CLAIRE MITCHELL

46 Guildford Street, Brighton, BN1 3LS

Mob: 07812177427

E-mail: claire.mitchell@engagesolutions.org.uk

PROFILE

Articulate, passionate, people-oriented, graduate, with several years experience in Project Development, Recruitment of marginalised people, PR, Business Development, Account Management, Sales, PR, and Publishing. Over the years I have perfected my communication & interpersonal skills; I am extremely adaptable due to my knowledge gained from growing up abroad in various countries; I am able to work both autonomously and as a team player; I am always looking for positive ways to apply my energy & exceed expected results. My short to medium term aim is to work in a position in which to use my range of accumulated skills. My long-term ambition is to advise Government on welfare to work related matters.

CAREER HISTORY

ENGAGE EMPLOYMENT SOLUTIONS LTD: Director – July 06 – present
· Design and delivery of the Brighton & Hove City Council Local Employment Partnership Programme

· Establishment of a sister forum to Engage Brighton & Hove in West Sussex – Synchronise West Sussex

· Delivery of specialist employer engagement training across UK
· Development of the LEADER Group, an employer led group for equalities, diversity and rights within the City and creation of a Charter to embody this work (20 key local employers signed up)

· Co-ordination of the Engage Brighton & Hove Partnership Forum; 27 member agencies

· Brighton & Hove Tourism Forum – set up and manage this employer forum on behalf of the public sector; 108 business members
ENGAGE EQUAL PROJECT:  Director – July 06 – Dec 07, Brighton and Hove
· Strategic lead for Employer Engagement in Brighton & Hove reporting into the Workforce Development Strategy Group

· Management of Engage Brighton & Hove Partnership Forum (40 Supported Employment Agencies)

· Project Management of Hospitality Futures Project – responsible for employer engagement in Tourism Sector and development of a Tourism Charter for the City (14 large hotels signed up)

· Represent Engage members at various business forums/events across the City
· Delivery of the Engage Career Moves and Argus Job Fair Events

· Delivery of a workshop for local recruitment agencies with Engage members

BUSINESS COMMUNITY PARTNERSHIP: Equal Employer Engagement Coordinator – Dec 05 – June 06, Brighton & Hove

· Strategic lead for Employer Engagement in Brighton & Hove reporting into the Workforce Development Strategy Group

· Developed and manage a project designed to co-ordinate employer engagement activity in the City with a view to increasing the number of work placements offered to marginalised local residents
· Set up and co-ordinate a specialist Employer Engagement Forum with 40 member organisations (Engage Partnership)
· Organise relevant training workshops and events in order to train and support member organisations 
· Represent Engage members at various business forums/events across the City
· Set up The Argus Placement League; monthly league of local businesses signing up to offer employment to ‘hard to reach’ local residents
CONSTRUCTING FUTURES: Senior Projects Officer – Oct 04 – Dec 05, Brighton, Hove & Adur

· Played a major role in the development & setting up of the project, which was designed to engage with local constructing industry employers regarding the skills & labour crisis
· Set up 2 employer liaison forums for consultation
· Managed the outreach team; over exceeded targets.

· Set up a customer relationship database, which City College Brighton & Hove are now using for all their employer engagement.

· Very involved in the setting up, co-ordination & delivery of 3 industry events.

SUSSEX YOUTH LTD: Placement Officer & Facilitator - Dec 03 – Oct 04, Brighton & Eastbourne

· Worked for a Charity which facilitates a Government initiative for hard to reach 16 to 18 years olds, designed to get them into work or further education, called Entry to Employment
· Employer Engagement - developed relationships with commercial businesses to place young people in jobs
· Facilitated workshops; organised content & structure
SUSSEX YOUTH LTD: Employment & Placement Officer – New Deal - May 03 – April 04, Sussex

· Employer Engagement for a Charity which facilitates a Government employment initiative for 18 to 24 yr olds called the New Deal Programme

· Responsible for all health & safety checks at all existing placements   

· Worked directly with clients, equipping them with the practical tools required to get ‘paid for work’, for example creating CVs & covering letters & helping them to define their career goals
· Created marketing & support tools
EAST SUSSEX COUNCIL FOR VOLUNTARY YOUTH SERVICES: Researcher & Admin Assistant - Sep 02- Mar 04, East Sussex

· Worked on projects designed to re-vitalise the services offered by this Council to its young members
· Research, development & organised a conference
· Formulated future strategy and assisted with development of an educational programme and its implementation
· Increased membership.

