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	Personal Profile


	I am a bright graduate with five years administration experience working for blue-chip companies, one of whom recognised my work with an outstanding achievement award and another a team-leader role.  

I am currently looking for a 1 year contract to teach English in Korea. 


	Key Strengths
	· Fast learner, able to understand and apply new skills/processes quickly
· Conscientious, with a good eye for detail

· Very good communication skills
· Friendly and polite
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	Thames Water Plc
I held a temporary position in the Property Insight department where I performed general administration and data entry tasks.
Royal Mail Group PLC

I worked as part of a team that issued new licenses for Franking Machines to Royal Mail’s Business clients. I worked with the in house computer system and carried out daily administration and data entry tasks.
Lloyds TSB Bank plc     Flow Leader

I held a flow-leader role on a close-kit team within Lloyds TSB’s Estate Settlement Unit. I liaised with solicitors and executors by telephone on a daily basis and monitored and allocated the incoming work to the rest of the team. I received LEAN Sigma training and held a key role in a project to streamline the team’s processes and working practices. As a result the team’s efficiency improved noticeably and the Service Level Agreement on incoming work was reduced from five days to three.

Marks & Spencer Pension Trust     Pensions Administrator

As a member of the team which administered M&S’s in-house pension scheme, I assumed a variety of roles covering all aspects of the scheme. 

Furthermore, I took on an enhanced technical role being involved in updating the in-house computer system with regard to changes made to pensions legislation in 2006. My work for this project was recognised with an outstanding achievement award.

Ticketmaster     Inbound Call Agent

Duties included receiving calls from customers and processing payments made with credit/debit cards.

The Restaurant Magazine     Telesales Agent

Successfully contacted cold and warm clients in the food and catering industry by telephone, fax and email to increase annual subscriptions of the magazine.



	Education

Sept 2001 – May 2004
	Manchester Metropolitan University.
Politics and Philosophy BA Hons 2:1

I really enjoyed my degree. It refined my ability to absorb large amounts of information and reduce it down to the most salient points in a clear and concise way. It also taught me valuable lessons in time management and research methods. The Politics modules required a solid and practical application of facts and theories while the Philosophy side required me to tackle more complicated and abstract ideas. It was the perfect combination.

My dissertation examined the problems in reconciling the inherent differences of reason and religious faith. 



	Sept 2000 –

April 2001
	Manchester University

French BA Hons

Left to pursue my interest in Politics and Philosophy.

	Sept 1993 –

July 2000


	St. Simon Stock School

Maidstone, Kent
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D
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At A-level, I gained a sound knowledge of economics and business theory as well as gaining a good understanding of modern print and visual media.  I have retained a good understanding of the French language.



	Other Skills
	While lacking any formal teacher training I am very good at taking complicated ideas and processes and explaining them to others in a clear and concise manner. 
I am patient and do not get easily frustrated by setbacks.



	Interests
	I am something of a PC enthusiast and enjoy building systems for personal use and occasionally to order for private buyers. I therefore have a keen interest in both the software and hardware industries and keep abreast of the latest technological advances. I am currently studying for the CompTIA A+/Network+ certifications and hope to have passed the necessary exams in two months’ time.
I also enjoy graphic design and have produced album covers and flyers for up and coming local bands in Manchester. To this end I attended a course at Manchester College of Art & Technology to study multimedia web design two years ago.
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