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Summary of experience gained:
I have enjoined gaining experience of providing efficient and effective service for clients and customers. Much of this experience has been gained whilst working for the Citizen Advice Bureau which operates an independent, impartial and free service. I believe that the skills and experience which I have gained are highly relevant and transferable to the commercial sectors. I have learned in particular to analyze and solve problems encountered by client, to provide them with effective advice and to maintain accurate records of the issues and advice given. I also have experience of reception and switchboard duties as well as of office administration including data input, archiving and operation of office equipment.

Skills & abilities:
· Working effectively and flexible as a member of a team and recognizing own limitation and boundaries and when to ask for support. Excellent verbal communication skills with the general public; and third parties including those with limited English. 
· Ability to research, interpret and communicate complicated information's to clients, including negotiations with other agencies and third parties. Write clear and concise case records, letters and reports in English. Numeric skills to understand statistics and check calculations. 
· Able to use the Citizens Advice Electronic Information System (EIS), CASE (case management software) and Word (for letters and reports) on a daily basic. Demonstrating an understanding of how CAB can use client’s enquiry information to influence Social Policy. 
· Ability to receive feedback objectively and willingness to challenge constructively and adhere to tight deadlines. Plan and manage own workload, set priorities and monitor performance. 

Education & training:
1996 - 2000 - United High School ''Vasil Sota'' Verri, Fier.
Matthew Bolton College, Birmingham
Sep 2001
Certificate in English (ESOL)
Sep 2002
OCR / CLIT Information Technology Stage 1
Citizen Advice Bureau, Birmingham City Centre 2004
Oct 2004
Certificate in Generalist Adviser

Employment & experience:
Jul 02- 05 Citizen Advice Bureau Birmingham City Centre – Volunteer Generalist Advice Work,
Providing advice and assistance to the general public, the main enquiries areas are debt, employment, housing, benefits, consumer, family and immigration, duties and responsibilities include:
· Interviewing and advising client from diverse backgrounds, both face–to face and on the telephone. Providing appropriate advice and information, exploring options and implications to help clients set priorities and make decisions. 
· Undertaking casework on clients’ behalf, written letters, negotiate with third parties and making referrals. Maintaining clean and accurate case records that meet the quality standards of the Membership Scheme. Maintaining records as required for continuity of casework information retrieval, statistical monitoring, accountability and reports preparation. 
· Seeking support as necessary to ensure quality of advice, good practice and that the degree of advice casework taken on is appropriate. Co-operating with the arrangements of the Advice Session Supervisor’s in delivering the advice service. 
· Leasing with statutory and voluntary organization such as Department of Work and Pensions, Social Services, NASS and community organizations as appropriate and to keep in touch with local issues, changes in local policies and services. Reception duties including dealing challenging clients. 

Jul 02- 05 Citizen Advice Bureau; Birmingham City Centre – Administrative Assistant:
· Working with a variety of times inputting information on the computer system. Word – process documents including letters, reports, phone enquiries, taking massages, booking appointment for new and existing clients and material for bureau. 
· Setting up new computer system and helping to train staff, volunteers and ensuring that the information sources in use are up to date. Being responsible for own file management and letter writing and implement administrative procedure as directed by Line Manager. 
· Providing assistance with the collation of papers and information packs when requested, ordering stationary and keeping records of stock. Inputting of Social Policy data to a Microsoft Access Database on a rota basis, open all incoming mail on a rota basis and ensuring mail room is kept tidy and organized. Prepare all mail for dispatch and collection by Royal mail and other mail collections (on rota basis). 
· Operating fax machine as required and maintaining all of the Association’s printing and photocopying 
equipment. Providing relief to switchboard and reception service for the Association (caver for lunch break and annual leave), keeping reception area clan and tidy. Attend and minute staff and communication meetings on rota 
basis.  Prepare papers, agenda and attend and minute meeting as requested. 

Feb 2010 ongoing Company: Simmons Drilling Overseas Limited - position Driving Interpreter.
· Providing 12hr technical translation Albanian to English Albania, providing the assigned SDOL supervisor with safe, efficient and competent transport throughout my assignment, to marinza oilfield rig site and base operation for the company. 
· Self starter with ability to organize priorities and signed by supervisor, proficiency with oil production related technical terminology. 
· Advice EP of all labor and operation issues of concern and initiative to inform EP of all discussion related to his daily supervision. 
· Provide accurate delay and technical translation assistance during all discussion, meeting or provision of procedure instruction to national employees and client’s project staff. 
· Gavin details and accurate translation in all instances as required word by word and detailed if requested, review contract conditions requirements and thoroughly check equipment specification, advising EP of contents and particular detail and word by word translation including progress, tools and holes problem. 
· I have learned the operation of the rig floor so to better rely the drillers demand. 
