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Kayleigh Foy

 

Flat 5 17 Old Landsdowne Road, West Didsbury, Manchester M20 2PB

Tel.  07874 278260      Email: kayleighfoy@hotmail.co.uk

Education & Qualifications

Salts Grammar School 1993-2002

GCSE’s

Art 

B


History 

B




Design 
B


Religious Education 
B




English
C


Maths


C




Science
D

Leeds College of Art & Design 2002 - 2004

AVCE (Art & Design)

Grades A and B (equivalent to 2 A level passes)

Manchester University 2004 – 2007
BA Hons Textiles – Specialising in knit
- - - - - - - - - -


Experience
ELC 








Sept 2009 – Sept 2010

English Teacher

Duties and Responsibilities
· Teaching English to Korean Kindergarten and elementary students using a fixed curriculum
· Lesson Planning

· Field trip and event coordinating
Newsco Insider Ltd



       


 Jan 2008 to Sept 2009
Accounts assistant.
Duties & Responsibilities:

· Proficient use of Sage and excel
· Purchase ledger – coding, processing, authorisation of invoices and updating of supplier accounts
· Sales ledger – coding and processing of customer invoices

· Credit control - chasing debtors by phone, fax, email and updating of customer accounts
· Query resolution for both sales and purchase ledger
· Reconciliation of product tracker to sales revenue

· Cashbook receipts/payments and raising of manual cheques 
· Bank reconciliation
OFFICE ANGELS – Temporary Assignments
Newsco Insider Ltd      





October 2007 – Dec 2007

Cover for Office Manager/PA

Duties & Responsibilities:

· Reception duties, including greeting visitors 
· General administration tasks, including maintenance of customer database

· Travel and Hotel arrangements

· Customer and Supplier liaison
· Support the organisation of Corporate events
· Expenses reconciliation 
MLS Business Centre         





June 2007 – Sept 2007
Office Administrator
Duties & Responsibilities
· Front of house duties, meet and greet visitors and customers

· Customer liaison 
· General reception duties

· General administration tasks
Various part-time/temporary roles
Shuttle Textiles





September 2003 –September 2004 Sales Assistant





(plus additional summer work during 








University Studies)
Next Retail 






September 2002 – September 2003

Sales Assistant (Evenings/Weekends)

Baildon Golf Club





June 2000 – September 2002

Waitress (Evening/Weekends)

- - - - - - - - - -

Additional Skills/Training

· Computer Literature including, Sage, Word, Excel, PowerPoint and Photoshop
· Customer Services skills training  

· Health & Safety awareness training
- - - - - - - - - -

Referees

	Office Angels

The Conservatory

8 New Market

Manchester

M15 6BX


	Hazel Canning-Smith
Faculty of Art and Design

Manchester Metropolitan University

Ormond Building

Lower Ormond Street

Manchester

M15 6BX


	Mr Jay

Shuttle Textiles

Otley Road

Baildon

Bradford

West Yorkshire

BD17 
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