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07814 473035
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samuelgreenway@hotmail.co.uk
Key Skills

· Previous English Teaching Experience Abroad
· Excellent Verbal and Written Communication Skills

· IT Literate

· Fluent in German

· Customer Service Experience

· Polite and Professional Manner

Work Experience

22/12/2008 – Present

Worcestershire County Council

Telecare Team Officer and Sensory Impairment Administrator

The council’s Telecare Team is a part of the council’s adult social care services, offering subsidised home equipment to the elderly and vulnerable to prevent hospital admissions. This job role involved speaking to users of the service to explain the various pieces of equipment, evaluating which equipment they would gain most from, completing the necessary forms (assessment for suitability, care plans, purchase orders, review of equipment) and ensuring a quality service that enabled the user to maintain independence and an improved quality of life whilst easing the burden on family carers. Aside from this, the role of Sensory Impairment Administrator involved completing administrative roles in the office, such as typing and mailing correspondence, dealing with phone-based requests, arranging assessment appointments, typing up reports and assessments for social care workers in the team and advising members of the public on support available for people suffering from either a visual or hearing impairment.

21/10/2008 – 01/02/2009
Freelance 

Article Writer/ Copywriter

This work involved researching and writing articles for clients who had submitted briefs on a wide range of subjects for publication on various websites. Diverse topics included a piece on ‘The English Premier League’ as well as ‘A Weekend in Budapest’. 
6/2008 - 15/10/2008

Canvas Holidays – France and Spain
On-site Administrator / Customer Service

For the customer service side of the role, this job involved being the first point of contact for the company’s customers on the campsite. Whilst maintaining campsite accommodation, using initiative to deal with any problems and offering information to customers on the local area, it was also important to always maintain a friendly relationship with the customers and ensure they enjoyed a relaxing break. For the administrative side of the role, this job involved liaising with the company head office in order to fill out essential paperwork such as booking charts for the campsite, reporting weekly to the head office regarding necessary provisions and any other on-site issues, keeping the campsite staff up-to-date with customer information, and making changes for customers regarding travel arrangements with third-party travel companies.  

3/2008 - 6/2008

Freelance

Audio Typist

This work involved typing up received transcripts of pre-recorded interviews for PhD level research onto Microsoft Word for the client.

3/2008 – 6/2008

Databuild 

Customer Service / Administrator / Team Leader

This role involved working for a company that collected, collated and delivered requested research to various government bodies in order to offer advice on improving their services to the relevant industries. The position also included interviewing public sector workers; including chief executives of county councils; and private sector workers including CEOs of differing sized companies; seeking their views and advice regarding the services delivered by the government bodies and how they could be improved. On being promoted to team leader, the role expanded to directing teams of individuals with regards to interviews and report writing. The Administrator role involved typical aspects of administration in a busy office environment, as well as checking on the recorded working hours of staff, dealing with holiday requests, and making sure employees adhere to office procedures for documents.

8/2005 - 6/2006

Hildegardis-Schule - Germany
English Teaching Assistant

Employed through the British Council, this role involved creating appropriate lesson plans to teach English to German students. Working with children ranging in age from 10 years to 18 years, lessons were designed to increase students’ English vocabulary and British cultural knowledge, whilst maintaining discipline and motivation within the classroom environment through engaging and informative teaching. Aside from set lessons in class time, after-school optional classes were also prepared for pupils who were interested in additional teaching time. These classes often served as opportunities for students to practise their speaking skills in an environment with fewer students, as well as helping to solve any problems they had in terms of grammar or vocabulary.
Other Relevant Experience

9/2002 – 9/2003

Local Children’s Activity Club

Volunteer

Volunteer role at a local children's club. The club ran for an hour on Friday evenings for children aged between 6 and 12 years old, allowing them to socialise and do activities in the community. The role involved being there to keep an eye on the children's safety but also provided numerous opportunities to help them with arts and crafts as well as games. This experience helped to develop an awareness of children's safety whilst allowing them to have fun. The nature of the role demonstrated the importance of maintaining a balance between having fun and being disciplined with the children. This experience was important in teaching me how to maintain a disciplined but productive and enjoyable classroom environment with the younger pupils I taught in Germany.

 
9/2000 – 5/2001
King Charles I High School

Junior Sports Leadership Award

This course involved learning the necessary skills needed to take a class of 20 students aged 11-12 for a sports session. This course gave valuable advice on creating a disciplined environment in which children can have fun and get healthier. 

Education

2003-2007

University of Manchester

BA(Hons) German and Linguistics

2001-2003

King Charles I School, Kidderminster

A-levels – English (A), German (B), History (B), French (B), General

Studies (B)

Languages

German – Fluent

French - Conversational
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