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Personal statement
I am a reliable and conscientious person with good communication skills and a good eye for detail.

I have worked in a variety of roles including administration/reception, teaching, retail and sales.

I am looking for a position where I can put the skills that I have learned to good use. 

Academic qualifications
Degree: 2007
BA Honours in Fine Art 2:2
Middlesex University


My course required me to work independently and create my own time schedule. During my course I also separately organized private exhibitions and shows.  The course culminated  in a degree show at the Truman Brewery in Brick Lane, London where I had my own exhibition space.

Employment history
Olympic Wonderland School: July ‘08 - July ‘09

Olympic Wonderland are an English school in Kangdong-Gu, Seoul , South Korea. I worked here as an English teacher under a one year contract.  My responsibilities included- 

Planning lessons and organising classroom activities.

Teaching English language and culture to Korean children ages four to thirteen.

Being involved in field activities and school-oriented events and caring for my designated group.

Writing report cards and participating in teacher and parent meetings.

LMC Design: Sept ‘07- June ‘08

LMC Design are a design company based in West London and I worked here as an Administrative Assistant/Receptionist. My responsibilities included-

Dealing with general accounts and finance. 

Researching, pre-checking and booking potential venues for staff and client events.

Working on reception and meeting and greeting clients.

Ordering supplies for the company.

Assisting management in overall business efficiency.

Antenna Audio: Feb ‘07- Sept ‘07

Antenna Audio supply the audio equipment used at many UK tourist attractions. I have worked both at the company’s head office and on-site at the British Museum and National Gallery. 
 My responsibilities included-

General administration duties at head office including filing and data entry for the accounts department.

Working on reception, answering calls and greeting visitors.

Promoting audio equipment and assisting in their usage.

On-site customer assistance and sales at the British Museum and the National Gallery.

                       Office Shoes: April ‘05- Feb ‘07

                         Office Shoes are a retail shoe chain. My responsibilities included,              

                         working on the shop floor and helping customers with their  

                         enquiries, housekeeping duties and stock checks.

                        HMV: November ‘02 - August ‘04

                          HMV are a music chain. My responsibilities here included, 

                          working behind the till and serving customers, running my own 

                          section and stocks checks.

Interpersonal skills and training
I am a good communicator and enjoy working with people in a team. I also enjoy working by myself and using my own initiative. I enjoy problem solving and being creative.  I have a reasonable knowledge of Spanish.

I volunteered at The Noble Sage Gallery in East Finchley, taking photographs of exhibitions, supervising in the gallery and serving drinks and food at private views.

I am comfortable using both Apple Mac’s and PC’s. I
           have some training using Exchequer and Adnet (accounting packages). I have a working knowledge of MS office packages, including Word and some Excel.

Additional information
In my spare time I enjoy painting, photography, listening to music and reading about these subjects. I enjoy socialising with my friends in London, particularly visiting art galleries and private viewings. I have also done  some voluntary work and plan to do some more voluntary work in the future.

