ALAN GRUNDY   

33 Holmsdale Road • coventry • West midlands • CV6 5bl
Phone:02476637438   Mobile: 07915327863
	Personal Information

	
	· Marital status:
Single
· Nationality:

British

· Date of Birth:
28th August 1963
· 

	Profile

	
	As a highly motivated individual, with good interpersonal skills and have the ability to converse well.  I feel I am confident and have a good sense of humour and can respond to new challenges.  Capable of achieving personal goals and objectives and keen to find a challenging position in a progressive organisation, particularly where I can enhance my skills and knowledge.  I am extremely ambitious, goal oriented with an aptitude to learn.

	Professional experience

	
	1979 - 1980   C&S motor spares Ltd.(General Administration -telephone sales, enquiries, complaints. Stock control. 
1980 - 1983 Three Spires Electrical. (Electrical Engineering)
1987 - 1889 returned to full time education to study Computer Programming, System Analysis, Business systems and Accountancy.
1989-1991 Wee Weld Mobile welding. Managing Director. 

1991 Moved to Czechoslovakia to teach English.


1991 - 1992 Ostrava Petr Till English Academy. (Bohemia) .( Course development and Implementation business English )
1994 - Czech, Slovak Business and Private Interpreter, Translator and Business Advisor.
1994 - 1996 Construction and Industrial Vocational College. Havirov .( Course Director , and English language Syllabus development and implementation.

1996 - 1998 Telecommunication College. Ostrava C.R .( Course Director )
Moved to Prague 1999 

Daewoo Avia Prague - Interpreter, translator and business advisor.  
Ministry of Defense .Course development and Implementation  English for special purposes)
TEFL teaching 

Charles University (Karlov Universita.Prague CR) 

Course Director TEFL teaching Syllabus development and Implementation 

Managing Director Translations and Interpreting Dept

2002 returned to England 


2002 Document Control Services. Peterborough, England.  Admin.  duties, data entry, quality control of digital images,  general administration duties      

2003 Key Social  Worker for asylum seekers (minors) ( Peterborough)

2004 moved to Spain (Barcelona) 
Teaching Business English in Company and Private TEFL lessons  

Teaching English for Special purposes (Medical)     

2004 Financial Services telesales (Currency Options, Pre Initial Public Offers.) 

Commission based sales 

2005 – onwards Capita Group PLC, Customer Service  Representative:  Sales, enquiries and complaints, data entry, Administration, Legal Enforcement and Soft-Skill training  



	Education


	
	1974 – 1979    Woodway Park Secondary School 
GCSE
· English Language ‘A’ level  

· (English Literature ‘A’ level  

· Maths ‘O’ level 

· Physics ‘O’ level 

· European Studies CSE

Further Education

· Henley College - 1985-87 Business and Technical Diploma in Computer Studies

· Coventry City College -1989 - Trinity College TEFL certificate
· Henley College 2003 OCN course in Web site design 

Languages
 
English (native) 

Czech (fluent) 

Slovak (intermediate)

Polish (passive) 

Spanish (pre-intermediate)  
Catalan (elementary)                                            

French (elementary

German (elementary)



	Interests and activities

	
	I enjoy new challenges set before me.  I enjoy socialising and organising social events.  This summer I was the team host for the Polish team in the Children’s International Games 2005 ( recognized by the Official Olympic Committee)  I was the  interpreter, translator and guide.  I also liased  with the games Organisers  to arrange transport , accommodation , health and safety and various other personal requirements. I. also met and worked closely with foreign representatives from all over the world.. 

	Reference

	
	References are available on request.


