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PERSONAL PROFILE_________________________________________________________________
An outgoing, friendly and hard working Business Management graduate with a keen interest in travel and culture. A self motivated team player with a varied working background, I possess a 100 hour TEFL qualification, strong leadership and management qualities and the ability to handle pressure situations.
WORK EXPERIENCE

April 2008 – Dec 2008; Self Employed Cleaning Contractor – Sunrise Wheelie Clean


Started own local cleaning company offering a variety of blast cleaning & power washing services. Responsible for implementing and running all business activities until economic crisis forced its closure.
Dec 2007 – April 2008; Budget TV Centre


In field TV engineer responsible for managing own time and organising daily work load so as to assess and diagnose a variety of audio and visual complaints and faults within customer’s homes.
Aug 2006 – Sept 2007; ESL Teacher - Seojeon Academy, South Korea


1 year contract teaching English to South Korean children aged between 9 and 17. Responsible for creating and delivering syllabus, ensuring learning outcomes were met and the students ability progressed. 
Nov 2005 – July 2006; Brodies Solicitors


Marketing assistant within prestigious city law firm. Responsible for the expansion and daily up keep of staff and client databases, electronic issue of company newsletters and a variety of ad hoc duties.
Sept 2004 – Sept 2005; Australian Working Holiday 


Gap year in which I travelled to and around Australia while working in a variety of jobs to help fund myself and my travels.


1999-2004 Woolworths Plc, Galashiels


Responsibilities included the running of the store and its operations in the absence of management, organising and supervising up to 8 staff and implementing new promotions and store layouts every week.
EDUCATION AND QUALIFICATIONS

2002-2003 Queen Margaret University College


Postgraduate diploma Hospitality Management

1999-2002 Heriot-Watt University


BA Degree Business Management

1999-2001 Heriot-Watt University

HND in Business Studies

1993- 1999 Galashiels Academy

3 Higher Grades: English (C) Maths (C) Computing Studies(C), 8 Standard Grades 
KEY SKILLS


Communication and Interpersonal Skills

Gained experience in presenting verbal and written presentations as part of degree and postgraduate courses. Working for and communicating with a variety of customers and contacts in a business environment helped strengthen my skills and enabled me to deal professionally with an array of situations. These skills were further challenged and enhanced by having to be able to effectively communicate and interact with a range of students with limited English ability.

Planning and Organisation Skills

Used to successfully complete degree and postgraduate course thesis. Timetables and work plans were developed to ensure all sections were completed within the given timescale. More recently, starting my own business required a great deal of planning and organising in order for it to grow and develop. Its successful day to day operation depended upon the precise organisation of all company affairs. Previous experience teaching in South Korea also demanded excellent planning and organisation skills. I was responsible for creating a new syllabus each term, delivering the whole syllabus and planning each individual lesson.
Leadership 
Illustrated first at school by being selected as captain of the 1st XV rugby team by my peers. Previous work experience in a large high street retailer gave the opportunity for these skills to develop, where I trained as a responsible person and assumed responsibility for the whole store, the staff, and its operations in the absence of management. Being a teacher also required me to be a strong leader and role model to the students. I had to be able to motivate and lead by example whilst ensuring outcomes were achieved by all.
Customer Service 
Extensive experience in dealing with a variety of customers and business clients in a working environment. I have learned many people enjoy dealing with me as I am approachable, polite and make every effort to handle their personal situations efficiently and effectively ensuring it’s followed through to completion. 

OTHER SKILLS

· 100 TEFL certificate covering theory and including practical experience.

· Well developed IT skills including Microsoft Office and Excel, and more advanced IT business processes such as workflow automation, groupware and staffware.

· Good knowledge of accounting finance processes having achieved a number of SQA National certificate modules including preparing final accounts and bookkeeping in service industries.

· Hold a full Driving Licence with 6 years experience.
REFERENCES

References available on request.
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