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I am a confident Events Management graduate, with relevant Human Resource and administration experience. I naturally have good planning and organisational skills and I am a self motivated person. From my experience working for a UAE based company, I have developed strong cultural awareness and integrity. 
I have recently moved to the UAE from my home in the UK.
Education

September 2008 – June 2012: Leeds Metropolitan University, UK:  Event Management BA (Hons), 2:1

· As event managers we learnt how to develop job descriptions, advertise positions, interview, allocate work, train, manage performance, set levels of pay/reward.

· The above tasks are most important for the success of an event and team performance, which are all transferable to Human Resource Management.

· Modules studied within this course included:

	· Organisational Management

· Planning and Management

· Support Services and Law

· Managing the Event Workforce


	· Project Management and Finance

· Law and Administration

· PR and Events




September 2000 – July 2008: Wellington Sixth Form, UK
· A2 Level – Business Studies, Art, Media 

· AS Level – Textiles, General Studies
September 1998 – July 2000: Wellington High School, UK
· 11 GCSE’S A* - C including English, Maths & Science 

Work Experience

May 2013 to November 2015
Etihad Airways Premium Lounge, Manchester Airport UK
Lounge Agent

· I was involved in the Human Resource side of the lounge, interview process for hiring new lounge agents and cleaners, reviewing applications, writing questions and holding interviews.

· Analysed employee retention, addressed employee matters, addressed any disturbances/grievances and took it to further management when required.

· Worked closely with the cleaning team overseeing the rosters, checking this followed UK laws and all shifts were covered. 

· Conducted Etihad product training with the new Lounge Agents and Hostesses. I assisted with UAE cultural awareness training for all team members in the lounge. I ensured all cleaning training was completed and call correct COSHH and PPE were in place whilst cleaning the lounge. 

· Each Lounge Agent is a mini-manager when on shift; I was responsible for handling my own priorities, managing my time and delivering to the best of my ability. Alongside this I managed and directed the team on duty. I held daily briefings with the team goal outlining individual targets for each shift, and best ways for my team to achieve them.  

· I assisted with holding the facilities contract, which involved day to day management and supervision of maintenance and cleaning contracts. Within this role I met monthly with the contract holders to discuss Etihad’s needs, expectations and their performance over the previous month. I also held weekly cleaning audits, and created and implemented a catering audit which were distributed accordingly. I created a manual for the lounge detailing the maintenance and cleaning contracts, which was widely used by all lounge staff.

· I set myself personal development goals to achieve within certain timeframes, which I reviewed periodically to maintain my focus. 

· I have strong integrity and discretion when dealing with high profile VIPs.
· Developed superb communication skills from connecting and conversing across departments across the world. 

· Proficient in the use of IT, having used Office, Word, Excel, Publisher, Oracle and Sabre System on a daily basis. 

April 2012 to April 2013
Etihad Airways Premium Lounge, Manchester Airport UK
Lounge Hostess

· I was responsible for delivering a high standard of service to all customers.
· Efficient in my service delivery, never giving less than the best.
· Adhered to a strong company ethos.
May 2012 to July 2012

Navigation Primary School, UK
Voluntary Classroom Experience 

· Gained valuable work experience with Reception and Year 1 classes building on many skills such as; planning and organisation, performing under pressure, creativity, being supportive, leadership and team management.

September 2010 to March 2011 

Leeds Business Entrepreneur Event. Guest Speaker: Ian Forshew
Event Manager 

· Worked from the client’s brief, creating a successful and popular event which attracted double the amount of attendees as previous events through the thriving marketing and ability to gain a well-known, popular guest speaker. 
· Worked from start to finish on all aspects of the event and thus learnt a large number of new features to this industry, and built upon my previous skills.

· Had written and verbal communication with the client and performed calmly under pressure.

· Was a keen team member and had interpersonal skills with all members of the group.
September 2009 to July 2010

Macdonald Hotel and Spa – Conference Department

Conference and Banqueting Assistant
· Worked first hand with conference delegates, communicating and working to their wants and needs.

· Within the operations department I booked in conferences, communicated with agents, created contracts, within the conference office.

· I worked on conferences ranging from two to 200 people, proms, weddings, Christmas parties.

Further Qualifications

Basic Disclosure (April 2015)

Basic Life Support and Automated External Defibrillation Training (March 2015)

Good Food Safety and Hygiene Practice Training (March 2014)

Criminal Records Bureau (CRB) Check (April 2012)

Level 2 NVQ in customer service (May 2010)

Full UK Driving Licence (2007)

References available on request.
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