CURRICULUM VITAE
NAME:


Mrs Kimberley Jane Poppitt
D.O.B:


31 October 1982

ADDRESS:

7 Langstone Close, Maidenbower, Crawley, West Sussex RH10 7JR ENGLAND
TELEPHONE:

(01293) 886673 or 07508 849050 (e-mail: deutschheute@yahoo.com)
EDUCATION:

St. Augustine’s RCHS

Burnley College

Open University




Elker Lane


Ormerod Road

Walton Hall




Billington


Shorey Bank

Milton Keynes




Clitheroe



Burnley


MK7 6AA




Lancashire


Lancashire

Jan 2005 – Oct 2011 




BB7 9JA



BB11 2RX




Aug 1994 – Jun 1999

Sep 1999 – Jun 2001
QUALIFICATIONS:
BA (Hons) Open Degree = 2:1



Diploma in German = Grade 2 (Merit)



Diploma in French = Grade 3



A-Level German = B




Advanced GNVQ Business = Distinction




12 GCSE’s graded A* - C (including English, Maths, German and French)
CURRENT WORK:
Since Jan 2012 I have been doing a wide variety of freelance translation work (from German to English and French to English) in a mentoring program of a translation company. Areas of work have included general medical, general legal, advertising, marketing, certificates, manufacturing and materials. I have also done proofreading - including two large projects each consisting of between 50,000 - 80,000 words.
WORK EXPERIENCE:
Job Title: Customer Accounts Manager
Dates: February 2005 – March 2005 (I left so suddenly due to my husband transferring to an overseas office at very short notice)
Employer: Barclays Plc.

Job type: Part-time

Job description: I worked in a call-centre environment, taking calls from customers to manage their credit card accounts.  I would take payments, order new cards, review accounts to see if they qualified for an upgrade etc.  The work was highly target driven and in the short time I was there I strove hard to meet all my targets, whilst still maintaining a high level of professionalism and proficiency in serving my customers.

Job Title: Customer Service Professional

Dates: June 2004 – February 2005

Employer: BT Wholesale

Job type: Full-time

Job description: I maintained and managed specific customer projects involving installation of broadband.  This included setting up mass projects from start to finish and ensuring they were co-ordinated in a professional and timely manner.  I also dealt with and resolved queries from the customer.

Job Title: Cash Management Representative

Dates: August 2003 – June 2004

Employer: American Express

Job type: Full-time

Job description: To ensure all remittances received for German business travel accounts were allocated promptly.  I was responsible for a large portfolio of high profile clients and had to match payments to each account.  I investigated any discrepancies and disputes, and also took calls from my German-based customers, answering queries and offering advice.
Job Title: Export Sales Administrator

Dates: February 2002 – February 2003

Employer: Perseverance Mills Ltd.

Job type: Full-time

Job description: I looked after the accounts of a number of high profile textile based clients from Europe and the Far East.  I detailed and processed orders, ensuring they were charged at the correct rate, and despatched to the customer in time to meet their needs.  I spoke to customers on a daily basis to answer any queries they may have had.
