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KEY SKILLS

Communication skills
Learned to communicate with Korean adults and children, with limited knowledge of the Korean language. At University communication skills were enhanced through producing both verbal and written presentations as part of the course.

Adaptability

Living and working in Korea involved adapting to and overcoming many cultural differences. I leaned how in interact with children, adults and all levels of Korean social hierarchy as perceived by their society.
Organisation skills
Working in a demanding environment at a solicitors office requires exceptional organisational skills. The day to day running of the office & organisation of the solicitors diaries are key duties that I am responsible for. Planning & organisation skills were enhanced in Korea by effectively creating & delivering a new syllabus each term & performing tests at term end.
EDUCATION AND QUALIFICATIONS
100 hour TEFL course certificate
· Covering all theory and practical assessments on all aspects of ESL teaching. 
1999-2003 Heriot-Watt University
· BA Honours Degree in Business Management achieving a grade 2:2.
· Course included a dissertation and 6 month work placement.
1993-1999 Selkirk High School  

· 3 highers: English(c)  Secretarial Studies(c)  Biology(c).

· 8 Standard Grades including Maths and Chemistry.
WORK EXPERIENCE

December 2007 – present 2009 Bannerman Burke Solicitors Galashiels
·   Responsible for all administrative duties and the running of a busy law firm, working with 2 full time court solicitors. Representing the company as being first point of contact for current and potential new business.
Sept. 2006 – Sept. 2007 – ESL Teacher, Seo-Jeon Academy, South Korea
· A year contract working as an ESL teacher in Seo-Jeon Academy, South Korea. Teaching children aged from 9-17, creating sylabuses, giving tests and the running of all classes. Taught students with minimal guidance.
November 2005 – July 2006
· Held 2 different temporary office positions, one within an HR environment.  Duties included invoicing and dealing with their clients.
September 2004 – September 2005, Working Holiday in Australia
· Took a year out to work and travel around Australia with my boyfriend. Experienced the diverse country, cultures and it’s people.
April 2002-October 2003 Bannerman Burke Solicitors, Galashiels & Hawick
· Carried out a 6-month work placement for University working in small teams between the 2 busy offices.

· Duties included administrative work on clients files and dealing with clients either face to face or on the phone, while ensuring confidentiality.
Childhood education experience

· Completed a work experience placement at school working with children aged between 5 and 10 years old. Work incluced teaching them on a one to one basis and reading to them in a group.
· Have looked after friend’s children on a regular basis over the last 10 years.  Whether for a few hours a night, or through the day I’d have to think of games to play with them and be responsible for their welfare.
June 1999-current Cross Keys Inn, Ettrickbridge

· Worked casually in The Cross Keys Inn for last 10 years.

· Duties include dealing with all areas of customer service, training staff, food preparation, waitressing, and serving drinks behind the bar.  
· Responsibilities include ensuring customer satisfaction, overseeing all front of house situations when by working myself and cash handling.
INTERESTS & SKILLS

· Travelling and learning about different cultures.

· Able to work on own initiative and be flexible and adaptable.

· Previous jobs have helped me to keep calm under pressure and prioritise work.

REFERENCES: Names and contact numbers of referees are available upon request.




