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Mobile: 639270510



Email: Ga_close@hotmail.com
Personal Statement: 

I am a self-motivated, patient and reliable worker. I am able to complete tasks as part of a team or individually and to the best of my ability. I have excellent communication skills and have a good knowledge of Microsoft Office. I feel I have a good sense of humour and I am able to get along with people from a variety of backgrounds. I believe I would be an effective member of your team.

Education and Qualifications: 

September 1992 – June 1999

Alsop High School, Walton, Liverpool
GCSEs:  8 GCSEs Grade A – C, Including English Language, Mathematics and Science 

A – Levels:  Business Studies (C), Spanish (E), 

Higher Education:

September 2000 – May 2005 

Liverpool John Moores University

September 2002 – July 2003

Universidad de Granada (Erasmus year)

Degree: BA (Hons) International Business Studies and Spanish, Class II Division II.

During the third year as an Erasmus student, I successfully completed a 60-hour intensive Spanish language course at intermediate level. 

Trinity Cert: Teaching English to Speakers of Other Languages (TESOL) – Pass

Work Experience:
Feb 06 – Present
Talking Point/ Astex,



Madrid, Spain

English Language Teacher

My main duties include teaching English to adults in small groups focusing primarily on conversation. This involves teaching the main grammatical points and other functions in both formal and informal language, as well as identifying the differences between different types of English usage at all language levels. Another key responsibility is preparing students for Trinity exams. In addition, I contribute to developing materials as well as completing student and company reports. 
Jun 05 – Feb 06 
Job Centre Plus,


Toxteth, Liverpool

Financial Assessor Administrative Assistant

My main duties include inputting new claims onto Excel and updating client information on computer databases, checking over client claim forms, assisting with general office duties as well as maintain office supplies. I also assisted with a community project called Streets Ahead, helping people in the community overcome various barriers which they maybe facing in returning to work, housing issues or benefit problems.

Work Experience Cont…
Feb 05 – Apr 05
Dingle Opportunities,


Dingle, Liverpool

Liverpool South Action Team Monitoring and Retentions Officer

My main duties included, auditing client files, inputting client data onto Excel for DWP submission, maintaining client files, liasing with employers to check if clients have maintained their retention period and dealing with clients. I also assisted in other general office duties and was responsible for the maintenance of office supplies.  

Aug 04 – Dec 04
The Air Miles Travel Company,
Birchwood, Warrington

Customer Collection and Accounts Executive

My main duties included dealing with customer enquiries via telephone in relation to their Airmiles accounts balances, flight information, the company website and registering online, promoting partner companies and booking tickets for London attractions, and extensive knowledge of the computer databases. I also taught colleagues the use of mail merges using Excel. In addition, knowledge of the 3 letter-airport codes and the phonetic alphabet was required. 

Mar 96 – Aug 04

Breadcrumb, 




Widnes

Administrative Assistant
I was responsible for bookkeeping, ensuring companies receive payments, checking of bank statements, entering of invoices into a Simplex D, submitting quarterly VAT returns and end of year Tax Self - Assessment using Microsoft Excel.  Apart from this I also assisted in the production of Bread and Cakes for Wholesale and retail consumption as well as dealing with the public and answering telephone enquiries.
Voluntary Work:

Oct 04, – I helped out during the University open days, speaking to sixth form students about university life and my experiences as an Erasmus student. I also used to help out during school open days and sports days.

May 96 – Work Experience, Home Office, Pay Service, Bootle, Liverpool. A 2 week placement to gain experience in filing, post franking and mortgage applications.
May 96 –I was Finance director for my schools Young Enterprise group. This involved authorizing payments for goods and materials, collecting takings from other representatives of the group, depositing money into our bank account and attending meetings to discuss future strategies. For this I was awarded a University of Oxford Delegacy of Local Examinations, Young Enterprise Europe Examination – CREDIT.

Mar 96 – I was a representative for my school as part of a chosen team of 4 selling our product at the Young Enterprise trade fair held at St Georges Hall, in which we won first prize for our stall design. For this my school received a trophy and the opportunity to display our stall design at the moat house hotel.

Interests:
Football, Cricket (I played for Aigburth Cricket club during 1996 and Singlehurst Park Rangers in 1997), Driving & Karting (I currently hold a clean full driving licence), Languages (I am fluent in Spanish and have limited Knowledge of Portuguese, Czech and Russian. I was also awarded a special language prize in Nov 1999 and went on school exchanges to Alicante in Feb 1997 and Lloret del Mar in Feb 98), Playing pool, Ten-Pin Bowling, Keeping Fit, Listening to Music, Bookkeeping, IT and the Internet, Travelling and meeting new people. 
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