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Personal Statement

I am a highly responsible and independent person, which is result of my years spent at boarding school, university and travelling. I am able to manage responsibility both for myself and for other people and demonstrate this in my current position as well as in previous positions. I am a quick learner, exceptional organiser and enjoy taking on new tasks to increase my skills and keep me busy. I feel I work best under pressure and am always looking for my next challenge. Organising is something I feel comes natural to me and is something I enjoy. In addition to this I am able to present myself in a smart and confident manner, which has been essential in my former positions.
Education and Qualifications

Degree:

September 2000 – July 2003, University of Greenwich


BSc (Hons) Sports Science 

School:

September 1991 – July 1999, Bentham Grammar School




September 1988 – July 1991, Ramillies Hall School

3 A Levels 

9 GCSE’s 

Employment

Event Manager

Powwow Events


       
          Jun ‘08 – Present 


Mortimer House







230 – 236 Lavender Hill




London




SW11 1LE

I have been working in the event industry for three years and feel I have learnt a great deal whilst at Powwow. I began at the company as an Event Assistant and though hard work and determination have progressed up to management level. Within my role, my responsibilities start from the initial pitch and concept, right through to the pre-event, onsite and post event management.
Resource
Darlington Office



          Nov ‘07 – Mar ‘08      
Management
43 Duke Street
Solutions
Darlington
County Durham
DL3 7RX

This was a temporary position on my return from Korea, where I assisted 5 Senior Consultants in their daily management. This included diarising, arranging and organising teacher interviews, dealing with references and keeping on top of all of their individual school requirements. It was a small but busy office and keeping on top could sometimes be challenging. 

English Teacher           4F Worldcuptown



          Jul ‘06 – Jun ‘07




536-2 Bunji




Sang-Dong, Wonmi-Gu




Bucheon-City, Kyunggi-Do 420-030

I spent a year teaching English to Korean children aged between 4 and 12 years. It was a great experience and something I am very proud to say I have done. I learnt a lot about a culture very different to my own and even learnt to read and speak some Korean. I had to make a few compromises to the way of life I had known, but from this, gained an unforgettable experience.

Menswear Divisional 
Debenhams PLC



          Jul ‘05- Jun ‘06

Administrator

1 Welbeck Street




London WG1 0AA

As Divisional Administrator for the Menswear Buying Department I was able to put my organisational skills into practice. I spent the week working with 3 departments, assisting the Buyers and Assistant Buyers, and had to adapt quickly to each ones way of working. After a few months of working at Debenhams my job spec changed to incorporate extra responsibilities including sample sales and dealing with suppliers. I also occasionally worked along side the Head of Buying following positive feedback from the Buyers and Assistant Buyers.  

Senior Administrator
American Life Insurance Company

          Set ‘03 – Jun ‘05




22 Addiscombe Road




Croydon




CR0 2AX

After working for American Life for just over a year as a New Business Administrator, I was promoted to Senior Administrator. In this role I was the line manager for a team of 7 who processed new insurance business. It was a role where I was constantly under pressure to reach weekly targets and keep the sales directors up to date with our progress. I also had the job of creating spreadsheets showing our weekly statistics. This information was sent to all of our branches throughout the country. After being promoted to the role I had more responsibility and feel I handled it in an organised and controlled manner.

Waitress

Eletriq Café 




          Jan ‘01 – May ‘03



183-185 Eltham High Street




London,

SE9 1TS.

My duties at the restaurant included waiting on, cash handling and dealing with customers on a one to one basis. The restaurant became very busy in the evening and at weekends, so dealing with situations under pressure became a valuable skill.

Sales Representative
Australian Cable & Telecommunications

          Apr ‘00 – Jul ‘00




Little Collins Street




Melbourne





Victoria




Australia

This job entailed a lot of self-supervision as a door-to-door sales representative. I had to be highly motivated and independent in order to reach my sale targets. The job also involved plenty of daily administration work and the responsibility of following up my sales, making sure the customer was satisfied.

Sales Consultant
C&A (Darlington)



          Sep ‘99 –Mar ‘00




64 North Row




London




W1A 2AX

At C&A I worked on the shop floor serving customers and advising them on their purchases. My responsibilities included working on the tills, cashing up at the end of the day, store merchandising and dealing with deliveries.
Interests

My main passions are sport and travel. Whilst at school I played in and captained all of the women’s sport teams and I currently play hockey for my local club, who are part of the Surrey Ladies Hockey League. My love for travel started at an early age after many foreign holidays with the family. I lived in Germany for two years and was able to visit many countries throughout Europe. I have also been lucky enough to have visited other countries around the world including, Africa, the USA, and Australia and Korea where I lived and worked. 

References can be obtained upon request.

