Michael D. Sheridan

Fullenglish511@gmail.com
010-8697-1452

Objective

To have the honor of teaching at a great School and giving any knowledge that I possess of the English Language to anyone who wishes to learn.
Work Experience
The Hispanic Scholarship Fund, San Francisco, CA (September 2008 - January 2009)

· Entering and coding daily cash receipts and pledges in Raiser’s Edge Database.
· Merging and customising donation acknowledgement letters for distribution and mailing.

· Co-ordinating with local and regional Development Officers

· Learning and performing various queries at an Intermediate level

ACS Bay Area Fastrak, San Francisco, CA (April 2008 - August 2008)

· Customer Service Representative, dealing with people of various demographics 
· Updated Individuals profile information. Registered new members and explained thoroughly the various products
· Answered traffic/product questions and concerns, as well as evaluated best outcomes to solve traffic problems

· Processed Credit Card charges over the phone as well as setting up product shipping

AAA, San Francisco, CA (October 2007 - April 2008)

· Customised various letters to be sent to members

· Distributed documents to other departments within the company
· Light filing of documents

Housing for Islington, London Borough of Islington (May 2007 - August 2007)

· Re-Organized housing documentation

· Aided various departments with obtaining files and documentation

One Railway, London, Liverpool Street Station (March 2007 - April 2007)

· Merged members information into excel worksheet
Call Centre - TMP Worldwide, London (January 2007 - March 2007)

· Customer Service Representative, dealing with people of various demographics
· Administrated questionnaires for two-part job interview
BT Ireland, Dublin 4 (November 2006 - December 2006)

· Commenced individuals’ internet connections
· Learned Siebel database system use to activate internet connection 
Intrum Justitia, Dublin 15 (September 2006 - October 2006)

· Set up meetings between Development Officer and various Companies to help them with any outstanding debt
EDS in Sandyford, Dublin (August 2006 - September 2006)
· Prepared cheques from various banks for processing

Advanced employment in San Francisco, CA (July 2006 - August 2006)
· Updated various individuals’ information in their profile

· Internet research for new clients

Sunset Recreation Centre on UCLA Campus (June 2005 - August 2006)

· Communicated and assisted guest and students with questions over the phone and in-person

· Received money/payment for services
· Handled emergency calls

Royce Hall on UCLA Campus (September 2002 - April 2006)
· Aiding Patrons with question and directions

Education

UCLA - Received B.A. in Ethnomusicology with Jazz Concentration (2001-2006)

School of Oriental and African Studies, University of London - 1 year study abroad program where I continued my study of Chinese music and performance (2004-2006)





Skills
Typing Speed
40-45 wpm

Computer Programmes

Raiser’s Edge, Microsoft Word, Microsoft Excel, Outlook, ACT, Siebel, Mac 

Other Skills

Exceptional communication skills
Ability to learn new databases and queries quickly and efficiently 
Additional Interests
· Music performance and study (Saxophone, Western Flute, Chinese Flute or Dizi, Clarinet, and Piano)

· Poetry and Fictional Literature reading

· Language learning (Spanish, Chinese, German, French, and currently Japanese)

· Travelling and living abroad

· Movies and Theatre
References
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