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Personal Profile:
I am a polite, helpful professional person with a strong work ethic. I have been working in fields that have required me to understand the need for confidentiality and accuracy. Having a background in many different cultures, I can deal easily with different accents and attitudes.  I have the self-discipline and commitment to keep to tight deadlines and can multi-task well, having a clear understanding of the proper use of management, including delegation.  I have good problem-solving skills, and can handle setbacks very well. 

Key Skills:
· Excellent management skills.

· Integrity when working with very sensitive legal matters. 

· Proof reading and writing skills in legal matters.

· Experience in updating and maintaining accurate employee files, including paperwork for foreign workers. 
· Worked in payroll, accounts receivable, and auditing.
· Proficient in Microsoft Excel, Word and Outlook. 

· Experience of creating and managing websites.

· Quick and accurate keyboard skills

Employment Summary:
I've been working since the age of 18, with a wide variety of professional experiences. Much of the work undertaken has been in the accounting field, and I have gained experience in tax processing, payroll and auditing. All of my work in this field involved government work, including tax agencies, a power plant and a government clean-up of nuclear waste. This has enabled me to have a clear understanding of government contracts. 
I've have a wealth of experience in setting up and managing accounts for purchasing services and equipment, necessary to the running of the office and the company. This helped me to appreciate the value of relationships within the business field. 

I successfully managed the relocation of an agency with a staff base of more than fifty, overseeing the removals of all equipment, documentation and staff, without losing one day of business. I later worked in the accounting department of that same agency. 
I have worked in the publishing department of an engineering consultancy, managing many large accounts, including a massive military clean-up project involving nuclear waste. One of my duties involved putting together the reports for meetings. In this role I had to successfully meet with engineers and put their reports into a usable language and format. 
I have had the opportunity through other employment, to learn and practice management skills, and can report that my juniors were, happy with the way I performed. I have been strongly commended by both senior management and my juniors in several workplaces for my management skills, and have experience stepping in to the head manager role during a short-staff crisis when other management was not present; I successfully organized staff and oversaw the production of the business.
Qualifications:

University 4.0 grade average 

College Business Management Course: compute loans, compounding interest, business maths and accounts.

Objective:

I am currently working as a volunteer helping women suffering from domestic violence, and I am able to build rapport easily using my listening skills and collate the information to be successfully used in court. I have completed a workshop as one of the domestic violence awareness activities of The Community Safety Team. I will continue to assist the Women’s Centre in this field but I am unable to gain a reference due to the nature of the work.  I am now looking for employment where I am able to use as many of my previous skills in a varied, flexible job role. I am happy to travel locally, nationally and internationally if necessary and have experience of living in several different countries.
