
Simon Tomson 

                                                        010 8690 7521
SimonEdwardTomson@Hotmail.com 
Profile:

A hard working, focused and experienced ESL teacher looking for a new teaching position in Korea. Reliable, trustworthy and meticulous, with a variety of experience in a number of different roles looking for a position where my qualifications and skills will be used in full. Able to work on own initiative or as part of a team.
Education

	June 2001 – June 2005
Buckinghamshire Chilterns University College
	Qualifications Gained
B.A. Film Media and Video Production  



Employment History

August 09 to September 10

Fun Language International English school Bangkok

· Teaching English lessons, writing lesson plans and devising methods to teach English grammar and vocabulary to children aged 3 – 12 in an entertaining and informative way.

September 08 to June 09

Children and Families Scotland Social work Office

Receptionist/Administration Assistant (temporary position)

Duties involved:

· Being the first point of contact for the office.

· Taking messages and transferring calls.

· Typing social work documents.

· General administration duties including photocopying, faxing documents.
March 2008 to July 2008:
The Parliamentary Scottish Labour Party

Administration Assistant (Temporary Position)
Duties involved:

·    Creating weekly schedules of Parliamentary, Labour Party and future media events and distributing them out to members of the Scottish Labour Party group.
·    Collecting, filing and delivering press cuttings and newspaper articles and liasing with the cuttings and newspaper delivery services.
·    Scheduling and arranging MSPs appearances on radio programmes and researching their briefing materials.
·    Audio typing MSP interviews from radio programmes.
·    Searching through various media for relevant articles and keeping a record of them.
·    Responding to queries from media agencies, Labour party staff, government and parliamentary bodies.
·    Creating and maintaining a filing system for press releases.
·    Typing documents and reports.
·    Maintaining financial records and documentation.
·    Opening and sorting mail for various MSPs and support staff.
·    Meeting guests and visitors to the Parliament.
·      Arranging meetings.
· Receiving, filing and sorting C.Vs and applications forms from job applicants.
October 2006 to March 2008:
Edinburgh Central Criminal Justice Services
Clerical Officer 
Duties involved:
· Collecting and registering social work reports and ensuring
                  timely submission to relevant courts.

· Maintaining and updating a database of court schedules.
· Communicating with other court and social work offices regarding court matters.
· Ensuring the mail goes out on time and dealing with incoming mail. 
· General administration duties including filing and maintaining court documents and issuing disposal notices. 
June 2006 to October 2006: 
The National Records Office of Scotland 
Administration Officer (Temporary Position)
Duties involved:
· Database administration and quality review of birth, marriage and death records.   
· Amending and repairing document images.
· Inputting data from other sources including microfilm, microfiche and written records.
February 2006 to May 2006:
The Scottish Executive Communications Department 
Press Office Assistant (Temporary Position)
Duties involved:
· Dispatching press releases.
· Dealing with press inquiries regarding court cases.
· Summarising relevant newspaper articles and issuing them to the department.
· General administration duties including filing, faxing and scanning documents and arranging travel and hospitality.                                
January 2006 to February 2006:
The Scottish Executive Justice Department
Administration Assistant (Temporary Position)
Duties involved:
· Filling documents.
· Arranging hospitality, travel and meetings.
· Data entry of court records.
Sept 2001 to August 2005:   
Various part-time positions whilst at University, including Telemarketing, I.T. Help Assistant at the University, Librarian at the University and Bar Work.
Computer skills:

Microsoft Windows 7 / XP / Vista, Microsoft Office (Word, Excel, PowerPoint, Access).


