CURRICULUM VITAE

Maeve Ryan

Tyone, Nenagh, Co. Tipperary, Ireland

Phone:         
(+353) 86 3798183

Email:           
maeve.ryan@campus.ie
D.O.B: 
        
03/05/1981

Nationality: 

Irish

Education

Third Level

2000 – 2005:

Galway/Mayo Institute of Technology, Galway, Ireland




Bachelor of Business Honours 

Subjects: Marketing Policy, French, International Marketing, Business Policy, Business Organisation, Word Processing & Behavioural Science.

Grade: 
Second Class Honours, Grade 1

(Including one year studying abroad on the Erasmus Programme in Toulouse, France)
Secondary School

1994 – 2000:               St. Mary’s Secondary School, Nenagh, Co. Tipperary, Ireland


Leaving Certificate

Employment History

Nov 06 – 
Magee Creedon Kearns Architects Ltd, 11 North Abbey Street,

Dec 08
Cork, Ireland




Position: PA & Office Manager

· Liaise with Directors daily & management of staff

· Organise conferencing, social outings, etc.

· Preparation of company accounts

· Liaising with Planning Consultants and preparation of Tenders

· Daily administration duties

Oct 06 -  

University College Cork, Dept. Accounting & Finance, Ireland

Nov 06

Position: Executive Assistant

· Daily running of the Department office

· Invoice processing

· Liaise with students and lecturers

· Telephone queries

· Timetable duties

Apr 06 – 

Choice Hotels Ireland, Lapps Quay, Cork, Ireland

Oct 06

Position: Group PA & Office Manager

(M/L)

· PA to Managing Director, Group Financial Controller and Commercial Director

· Preparation of Reciprocal and Corporate Reports

· Greeting Clients

· Diary management & daily administration duties

July 05 –

Grant’s Hotel, Castle Street, Roscrea, Co. Tipperary, Ireland

Nov 05

Position:  Receptionist

(S/L)

· Accommodation reservations

· Organising daily conferences in the Hotel

· Intensive telephone and on-line customer service duties 

· Busy environment

Achievements & Hobbies and Interests

· I studied in Toulouse, France with the Erasmus programme, for one academic year, in completion of my Diploma in Business Studies. 

· Achievement of French Higher Intermediate level course with Alliance Francaise de Cork receiving B1 Delf Certificate (French proficiency Cert.) 

· One years experience teaching French part time to a young Irish student; and three years part-time experience of teaching primary school subjects to a young child with learning difficulties.

· Successful attainment of Weekend I-to-I TEFL Certificate, Cork, 2008.

· Achievement of CELT (Certificate in English Language Teaching) with Atlantic Language School, Galway. Interested in teaching Business English as well as General English, 2009.

· Summer TEFL teaching experience with Morehampton Language Institute in Galway, teaching juniors.  

· Achievement of Adult Literacy Certificate in November 2008 with Altrusa Scheme, Cork. 

· I am knowledgeable in the following computer packages: Word, Excel, Power Point and Outlook.

· I enjoy reading books of all categories; also in English and French. I like to exercise regularly and I enjoy cooking. 
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