CURRICULUM VITAE
Contact Details

	Name:
	Lavenia Bautolu

	Address:
	102 Kaunitoni Street
Vatuwaqa Suva 
Fiji

	Date of Birth
	26/09/79

	Phone:
	3382427

	Mobile
	9202154

	Marital Status
	Single

	Citizenship
	Fiji Islander

	Email Address:
	lainfiji@yahoo.com


Education/Qualifications

	Institution:
	University of the South Pacific

	City/Country:
	Suva/Fiji Islands

	Qualifications:
	BA - Bachelor of Arts, Double majors in History/Politics and Literature and Language

	Completed:
	2007


Employment History
Epudia Company 

	Start Date:
	 April 2008

	
	

	Position/Title:
	English Tutor

	Responsibilities/
Achievements:
	
Teach English

Supervisor
Report Writing





St Agnes Primary School 

	Start Date:
	 Feb 1999

	End Date:
	Feb 2008

	Position/Title:
	Assistant Teacher/School Volunteer Helper

	Responsibilities/
Achievements:
	
Help set up students activities
Supervisor
Teach


Ba Provincial Holding Company Ltd 

	Start Date:
	Nov 2004

	End Date:
	Jun 2006

	Position/Title:
	Research and Welfare Officer

	Responsibilities/
Achievements:
	· Research on the Ba Province to discover facts, perform research directed toward investigation, evaluation, and application of the company objective towards the welfare of the members of the province.

· Analyses and evaluates applicability of collected data. 

· Prepares provincial research project feasibility and progress reports.

· Prepares statistical tabulations on collected data.

· Write reports or present data in formats such as abstracts, bibliographies, graphs or maps

· Interviews individuals/villagers to obtain data or draft correspondence to answer inquiries

· Review project operations to ensure coordination of efforts and timely submission of reports. 

· Analyses reports to evaluate program effectiveness and budgetary needs. 


Skill Summary

	Non Technical Skills:
	Self Reliant 
Ability to work under pressure 
Punctuality 
Leadership capability 

	Computer Skills:
	ABC Flowcharter; Beginner
MS Excel; Advanced
MS Office; Advanced
MS Powerpoint; Advanced
MS Publisher; Advanced
MS Word; Advanced
ACCESS; Beginner
MS Windows; Beginner



	Other:
	Certificate in Computerized Accounting –MYOB
Experience in human resources and general administration.

Good typing skills.

Knowledge in written and oral communication skills.

Experience in the use of word processing systems.


Professional Memberships

	Member of the Fiji Women Rights Movement, Emerging Leaders Forum-2005
Executive member for the Fijian Students at the University of the South Pacific - 2002


Awards

	Young Emerging Leaders Forum - 2005


Languages
	English 
Standard Fijian 
Fiji Hindi 
Samoan


Interests

	Playing netball, volleyball, training, researching, traveling, meeting people, reading, using and learning computers


Other Information

	*Auditing

*Volunteering Work

*Typing Skills - 80 words per minute


Referees

	Dr Paul Geraghty
Phone:
679  3383807

Organisation/Position:
University of the South Pacific, Lecturer


Kini Selo
Phone:
679  6669534

Organisation/Position:
Ba Provincial Holding Company Ltd - HR Personal


Amerita Talemate
Phone:
679  3382489

Organisation/Position:
Head Teacher - St Agnes School
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