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Paul Sharman
22/02/1985

Mobile: 07811405566
e-mail: paul_sharman85@hotmail.com
18 Haygreen Close
Kingston-upon-Thames

Surrey, KT2 7TS

TEFL Qualification

(Oct 27th – Nov 21st 2008)

International House London

CELTA – Pass

Education

(Oct 04- Jun 07)

University of Durham (Van Mildert College)
Philosophy
BA(Hons):   2.1
Vice-captain for football team (06-07), social secretary for tennis club (05-06). 
(Sep 1993- Jun 2003)

Kings College School, Wimbledon
A-levels:
English Literature A



Philosophy 
 A



Physics

 B


Maths

 B
Duke of Edinburgh Award gold (Apr 05), silver (Sep 03) 

GCSES: 
3 A* (English Lit, Philosophy, French)



6 A   (English, Maths, History, Double Science, Ceramics)
Employment History

Royal Free Hampstead NHS Trust





(Nov 08 – Present)
Pond Street, London NW3 2QG

Waiting list Coordinator

Responsible for the coordination of NHS waiting lists

HMP Latchmere House
Richmond, Middlesex, TW10 5HH
Administrative Officer:






               (Aug 08 – Oct 08)
Responsible for updating and maintenance of OASys (Offender Assessment System)
Maintenance of spreadsheets and inmate database system

Writing and sending out correspondence to affiliated agencies by letter, fax and e-mail

Fielding phone calls and progression of calls

Archiving and maintaining filing systems
Coordination of meetings using Outlook

Ordering stationary and stock

Liaising with prisoners regarding enquiries and needs

Minute taking and report writing
O’Brien’s Sandwich shop
Durham, DH1 3AA

Shop Assistant & Caterer






(June 06 – June 07)

Opening and closing down shop, food preparation, customer service, 

Catering, waitering, till service

Kings College School Wimbledon
Wimbledon SW19 4TT
Assistant



(June – Oct: 04-07)
IT Support, theatre assistant, store room management, manual labour, 

Portering, data entry, security, librarian, grounds keeping, event management, 

Book room assistant

Precept Programme Management
Covent Garden, WC2

Data Analyst                                                                    


   (June 05 - Sept 05)

Research and analysis in programme management within construction law. 

Researching and analysing client financial reports and correspondence to be 
included in the financial forensic report on behalf of claimant. 

Filing, data entry, folder management and general administrative duties
Hays Personnel

New Malden, Surrey
Scanner & Verifier


                  (Dec 03- Jun 04)
Splitting, scanning and verifying time sheets for recruited workers. 

Other ad hoc duties included filing, data entry and research
Millets the Outdoor Store

Kingston –upon-Thames, Surrey

Shop Assistant & Weekend Supervisor





    (Mar 00 – Sept 03)

Shop floor assistant, basement manager, stock and delivery, 

Returning damaged goods, ordering, security, customer service, till work

IT Skills
Advanced knowledge of Microsoft Word, Publisher, PowerPoint, Excel and Outlook and Photoshop

Speed typing approx. 45 wpm

Use of internet for research purposes.  
Small/medium business reception switchboard
OASys & LIDS system (HMPS)
CERNER (NHS)

Interests

Watching films and amateur drama
Travel and backpacking
Mountaineering / Orienteering

Playing rugby squash, running & swimming

References
Jovan Ilic or Duncan McKenzie 



Sharon Convisser

International House London



HMP Latchmere House

16 Stukeley Street




Church Road

Covent Garden London




Ham Common

WC2 5LQ 





TW10 5HH

Tel:+44(0)207 611 2400



Tel: 0208 588 6672

Fax: +44 (0)20 7117 4175                  


Fax: 0208 588 6667
