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christyfletcher@hotmail.co.uk

Professional Profile
I am currently working as an administrator in the motor department of Barclays Partner Finance. I have completed my studies in International Business Management with French at Bath University, passed the International Baccalaureate and passed the Brevet whilst I lived in France five years (fluent in French). I am an enthusiastic, confident, and hard-working individual. I understand the importance of good time keeping and I have excellent communication and organisational skills.
Education
	TEFL
	Edinburgh
	ITC TEFL accredited certificate

	International Business Management with French
	Bath University, Bath
	BSc degree

	International Baccalaureate
	Colchester VI Form College, Colchester
	French/Spanish, (A) English/Psychology/Biology (B) Further Maths (C)

	Brevet
	College Andre Collet, Moulins la Marche, Normandy, France
	Pass


Work History
Barclays Partner Finance, Glasgow –DDM team Administrator (Permanent): June 2009 - Now
I work on the DDM team (Dealer Development Manager) helping to process new motor set ups. I create new files for prospective motor dealers and make sure that all paperwork required for audit purposes is present. I also keep in close contact with the ASM’s (Area Sales Managers) keeping them up to date on their set ups and helping to alternate dealership pricing changes. I liaise with the set up team and banking on a daily basis. It is my job make sure all new set ups and pricing changes are released on time. I also ensure banking has the right bank details for any held and rejected payments and that any amended bank details are scanned over to them. I attend and participate in the monthly DDM meetings and occasionally attend meetings between set up and banking. I update and create new spread sheets on a regular basis. 

Lexden Spring School, Classroom Assistant (Part Time): Sept 2005 – June 2005
I aided in looking after young disabled children. I helped them keep focused when their attention span was low. I supported the teacher where necessary, like working closely with a student who was struggling within the classroom.
Colchester Zoo, Colchester – Cashier (Part Time): April 2003 – April 2004
I worked in a little outlet shop where I had to respond to general customer inquiries, rotate stock, serve customers, I handled cash, counting and returning the float at the end of every afternoon shift.
Young Olympics, Caen, France – Interpreter: June 2002
I lived and worked with the Australian Olympic team providing the sole translation facility for their stay throughout the duration of the Olympics.

Project Peru, Colchester/Peru – Volunteer: Jan 2005
I was involved in a voluntary project to build a playground and provide basic computers to a handicapped school in Lima, Peru. I had to raise money to help fund the project and achieved this through canvassing local businesses and organising money raising events for them. The project finished in the summer of 2006.
Other Skills

•
Computer Literate (Excel, Word, Outlook)
•
Very Good Numerical skills
•
Innovative and Resourceful

•
Excellent communication skills
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