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RESUME

Address: Flat g Belmont House, 5-6 Candover street, London, UK W1W 7DL
E-mail: titia123soleil@hotmail.com
Mobile: + 44 079 002 02 885
Fields of Work:
· Customer Service

· Health Care Worker

· Office Administrator

· Receptionist 

SKILLS:

· A high level of fluency in English and French (written and spoken)
· Basic knowledge of German, Spanish and Italian
· Excellent keyboarding skills

· Excellent ICT skills including Word, Vision, Excel, Access and PowerPoint, Internet / E-mail
· Secretarial and administrative experience
· Organisational skills
· Events coordinating
· Ability to use initiative to achieve personal and business targets
· Customer care and support

· Meeting and greeting clients
· Project management
· Illustrator:
· Creative and artistic skills  

· Painting skills

· Drawing skills

· Creative ideas

· Visual awareness

· Good communication skills

· Ability to work as part of a team

· Determined and effective under pressure

These experiences have been gained working with both companies in the UK and Switzerland.
Professional Work Experience

July - December 2007:  Switzerland.- 

Provided personal and domestic care to the neighbour’s children, who had lost their mother; organized indoor and outdoor activities.

June 2006 - March 2007: UK, London.- North End Medical Centre.
Position: Medical Receptionist: Meeting and greeting patients on the telephone or up front; patient care and support related activities; Booking and Cancelling appointments and other general administrative tasks.

September 2003 – February 2005: London, UK. - Belgo (Signature Group Restaurants)
Position: Supervisor:
Senior staff member with restaurant management responsibilities; Organised the work flow of a very busy restaurant.

Cashing up duties and reporting all money-taking for the restaurant.

February - June 2003: UK. - Eglantines Institute
Position: Health Care Worker / Support Worker / Activities and projects Organiser 
Provided personal and domestic care for adults (17 to 35 years old) with severe physical and / or learning disabilities.

Overseeing activities and projects for individuals and groups (Indoor activities: Creative workshops (making jewellery, painting, acting, listening to music, dancing, exercising, decorating a room. Outdoor activities: entertainment workshop (playing games, going to the swimming pool, etc.); cultural workshop (visiting museums and galleries).
1997-1998: Calcutta, India.- Missionaries of Charity
Position: Volunteer in an ‘ assertive outreach project ‘ in Calcutta 

Aim was to assist street children and homeless access health and social services; providing personal and domestic care, healing, clothing; taking people with terminal illnesses to Mother Teresa Centres.
1996 / 1997 : Switzerland.- Asco
Position : Insurance Agent:
Business financial marketing; Managing and expanding a portfolio for the company (managing invoicing, documents dispatching, diary management and data entry, etc.) 

1994 / 1995 : Switzerland.-  SMT
Position : Telephone marketing.
Meeting and greeting clients; Managing customer relationships; Developing different customer focused approach strategies (analyze and reporting).
Education 

August 2003 : T.O.P.P.S Induction to Social Care (NCS Act 2000 / 2002)

Foundation to NVQ 2&3 (Mandatory topics).

Introduction to Mental Health for Support Workers module.

1994 – 1997 : BSc (with major in Social Sciences)

1992 - 1993: Full-time at American Academy of Dramatic Arts (A.A.D.A).

1991-1992: German language study at Goethe Institute, Berlin.
· Wrote and illustrated a book (150 illustrations). 
· A high level of fluency in English and French (written and spoken); Basic knowledge of German, Spanish and Italian

Hobbies:
I enjoy painting, writing, dancing, singing, playing musical instruments, music and live performances, visiting art galleries, travelling and socialising with friends. 

Other:

Driving licence; Swiss passport; Prefers part-time job.

References:

Upon request. 
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