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About me
I am a well presented individual. I am punctual, honest and reliable. I enjoy working with other people. I like fitting into an office environment. I am also a quick learner and enjoy learning new skills. I like to get my head down too. I have a good telephone manner.

                  Qualifications

TEFL Certificate 20 hours, pass
BA Honours Degree in Media Studies and Video Production, (2:2)

A Levels- Media Studies and Performing Arts

GCSEs- Maths, French, English Language, Drama and History.

City and Guilds Level One with credit. Credits in IT Principles, Desktop 

Publishing and PowerPoint, and pass in Excel, distinction in Access and Word.

City and Guilds Level 2, distinction in IT Principles, Word and PowerPoint and passes in Excel and Access.

Education
Friends School, Mount Pleasant Road, Saffron Waldon, Essex (1991-1996)

Saint Andrews, Free School Lane, Cambridge (1996-1997)

Long Road VI College, Long Road, Cambridge, (1997-2000)

Buckinghamshire Chilterns University College, Queen Alexandra Road, High Wycombe, Bucks (2002-2005)

Knowledge of Computer Packages

CafmExplorer, E First, SPSS, Word, Excel, Access, PowerPoint Desktop publishing and Lotus notes. Kdph of 6938. Error rate 3%. Net words per minute (28). Gross words per minute (32).

                   Previous Employment

EET Language School, Foshan                                          June 2013-September 2013
I was teaching  in a language school with children aged from 4 until adult. I was also teaching in a primary school in private lessons in class sizes up to 15. I taught beginners English to advanced. As well as teaching English I set homework (often I would write it myself, rather than just get it out of a book). I also would put on shows for the children, where they would act and sing in English. I taught about English culture as well as the language.
 Anglian Energy Solutions                                                 December 2010-Feb2013

I was a Telemarketer and Outside Promoter. I was telephoning residential properties and booking appointments for our Consultants to visit them in order for them to sign up to solar energy. I made weekly sales up to £37 000. I also did some proof reading and photocopying. I did outdoor promoting at a garden centre where I would approach people and persuade them to have an appointment too. 

Assist Recruitment                                                           Various dates from March 2010- Sept 2010
Temporary role. I was a Receptionist covering on certain dates for a company called Shield Guarding which is a sub contractor for the company Nokia. Duties include answering and transferring telephone calls using the Avaya Softconsole. Organising taxis. Meeting and greeting visitors and  staff. Signing them in and out and handing out passes both electronic and paper. Signing and distributing for parcels around the company.I organised meeting rooms. I sorted out post and filled out expense forms. 

Manpower                                                                   March 2010

Tempoary role. I was working for Cambridge Assessments for a Company called UPS which is a delivery company. Data Inputter. Sending out parcels. Filing

Britannic Power                                                   August 2009- Feb 2010                                           

Telephone sales canvassing. Telephoned residential properties to gain interest members of the public into getting an energy survey by sending a consultant around to their property. I had to make leads and pitches. I had to write up my appointments and update the database. I was the top pitcher as I was able to hit ten a week and I could obtain £30 000 in a week of business. 

Durbin Engineering





Sept 2008- October 2008

Temporary Role. Administrator for the Equipment Library at the Lister hospital. Opening and closing files on the Hecs database. Answering the telephone.. Maintaining the library and filing. Chasing sales order by telephone. 

 Weave Consulting                                                            July 2008- August 2008

Temporary Role. Data Entry Clerk for Cambridge City Council. I was working for a company called Homelink which deals with housing mostly in the city. I was data inputting and banding our clients into categories. Once I had inputted all this information I had to print it out and post it.  

                                                                                                          Feb 2009

Temporary Role. Filing Clerk for the Cambridge City Council.I was working for the legal services department, my duties included inserting new pages for the legal books. Preparing new files. Fetching files for the Administrators. 

Adecco                                                                              May 2007 –June 2007

Temporary Role. Data Entry Clerk for Fujitsu. I worked for the warrants department for the train services. I was responsible for  making corrections and updating them onto the computer system. I wrote out warrant forms to be scanned and then processed. I also did general filing.

Kelly Services





            March 2007

Temporary Role. Customer Services Administrator. For a company called Vertex which has a call centre for Herts Council. I was  working for the fullfillment department which involved sending out leaflets to clients. I was in charge of taking requests of lotus notes and inputting them onto the Access database. I was also in charge of mail monitoring and making sure that the post went out to clients.

Cambridge Assessments                    January 2007-February 2007

Temporary Role. Admin Assistant. I was working for the examination’s board. I was in charge of sending exam scripts out to meetings. My duties included mail monitoring, photocopying and data inputting.   

Baddenoch and Clark



October 2006-November 2006 

                                        



and April 2007

Temporary Role. Administrator. For a company called Stonham, which deals with tenancy 

Support. Was the main Administrator. Included answering and making telephone to clients. Typing 

Up letters. Proof reading letters for Project Support Workers. Organising a new archiving 

System .Researcher for the Project Support Workers for  their clients. Minute taking, and writing up 

minutes. Inputting data onto Excel. Arranging appointments and meetings for Project Support 

Workers. Updating templates.    

Worked for Granta Housing as a data inputter. Duties included inputting data onto a system similar to Access. I was updating the stock control records. Filing

Lightning Recruitment                               Feb , March and May 2006
Temporary Role.Pension Support Clerk.For Cambridgeshire County Council. Introducing a new filing system for a major new project. Also filing other important documents in the original filing system for the pension support department.

Mail Monitor. Mail monitoring for a major project in the benefits department for South Cambs District Council.

Filing Clerk. I Was filing for a major new project for Cambridgeshire County Council, in the Highway’s Commission Department.

Abbey Personnel Limited.                          Jan 2006

Temporary Role. Site Administrator. Worked for a company called Apollo. Which deals with the refurbishment of bathrooms and kitchens for South Cambs District Council. Inputted data onto Excel. Filing

Blade Recruitment Limited                          Dec 2005-Jan 2006 and Feb 2007-March 2007    

 Temporary Role. Help desk administrator for a maintenance company called Operon. Worked in an Imperial War Museum.. Created job sheets and closed jobsheets on the CafmExplorer. Inputted data onto Excel, and wrote up documents onto Word. Introduced a new filing system. Answered the telephone and responded to Emails. In charge of sorting out invoices and statements. Greeting visitors. Obtaining information for the employees of the internet.
                       Other Office Experience and Work Experience

Worked for Weatherseal and Zenith Windows promoting home improvements  over the telephone for a year. I was also a supervisor at Weatherseal.  X Ray Clerk. Worked in Addenbrooks hospital as a Clerk. Duties included answering the telephone, logging files onto the computer system, and taking them off again. Filing once the files had been returned.. Filing for various Law Firms.

                                                       Other Skills

                   Intermediate Speaker of French, and basic speaker of Spanish     

                                                          Interests

                     Reading, Travel, Keep Fit and learning new computer packages.                    


