CURRICULUM VITAE

PERSONAL INFORMATION

	Contact Information
	Cat Millar

21 Ardmore Park

Belfast

BT100JJ



	Telephone No
	02890963607[Home]

07541595798[Mobile]




E-Mail:millarcat@hotmail.com
	
	

	D.O.B
	13.05.1985




EDUCATION HISTORY

	Sept 2003- Jul 2006

	Queens University Belfast

	Sept 1996- Jun 2003
	Rathmore Grammar School

Kingsway

Dunmurry


Degree: July 2006, BA in English (Major) and Politics (Minor) (2:1)

	June 2003
	A Level
	English Lit
	A

	June 2003
	A Level
	Biology
	A

	June 2003
	A Level
	Chemistry
	E

	June 2002
	BCS
	ECDL
	Pass

	June 2001
	OCR
	CLAIT
	Pass

	June 2001
	GCSE
	English Lang
	A*

	June 2001
	GCSE
	English Lit
	A*

	June 2001
	GCSE
	German
	A

	June 2001
	GCSE
	History
	A

	June 2001
	GCSE
	Art & Design
	A*

	June 2001
	GCSE
	DA Science
	A* A*

	June 2001
	GCSE
	Religion
	A

	June 2001
	GCSE
	Maths
	A


WORK EXPERIENCE

	January 2008- January 2009                                 
	Position: ESL Teacher

	ECC Siheung (YBM Publishing),

3F Sejong Town 1861-1

Jeongwang-dong

Siheung –si

Gyeonggi-do

Seoul

Republic of Korea
	Duties: 110 hours per month of contact teaching hours with students ranging from kindergarten to middle school level. (3-16)

Preparation for lessons to include reading, speaking, creative writing, art, science and phonics.

Phone tuition once a month with every student.

	
	

	October 2007- January 2008
	Position: Bookseller 

	Waterstones

44-46 Fountain Street

GB - Belfast BT1 5EE
Tel: 028 9024 0159
	Duties: To provide advice and personalized service to customers. To display merchandise. To process customer orders and refunds.

	
	

	Sept 2004- September 2007

HCL Apollo Contact Centre

Apollo Rd Belfast

BT12 6HP


	Position: Acting Supervisor / Call advisor on inbound campaign for BT Mobile. Quality Solutions Advisor. 

Lexis Nexis Butterworths Credit Administrator.

	
	Duties: All those pertaining to the billing of BT Mobile customers. To provide an enjoyable and helpful customer experience. To confidently use the computer systems provided and my own knowledge to assist customers. To manage accounts to the advantage of both the customer and the company including debt management and escalation. To work well within a team but to balance this with individual initiative when solving high-level complaints. To act up in a managerial capacity as and when required. To ensure orders are fulfilled, to enter data and to troubleshoot any failed aspects of the order process. To investigate and reply to email and white mail queries and complaints. To investigate an authorize credits for business customers up to  250,000 pounds

	Reason for leaving:
	Offered an ESL teaching position in Asia.

	Aug 2003- Aug 2004
	Position: Customer Advisor- Front End

	B&Q

Boucher Rd

Belfast
	Duties: Till operation, Merchandising, Stock Taking, Answering customer queries, General Housekeeping, Refunds, Shrinkage limitation, Telephone duties, Supervising breaks and training new employees. Placing and tracking customer orders. Security duties.

	Reason for leaving:
	Was offered another job with better pay and hours



	April& May 2003
	Position: Part Time Office Assistant

	Savage & Napier Building & Shop Fitting Contractors

Unit 17 Townsend Enterprise Park
	Duties: General office duties e.g. answering phone, photocopying, word processing& spreadsheet facility.

	Reason for leaving:
	Temporary position only.

	Jan 2002- Dec2002
	Position: General Assistant

	Co-Op Supermarket

Upper Lisburn Rd
	Duties: Serving customers, till operation, stock replenishment and stock taking.

	Reason for leaving:
	To concentrate on studies

	July& Aug 2001

Christmas 2001
	Position: Waitress

	Speranza Restaurant

Shaftsbury Square

Belfast
	Duties: Serving customers, handling cash, dishwashing and general housekeeping.

	Reason for leaving:
	Worked only as and when required i.e. during holiday periods etc.


REFERENCES

	
	

	Mrs. Patricia Mc Aleevy
	Caroline Boyle

	22 Ormonde Park
	HCL Apollo Contact Centre

	Belfast
	Units 2-6 Apollo Road, Boucher Road Belfast, BT12 6HP

	Lecturer
	Previous Manager


Tel: 02890 947222                                     Tel: 028 9034 4120

ACHIEVEMENTS & INTERESTS

I am competent at using various computer packages including Microsoft Office Professional and have designed various Power Point presentations as an aid in public speaking. I would consider myself to be completely competent in using Internet and email facilities. I have confirmed these skills by completing an ECDL qualification independently in computer literacy. In my spare time I play clarinet in which I have achieved grade 6 certification and also have taught myself the guitar. My other hobbies include photography, which I like to combine with my love of live music.

While working for HCL I was asked to act in a supervisory role, to train new candidates and work within a dedicated problem solving and credit administration team for the newly acquired client Lexis Nexis Butterworths, I feel it is an achievement to have managed this while also studying. Having recently graduated from Queens I am taking this time to try and gain real life experience in the career areas I am interested in and travel as much as possible. I have been teaching English in South Korea since January 2007, this has been a wonderful chance to experience a different culture as well as a challenge for me to try something completely new. I have also been fortunate to travel to Japan and Taiwan while working and living in Seoul.  Upon my return I hope to complete a masters degree in Publishing and would be greatly interested in any positions related to this industry including journalism, broadcasting, design and PR. 

