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HELEN WATSON
Tel + 64 274885335

EMAIL: hmwat@hotmail.com or film1412@yahoo.com.au
Career Summary
Helen has an extensive employment background including administration, accounting and cataloguing/archiving, in New Zealand and the UK. She has also taught English as a Second Language for 5 years in Korea.  
Helen sets high standards for herself and the work she is doing, consistently meeting or exceeding work targets and deadlines with effective time management, accuracy and attention to detail. She has demonstrated a flexibility and capacity for multi-tasked roles, proactively seeking ways to assist the team to achieve the best outcomes for the organization. During her time in Korea she has maintained positive and enduring relationships with both her students and employers, as well as developing both her oral and written communication skills. Helen is a popular and respected employee who is relied upon to accept challenges and deliver results. 

Education


B.A. Auckland University, New Zealand 2000 – 2003 Major - Art History. Minor - Film, Television and Media Studies


B. Bursary English, Mathematics, French, German - Sacred Heart College, Christchurch, New Zealand
 Teaching Employment History
Oct 2008 – 30 July 2010 BCM Language Institute, Seoul, Korea (nearly 2 yrs)
· English teacher (ESL), teaching Conversational English to adults, mostly tertiary students and business people. This role involved teaching conversation classes, including discussing cultural aspects, and giving advice to students about travel and study abroad, and it required patience, sympathy, kindness and an optimistic ‘can do’ attitude. It required good ‘people’ and presentation skills and some research ability.
August 2003 – May 2006 English teacher in Korea
Various ESL positions - 
· November 2005 – May 2006 Princeton Academy, Seodaemun, Seoul. Elementary, Middle and High School students. 

· September 2004 – August 2005 SLP Language Program, Gwangmyeong City.   Elementary School and Middle School students.

· 2005 Business English classes - to company employees in Seoul (Seocho and Euljiro), and to employees of a large international bank in Seoul.
· April 2004 – August 2004 Kwanjiwon Elementary School (part-time teacher)
· August 2003 – August 2004 Jung Chul Language Institute, Gwangju City, South Korea. Elementary to adult classes.

16 August 2010 – present
Admin/Accounts Assistant roles
(Currently at Windflow Technology, Christchurch)

· Data entry in SAP and Accredo accounting software.
· AP and AR using MYOB. Creditors – entering data and reconciling statements, collating invoices for payment. Sales invoices – entering payments, Bank transactions using E banking, ensuring sufficient funds to cover company transactions, Bank Reconciliations, ACE Payroll for 50+ staff, Reports in Excel.
· All administrative duties, ordering and buying stationery, liaising with clients and contractors using email and Word, answering phones,making travel bookings for staff, reception, duties as required.
· Assisting sales with orders, and taking complaints and comments from customers.
June 2007 – September 2008  Buzz Channel Ltd, CBD, Auckland. (Online research and Panel Management Co)
Office Manager/Accounts Administrator/Panel Manager
· Sole charge of accounts, using MYOB. Sales invoices and overdue debtors, Creditors, GST, Bank Reconciliations, Prepayments and Accruals. Month end to trial balance. Cash flow. Sales reports in Excel.
· All administrative duties, ordering and buying stationery, liaising with clients and contractors using email and Word, answering phones, duties as required by director of company
· Creating online surveys using specialist software, sending out to panel of respondents and liaising with clients regarding survey setup and content. These surveys were run in several major New Zealand daily newspapers on a weekly basis.
.
October 2006 – March 2007  Christchurch City Council, New Zealand
Administration assistant Temporary assignment
· Cataloguing and referencing Library items
Feb 2002 - Aug 2003 New Zealand Herald - (New Zealand’s biggest daily newspaper)

Image Archivist in Editorial Library
· Archived and maintained Herald photo files of published and unpublished pictures.

· Dealt with Editorial queries for photos from archives and picture research.

· Maintained Agency and Reuters picture archives.

· Transferred television pix into Herald archives from Lotus Notes with correct caption details.

· Captioned all pictures with relevant and accurate data.

· Hard copy and negative filing in Editorial Photographic Library.
Editorial Assistant to Business Editor (part-time while completing a B.A. - a double major in Film, Television and Media Studies and Art History)

· Assisted Business Editor with day to day running of office, kept current files of newspapers up to date, ordered stationery, kept phone and all contact lists current, and other administration duties such as returning submitted material to contributors.
· Some accounting duties, including accounts payable, prepayments and accruals.
2000 – 2001 University of Auckland

Accounts/Administration Assistant (part-time while studying for B.A. in Film, Television and Media Studies and Art History
· Accounts Payable Processing, using Peoplesoft accounting software.

1998 – 2000 AMP Banking (formerly ERGO) - New Zealand Bank


Senior Reconciliation Officer

Reconciliation of cash movements between client accounts and Bank.

· Provided timely and accurate daily analysis of mortgage payments, using Excel spreadsheets of all cash movements and reconciliation to bank.

· Accounts Payable.

1995 - 1998  Christchurch Press - New Zealand newspaper


Accounts Technician

· Consistently met tight deadlines to report financial information to INL, Wellington.

· Solely responsible for accounts to trial balance for ‘Mid-Week Mail’, a small advertising paper delivered free to Christchurch residents.

· Accounts Payable, Accounts Receivable, Petty Cash, GST for ‘The Press’.

.

1994 - 1995 
BMA Services, London, UK – Investment Company 


Accounts Assistant

1980 -1994
Accounts / Administrator roles in UK and New Zealand
Hobbies/Interests

I am interested in the visual arts and film and I like visiting galleries and exhibitions.
I am a member of a fitness club.

I am sociable and I like meeting friends in my free time.

I worked as a volunteer for the New Zealand Embassy in Korea, meeting potential students and immigrants into New Zealand, as well as Koreans showing interest in New Zealand lifestyle.
Referees
1. Mary Vance – Director, Buzz Channel Ltd, Auckland 

mary@buzzchannel.co.nz
tel : 09 3798920

2. Min Jung Park – Coordinator, BCM Language Centers, Seoul, Korea

wasup517@naver.com
tel : 82 10 29589021
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