Lorraine M. Anderson

90 Stenhouse Street West, Edinburgh, EH11 3QP

Tel: 0131 539 6359

Mob: 07851 216 054

Email: lorraine.a99@gmail.com
Highlights
*
Friendly and Outgoing Personality

*
Can work well Independently or as Part of a Team

*
Effective Communicator at All Levels

*
Enthusiastic Fast Learner with Self-Motivation Skills

*
Excellent Organisational and Problem Solving Abilities

*
Experienced in dealing with children and young people. 

Education

Intensive Training Course, Edinburgh November 2007

Approved TEFL Certificate working towards ACTDEC accredited (distance learning).

University of Abertay, Dundee 1999-2002 and 2004-2006

BSc (Hons) Forensic Psychobiology (Lower Second, 2:2)

Forensic Psychobiology is a unique course that investigates criminal behaviour from a psychological perspective, integrated with the study of relevant life sciences.  The course emphasis is on criminality, personality, deviant behaviour and mental health issues to find out why people offend.

Napier University, Edinburgh 1997-1999

HNC in Business Studies

The Business Studies programme aims to develop in students the personal and academic skills that allow them to make an effective contribution to a range of different organisations in a variety of different business disciplines.

Tynecastle High School, Edinburgh 1992-1997

Higher Grades, Awarded 1997

Art, B; Biology, C; English, C; Maths, C; Secretarial Studies, C.

Standard Grade, Awarded 1996

Art, 2; Biology, 1; Chemistry, 1; English, 1; French, 3; Maths, 2; Modern Studies, 2; Office Information Studies, 2.

Employment History

Lass Language Institute, English Teacher (Foreign): March 2008 - March 2009

Singil 4 Dong, Yeoungdeungpo-gu, Seoul, South Korea.

As a foreign English Teacher my main role was to educate and inform children from 4 years to 13 years old, teaching them conversation, phonics, grammar and encouraging them to speak in English.  A large part of the role is also to build confidence and create a fun and comfortable environment in which the children can express their knowledge.  Using a variety of tools, games, songs and exercises, the children learn effective communication in English as well as having fun. I also participated and helped organise in a number of special fun days like Halloween and Christmas Parties and "Market Days" a fete in which the kids can spend hard earned "disney dollars" on activities, facepainting, snacks etc.  I was also responsible for decorating the classrooms with art projects.

The City of Edinburgh Council, Clerical Assistant: November 2006 - March 2008

Sighthill Community Education Centre, 1A Sighthill Wynd, Edinburgh

In Sighthill Centre my role is very varied.  I have to keep up-to-date with the processes of many different departments within the Council, as well as keep detailed records of all transactions, process payroll, order stationery, take minutes of various meetings, send out mail-outs to interested people, design and make posters and leaflets and advertise different clubs and events within the Centre, as well as the day to day running of the Centre.  For this position I have to be extremely organised, efficient, flexible, a great problem solver, creative and be able to adapt to new situations.  I also have to communicate effectively with people from very different backgrounds, adults, teenagers, children and some people with learning difficulties.  In this role I enjoyed also helping out in the various Youth and children's clubs and events.

The City of Edinburgh Council, Administration Assistant (temp): June 2006 - November 2006

SMU, Shrubhill House, Shrub Place, Edinburgh (now relocated to Waverley Court, Edinburgh)

This unit's function was to match the care needs of a patient to an external agency.  In this role I was responsible for helping to set up and organise the running of a new unit.  I had to have an effective understanding of processes, be a good communicator, be proficient in email and in excel, be able to train up new staff coming into the unit, deal with enquiries and referrals from the Social Work Department.

Ann Summers, Christmas Sales Assistant (temp): November 2004 - January 2005 

12 Reform Street, Dundee

At Ann Summers, my role was sales orientated.  During the busy Christmas period I was required to assist customers looking to buy toys and lingerie for themselves and others.  This meant that I had to be up-to-date on product knowledge, an effective communicator, tactful and polite at all times.  I was also required to be security conscious and age aware due to the licensing regulations and the provocative nature of some of the products.  I also assisted in general housekeeping of the store and cashing up at the end of each day.

Edinburgh and Lothian Council on Alcohol, Administrator: December 2003 - August 2004

6 Clifton Terrace, Edinburgh

In my role as administrator I was required to undertake many office duties including maintaining waiting list, appointment diaries, compile and create statistical information, audio-typing as well as maintain confidentiality and professionalism.  I volunteered to assist in the production of leaflets, posters and referral forms for the new “Heart Matters?project and the log, categorise and file all the office books into a library.

Forest Holidays, Reservations Officer (temp): March 2003 - August 2003

Silvan House, 231 Corstorphine Road, Edinburgh

In my role as Reservation Officer my main duties included answering the telephone to deal with customer queries and holiday bookings.  In the summer months I had to deal with an extremely high volume of calls whilst simultaneously process email bookings and enquiries.  Also some clerical duties were required.

UGC Cinemas, Team Member: June 2000 - September 2002

Camperdown Park, Kingsway West, Dundee (Term time)

Fountain Park, Fountain Bridge, Edinburgh (Summer time)

My main job in the cinema is on the Floor Department, as part of a large team I am responsible for checking and taking tickets, ushering customers to their seats, dealing with minor complaints and antisocial behaviour, and cleaning screens and surrounding areas.  I often help out in other departments when needed which include the café-bar, concession areas and box office.  I also participated in the marketing, setting up and worked as part of the "Take Two Tuesday" team.  In this role I often found that I had to organise and delegate team members in order to have things run smoothly.

Hobbies

My spare is usually spent with my friends and family, cycling around Edinburgh, going on walks/treks and when I can I like to scuba-dive.  Recently, I have just finished travelling around Asia, including spending one year teaching English in South Korea, which I loved.  To relax, I love to sing (badly), to read and to take long bubble baths. 

References

Furnished on request.
