Sarah Clements

07463299004

clements.sarah@live.co.uk


A motivated individual who can prioritise a high workload and use the ability to adapt new skills and take on tasks accordingly.

A lively character who can communicate efficiently whilst participating in and leading group discussions.

 The ability to act on instructions effectively and with a positive disposition.

A strong sense of morals and ethics.


Skills

· Team and classroom management

· Strong numerical and grammatical skills

· Outstanding communication skills

· Comprehensive understanding of the English language


Experience

September 2011 – September 2013: 

Bupyeong Dong Elementary School, Korea – Guest English Teacher.

Job role

Teaching English as a Second Language to students from Kindergarten to Grade 6 in public elementary school.

Responsibilities

· Preparing and teaching lessons for high, low and mixed level groups

· Teaching alone and with Korean and other Guest English Teachers

· Developing curriculum for and teaching after school and camp lessons

· Writing and evaluating examinations

· Using a variety of resources and teaching methods

· Participating in school and community English festivals

Key achievements

· Participating with students in a city wide English Festival

· Introducing kindergarten lessons into the school curriculum 

November 2007 – November 2010: 

Adams Moore Limited – Junior Accountant.

Job role

Managing the financial affairs of a growing portfolio of clients whilst continuing and developing relationships with existing and new clients.

Responsibilities

· Managing a team of 11 and leading training sessions for apprentice 
accountants, sole traders and Directors in Limited companies

· Accounts production for sole traders and limited companies

· Weekly, monthly and year end payroll

· Auditing the accounts of large Limited and PLC companies

· VAT and personal and corporation tax returns

· Bookkeeping

Key achievements

· Working alongside several international companies assisting them with their 
finances and eventually taking over all financial responsibilities

· Qualifications in Sage bookkeeping and Sage payroll

· Given sole responsibility of the payroll department due to in depth knowledge 
and aptitude shown

Other roles:

Customer Protection Policies: Customer Service Advisor

Talley's Frozen Foods Ltd: Production staff

Odeon Cinemas Ltd: Customer assistant

B&Q Ltd: Customer assistant

Birmingham Museum & Art Gallery: Personal assistant


Education

Heythrop College, University of London

Bachelor of Arts (Honours), Theology 2:1 (2007)

1997-2004: St Francis of Assisi RC Technology College

A Level:
            4 A Level grades BBBC including English Literature

GCSE:

11 GCSE grades  A*-C including Mathematics, English Literature 

                          

and English Language


Qualifications

TEFL


120 hour TEFL qualification (100 hours online, 20 hours in class)

TOPIK


Test of Proficiency in Korean – Grade 2

Association of Certified Chartered Accountants

F1 Accountants and Management  

PASS

F2 Management Accounting 


PASS

F3 Financial Accounting 



PASS


F4 Corporate and Business Law  (UK)                  PASS

Professional and Character References Available Upon Request

