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___________________________________________________________________________
OBJECTIVE
I am a very ambitious and professional individual, with extensive experience in liaising with high profile companies both nationally and internationally.  I am looking for an exciting opportunity to offer career information, advice and guidance within a recruitment or educational environment in the UAE.
___________________________________________________________________________
EDUCATION & PROFESSIONAL TRAINING

2004         Open College Network (OCN) Level 3 Certificate in ‘Information, Advice &

                 Guidance’    White Rose Training, UK.

2003-05 Various training programmes through Connexions Careers Service, UK:

Group Work, Interview Skills, Equal Opportunities, Market Research, Customer Care, Employer Relations, CV Skills…………and many more.

1992         Higher National Diploma (Degree) in ‘Business & Finance with Fashion’
                 Croydon College, UK.

___________________________________________________________________________
WORK EXPERIENCE

*  Nov ’06 – Jan’08   ‘Career Coordinator’  American University of Sharjah,  UAE
                                    Career Advising and Placement Service(CAPS) – On campus service
                                    for students and  alumni that offers advice and guidance on career 
                                    related issues.
Achievements:

· Have implemented a number of ideas to the department, to help

   improve the service.

· Event management skills have improved, by organizing and running a 

   number of events, such as the Career Fair (which attracted over 100 
                                    companies) Open Days and presentations and workshops.
· Designed and promoted ‘CV Bank’ idea to students and alumni – a
                                    central database to keep CVs ready to send to potential employers.

· Successfully created and conducted career related workshops to 
   students throughout the year.
· Developed strong professional relationships with top companies in the
region, such as Master Foods, MBC, Dubai Aerospace Enterprise, Petrofac, Shell, and many more.
*  Aug ’05 – Jul ’06   ‘Employer Support Adviser’  FAST JobNET, Manchester, UK.

                                     A job broking service through JobCentre Plus, which provides

                                     information and advice to adults, on health related benefits, to get back

                                     into work.
Achievements:

· Single handedly promoted the service to local companies and agencies
   by networking, attending meetings, exhibitions and conferences.
· Established contacts and finalized agreements with three organizations 

                                     in order to conduct outreach work for clients, on a weekly basis.

· Re-designed all the marketing material for Fast JobNet, which included 

                                     brochures, leaflets and roll-ups. 

· Designed, researched and produced the Fast JobNet quarterly 

                                     newsletter, for employers and educational institutes.

*  Jan ’03 – Aug ’05    ‘Personal Adviser’  Connexions Careers Service, Horsham, UK.

                                     Engaged and supported young people aged 13-19 in their transition 
                                     from school to employment, training or further education, by offering

                                     careers information, advice and guidance. 
Achievements:           

                                  - Successfully completed the ‘OCN’ Level 3 course in Information,
                                    Advice & Guidance for Adults

                                  - Managed the ‘Next Step Adult Advice’ sub-contract, by offering one-

                                    to-one advice to adults of all academic levels, on a weekly basis.

                                  - Involved in the Career Management UAE Project with ‘Tanmia’, by

                                    travelling to the UAE to conduct research and produced a report on my

                                    findings.

                                  - Managed the client vacancies at the Horsham branch and created a 
                                    procedure to follow-up and establish contacts with local companies.

                                  - Developed advice skills and knowledge by attending local training

                                    courses.

                                  - Developed HR skills through assisting in the recruitment of new staff.

*  Mar ’99 – May ’02  ‘Store Merchandiser/Designer’  Chen One Stores, Ajman, UAE.
*  Sept ’98 – Mar ’99   ‘Arts & Craft Co-ordinator’  Apple Tree Nursery, Sharjah, UAE.
*  Feb ’95 – Feb ’96    ‘Assistant Buyer’  Debenhams Head Office, London, UK.
___________________________________________________________________________

COMPUTER SKILLS

Microsoft Word, Excel, Powerpoint

Internet
Desktop Publishing

PERSONAL SKILLS
Organized                                                                      Approachable

Able to communicate at ALL levels                             Aspiring
Excellent time management                                          Hard-working

Team player                                                                   Dedicated

MISC. INFORMATION
Date of Birth:
      15th May 1971                                  Nationality:
      British
