CURRICULUM VITAE
Name:


David Wiley

Home Address:

44 Morton Gardens, Wallington, Surrey, SM6 8EX

Telephone:

Home: +44 02086697130 or Mobile: 07806856297

Email:


wakeydavey@hotmail.co.uk

DOB:


22/10/81

Education

Oct 2009
TEFL 20 hour Grammar Awareness Course - Passed
Jan 2009
TEFL 60 hour Course – Passed

Jan 2009
TEFL 5 hour Course for Teaching English one-to-one – Passed

Jan 2009
TEFL 5 hour Course for Teaching English to Young Learners - Passed
Jan 2009
TEFL 5 hour Course for Teaching Large Classes - Passed
Jan 2009
TEFL 5 hour Course for Teaching with limited resources - Passed
2001- 2005 
Brighton University



BSc Project Management- PASS (at a 2:2 Grade)
1993- 2000
Wilson Grammar School, Wallington



A-Level: Design Technology (C), Computer Studies (D)

GCSE’s: Information Technology (A), Science (dual award) (BB), English Language and Literature (BB), Art & Design (C), Design & Technology (C), German (C), History (C), Mathematics (C)

Employment

Feb 09 – to date

S G W Plastering

Plasters Assistant
At present I have been working for my brothers Plastering Company again whilst searching for employment. I have worked for him before and details can be found lower down.

April 08 – Feb 09

Clarson Goff Management

Assistant project Manage and Move Manager – (Project Management Consultancy)

Reason for leaving: Redundancy

· Co-ordination of project team members

· Day to day client liaison and reporting

· Interfaces / consultation with end-users and third parties.

· Detailed scheduling, programming and reporting

· Cost control and reporting

· Responding to tenders and PQQ’s

· Arranging, attending and participating in client meetings, taking minutes and setting agendas

Oct 07 – March 08 – Renovating own flat as a buy to let project

Acted as Project Manager, organising and carrying out the majority of renovation works.

March 07 – Sept 07

Bluu Solutions

Contracts Assistant – (Office Fit-out & Refurbishment)

Reason for leaving: Temporary Contract

· Arrange and organise sub-contractors to carry out their works on site for each project.

· Attending site regularly to oversee works being carried out correctly as planned and helps provide solutions to any problems that may arise.

· Compile material requirements through studying plans, maybe attending site if necessary and then placing material orders with relevant suppliers.

· Negotiate pricing for works with suppliers.

· Compiling site documentation and project documentation within their files

· Arranging, attending and participating in client meetings.

· Raise Invoices for carrying out works on clients.

· Produce Health & Safety documentation.

· Delivering projects on time and meeting the client’s requirements.
November 06 – February 07 

Donaldsons LLP (Temp)

Assistant Project Manager – (Consultancy)

Reason for leaving: Temporary Contract 

· Assistant Project Manager for LSC Roll out project.

· Attending and arranging client meetings, lunches and conference calls to review project status whilst improving client rapport.

· Site Visits to issue documentation and snagging lists also carrying out check measurements.

· Central point of contact and liaison between all project parties (client, contractors and surveyors)

· Responsible for collation and distribution of project information (Plans etc)

· Uploading and creating spreadsheets to track the progression of the project, through managing and maintaining an extranet site.

· Providing support in all office duties to Project Manager.
August 06 – September 06

Watson & Sole (Temp)

Assistant Project Manager – (Operations Maintenance Manuals)

· Supporting The Project Manager in the delivery of the Record Documentation for Projects.
· Developed Understanding of all areas of the Handover Documentation requirements and work under the guidance of the project manager to compile the necessary documents and data.
· Interface with the Project members in Sutton and Overseas to gather required information.
· Keep records of progress to permit the project manager to quickly assemble progress reports.
· To assist Project Managers and Project Engineers in the completion of Inteli-Scan Projects.
· Prepare and load data into Inteli-Scan, by IT auditing of data structuring, size and web readiness.
· Providing support in all office duties.
April 06- July 06

The Sourcing Team, Wallington

Sales Administrator - (Business Gifts)

Reason for leaving: to join Watson & Sole

· Dealing with suppliers on product availability, lead times and prices for specific projects.

· Following up and entering job enquiries onto the internal database system.

· Entering product costing into Excel templates

· Preparing email documents to send to customers with enquiry responses.

· Update client and supplier database.

· Taking client briefs and sourcing products according to their requirements.

Jan 04-April 06
           

S G W Plastering, Wallington

Plasters Assistant

Reason for leaving: to pursue permanent office based employment

· Assisting with various projects and assignments

· Advising customers on the most appropriate product choices

· Ordering and collecting relevant materials

· Handling all administration-processing job orders, issuing invoices
Hobbies and Interests

I love to travel when I can and sample new cultures, visiting different countries really appeals to me as you get to make new friends whilst enjoying a different way of life. This is why I would like to live and work abroad hopefully when placed at a school not only could I teach English to students but learn myself whilst there, I have always wanted to speak another language and so would be a great opportunity to do so.

Currently I am involved in playing and help to run a five a-side football team who play in a Thursday night league. I also play for a newly formed Saturday football club which I helped set up and sit on the board helping to make decisions for the club.  Football and sport in general is my major interest and gives me a lot of enjoyment whether it is playing, watching or coaching. I have helped in a few summer time coaching courses for younger children, I took great pleasure in seeing them learn new skills and having fun at the same time.

I have a great affection for young children and watching them learn and grow as individuals provides me with great satisfaction. I think this comes from being the eldest brother of four boys and having our father pass away whilst they were young meaning many hours spent babysitting.

References
Previous Employer




Last  Employer

Keith D’arcy





Richard Burgess

Operations Director




Managing Director

Light Bluu Ltd





Clarson Goff Management

Princess House





12 St James’s Street
50-60 Eastcastle Street




London
London

W1W 8EA

Tel: +44 020 7079 3460




Tel: +44 020 7766 8508
Email: keith.darcy@lightbluu.com



Email: rburgess@clarsongoff.co.uk
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