea 
October 2000 to June 2001

Taught English as a Foreign Language in Taiwan at kindergarten and elementary school level.

April 2000 to July 2000

Office Aministration Manager : Neutra Rust, Durban, South Africa

I was employed by this start-up company to assist in implementing office administration systems. After working here for  three months I did not receive my salary as per my employment contract. I resigned and took the matter to the CCMA. The case was resolved a year later in my favour. 

September 1998 to March 2000

Progamme Manager : Graduate Institute of Management and Technology, Gauteng, South Africa

Overview of duties and responsibilities:

(
Provided customer support to institutions who had registered employees on post-graduate courses of study
(
The marketing and selling of Henley University accredited post-graduate study modules that formed part of the Henley MBA.
(
Arranging, scheduling and managing of study workshops
(
Sourcing and arranging the visits by international lecturers
(
Preparation and presentation of study programmes
(
Tailoring of study schedules and programme content for individual organizations
(
Maintenance of student registrations and progress
(
Liaising with Human Resources Directors and keeping them informed of the new SAQA related legislation
(
Arranging workshops and assisting in presentations relating to the SAQA legislation
(
Attending conferences and workshops to keep abreast of the Skills Legislation Act
(
This post required national travel.
Reason for leaving: The company underwent a corporate merger and subsequently a large portion of the positions were made redundant including the one I held.

Reference : Mrs JoanTorr  (This person is now my current (2008) superior and thus a reference is not available as my current job application is confidential)

July 1995 – February 1998

Event Co-ordinator/PA/2IC to Office Manager : Durban Metropolitan Mayor’s Office

Overview of duties and responsibilities:

(
Arranging and managing the Mayor’s social events.

(
Maintaining budgetary records for Mayoral sponsored events and initiatives

(
Attending EXCO meetings to motivate and present the Mayoral civic reception budget.

(
Compiling and responding to all related correspondence

(
Conceptualising events and contracting related services

(
Delegating duties and supervising staff involved in staging mayoral events.

(
Compiling and distributing related press releases to relevant media.

(
Compiling short speeches and introducing the Mayor at civic receptions.

(
Providing support to the Office Manager in regards to managing staff, dealing with the public and attending to the Mayor’s day to day requirements.

(
Co-ordinating visits from international visitors and delegations.

References:  Mayor Obed Mlaba Tel: 27-31-3112121 and/or Mr R Hopper umzingeli@telkomsa.net (27-72 778 3489)

1991 – 1995 Durban Mayor’s Office : Secretarial Assistant

Overview of duties and responsibilities:

(
Providing secretarial support to the Mayoral Event Co-ordinator
(
Assisting with the distribution of invitations to Mayoral guests to Mayoral functions
(
Implemented an electronic guest list and rotation invitation list.
(
Responding to correspondence of a general nature
(
Provided secretarial relief services to the secretaries of the Town Clerk’s office.
(
Attending meetings, minute taking, compilation and distribution thereof.
References:  Mayor Obed Mlaba Tel: 27-31-3112121 and/or Mr R Hopper umzingeli@telkomsa.net

1990/1991 : PTX Distributors (Playtex underwear) : Marketing Assistant

Overview of duties and responsibilities:

(
Dealt with public enquiries and complaints
(
Provided a secretarial service to three brand managers
(
Assisted with staging marketing events
1986 – 1990 :  Durban City Council (promoted on each occasion)

1988/1990 : Word Processing Operator

Overview of duties and responsibilities:

(
Dicta-typing of Council committee meetings
(
Typing of general council correspondence
(
Weekly computer back-ups
1987 – 1988 : Secretarial Assistant

1986-1987 : Data Capturer and Creditors’ Clerk

