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profile:

Recent Business Studies graduate seeking to advance a career in teaching with good communication skills, ability to be a versatile team player and work effectively on my own initiative and as part of a goal orientated team. I believe I am a creative individual who welcomes challenges and is enthusiastic to further expand my knowledge and realise potential career development opportunities. In addition I have travelled around the world on a number of different trips, which I believe has furthered both my international knowledge and individual organisational management skills.

education/qualifications:

2004 – 2007 

BA Honours Business Studies (2:1)



Durham Business School, University of Durham 

2002 – 2004 

A Levels – Design Technology (A) Business Studies (C), English Language (C)




Leeds Grammar School

1996 – 2002

9 GCSE’s including Mathematics and English (High Passes A-C’s) 



Leeds Grammar School 

work experience:

September 2008  – January 2009 – Leeds Equipment Services (LES), NHS Logistics
Duties involved:-

· Please see June 2006 – September 2007

July 2008 – August 2008 – Aston Carter Ltd (Recruitment Consultancy - London) – Researcher

Duties Involved:-

· Working on the Management Consultancy Team as a researcher to a Senior Consultant to re-establish contact and headhunt potential candidates.
· Attended client meetings (Big 4 Auditors, Shell, Unipart) to gain understanding of client requirements.
· Established strong relationships with both clients and candidates to ensure ownership over roles and candidates.
· Completed intensive six week training programme including: Headhunting, The 30 Steps of Recruitment, Sales, Time Management & Name Gathering 
· 100% success rate in hitting weekly set target for candidate CV’s sent out to clients.
April 2008 – July 2008 – Yorkshire Bank Head Office – Loans Administrator (temp) 

Duties involved:-

· Working in term loans department to do thorough checks on loan details and release loans to branches and customers accounts.
· Cold calling to customers and branches to check confidential details and ensure these are implemented correctly.
· Assisting branch inquiries over the phone and through the internal workbook system.
· Demonstrated high levels of organisation to ensure all work is completed to a high level and to strict maturity date deadlines.
June 2006 – September 2007 – Leeds Equipment Services (LES), NHS Logistics
Duties involved:-

· Worked in a team of 8 people who were responsible for efficient distribution of goods within very tight deadlines.

· Showed high levels of initiative with regard to delivery structure for daily and long-term objectives.

· Demonstrated the uses of a large variety of goods to the end users as part of final installation procedure.

· Assembled bespoke goods to very high quality guidelines.

June – October 2005 – Design Intervention Limited – Assistant to Senior Installation Manager

Duties involved:-

· Worked within a small team to ensure efficient installation of wiring and lighting whilst under constant pressures from exterior deadlines set by other companies.
· Attended Senior Management meetings and gave progress reports to the senior site teams and inspectors.
· Implemented personal design knowledge to reduce time required to execute tasks.
· Successfully completed project within deadlines and offered permanent position based upon my dedication and effort during my time with them.

June – October 2004 – Leeds Nuffield Hospital – Assistant to Credit Controller

Duties included:-

· Responsible for calling and writing to past patients to try and reclaim debits for the hospital - £850,000 back in two months.
· Tracked patients through the hospital (Rainbow and Medax) to ensure all costs were inputted into the hospital system correctly, also training staff to do this in the clinics and wards.
· Worked with the major insurance companies to claim monies owed.
SKILLS PROFILE:
Business Skills

· I have developed my knowledge extensively with regard to organisational theory and strategic thinking throughout University.

· I strive to use my own initiative to solve problems in a calm and effective manner.

· Highly proficient in IT skills – I have continuously used the computer and a variety of different packages such as Microsoft Office on a daily basis. 
Communication Skills

· My varied work experience has contributed to the excellent communication skills, both verbal and written. 

· I have a strong ability to interact with a wide range of people from different social backgrounds upbringings and beliefs. 
· Good customer service skills – I’m able to communicate effortlessly and satisfy customer needs as demonstrated in previous work experience.
Team Working Skills

· I have worked as a member of team in various organisations throughout my working career and have always placed vital importance on ‘team play’. This in turn has ensured all deadlines were met while simultaneously supporting all team members to maintain a healthy working environment and function as a co-operative unit. 
· Participated successfully in groups throughout University to achieve goals.
Leadership Skills

· Lead seminars at university which included conducting presentations, organising and facilitating activities for students and stimulating discussions.
· Over the past nine years I have been the captain of my paintball team at an international level, and have gained the respect of my peers through enthusiasm and drive for our success.

Teaching Skills

· During my final two years in senior/high school I conducted English lessons for classes ranging from 4 – 9 year olds, here I would give guidance as to the structures of English and give individual tuition during reading classes.

· In my social life I have pursued the sport of paintballing to a high level, most weekends I would work at the site and be required to give detailed instructions and safety rules to individuals that had never used any of the equipment before.

· Completed 20 hour Teaching English as a Foreign Language Course (TEFL) December 2008. 

activities and interests:
I am an energetic and enthusiastic individual who enjoys keeping fit by going to the gym and mountain biking.  I am a keen music fan and enjoy playing guitar and attending music concerts. I also enjoy socialising with friends, family, colleagues and meeting new people.  Generally friends have described me as an outgoing person with an energetic personality. 
ADDITIONAL INFORMATION:
Technical Expertise:
Competent business user of Microsoft Word, Excel, PowerPoint, Outlook, Internet Explorer, Adobe Acrobat, Rainbow and Medax. 
Driving License:
Full - Clean.

references:
(References available on request)
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