· Provided administrative support
ANCHOR CARE ALTERNATIVES: Home Care Manager - Dec 02 – May 03, Brighton & Hove

· Worked for a Charity which delivers personal & domestic care in the community to the elderly & disabled
· Managed over 60 care staff; responsible for their recruitment, training & general supervision
· Managed over 300 clients; responsible for all complaint handling, co-ordinating clients overall health with other services such as doctors etc, reviewing their satisfaction levels & Risk Assessing new & existing clients.

· Helped elderly people with physical limitations to maintain themselves in the comfort and security of their own homes, whilst promoting their independence.  Gained first hand experience of personal & domestic care and building trust with individuals
REED BUSINESS INFORMATION LTD:  Key Accounts Manager - May 01-Dec 02, Sutton

· Business development & Advertising Sales on the Internet 
· Shared responsibility for general web advertising and achieved the highest quota of online awards sold 
PR NEWSWIRE EUROPE LTD: Corporate Communications Consultant - Jun 00-Apr 01, London

· Sold across a very wide portfolio of PR products (13) in the financial and Investor Relations industries
· Responsible for client generation, development and management; Exceeded targets from second month
ROYAL & SUN ALLIANCE: Project Leader - Jan 00-Apr 00, Buenos Aires, Argentina
· Liaised with US headquarters concerning the introduction of the Company’s Worldwide ‘Business Excellence’ initiative.  

LLOYDS BANK: Translator - Oct 99-Dec 99, Buenos Aires, Argentina
· In the Corporate Loans department, translated from Spanish into English; Improved Spanish vocabulary.

DATAMONITOR: UK Insurance Sales Manager - Oct 98-Sep 99, London
· Sold consultancy and range of products for producing market analysis reports to UK Insurance Industry
· New business development, cross selling, account management
· Trebled spends of client base in one year.

· Organised an Industry Conference with Lloyds of London
EMAP HEALTHCARE/MACMILLAN MAGAZINES LTD:  Sales Manager - Oct 96-Oct 98, London

· Account managed for Nursing Times, Professional Nurse and Journal of Wound Care
· Covered new business development; campaign planning and building; creation and publication of health guides; conference organisation and sponsorship; identified new product opportunities and cultivation of relationships and external health organisations
· Gained insight into a number of health issues and triggered personal interest in improving welfare provisions
EDUCATION

BA (Hons) Public Policy Degree, June 1996 - Southampton Institute of Higher Education, Southampton.

3 'A' Levels: Politics, History, Economics - Hurtwood House College, Holmbury St’ Marys, Surrey

8 GCSEs French, English Lang & Lit, Maths, History, Biology, Latin, Art - The Grove School, Hindhead, Surrey.

TRAINING

	Project Management                              
	Business Start Up

	Excelling as a First Time Manager         
	Equalities & Diversity (x3)

	Negotiation Skills
	Communications      

	Disciplinary Workshop                                         
	Equal Opportunities (x3)

	Public Relations
	Sales Management                          

	Account Management                           
	Selling and Research

	Getting Media Savvy                             
	Presentation Skills

	Account Development                            
	Deaf Awareness I & II                            

	Minute Taking & Report Writing            
	Creative Solutions                                 

	Transactional Analysis
	Creative Writing

	Cross Selling
	Closing Deals

	Basic Sales
	Conflict Resolution

	ENTO Unit D in Health & Safety
	Health & Safety in the Workplace          

	Successful Personal Impact                   
	Teaching & Learning in WBL

	Basic Skills Awareness                          
	Substance Misuse Awareness               

	Drug & Alcohol Awareness                  
	TOPPS Induction in Care                      

	BACC1(Risk Assessment)                     
	Moving & Handling 

	Introduction to Investor Relations            
	Investor Relations On-line

	First Aid
	Food Hygiene


IT SKILLS: Microsoft Office, Word for Windows; Excel; PowerPoint; E-mail; Word Processing; Micro Electronics; Internet; I-MAC; PC; Database Management; Various CRM Systems.
DRIVING LICENSE: Full and Clean.

LANGUAGES: Conversational Spanish and French.


REFERENCES AVAILABLE ON REQUEST.
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Making a success of Employer Engagement
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