
Nadifa CV

I.T.: Word, Excel, Access, PowerPoint, Outlook, Google Docs, Internet and Email; fluent Mac and PC User
International Relations and current affairs: 


· Understanding of international social, political, and economic relations
· Practical knowledge of research design, implementation and analysis
Additional skills: 
· Customer/Client care and service, problem solving, quick learner, critical-thinking
· Excellent written and oral communication
· Strong organisation and office administration

· Patience and the ability to work under pressure

· Multitasking and prioritisation
· Flexibility
Sept 2011 – Sept 12

Queen Mary, University of London: MA International Relations
Sept 2009 – Sept 10

City University: BA Journalism (top-up year): 2:1
Sept 2007 – Sept 09 
University of the Arts (LCC): FdA Journalism: Merit Plus 
Sept 2005 – Sept 07
Newham 6th form College: 3 A-levels including English and Media
Sept 2000 – Sept 05
Plashet School: 9 A-C GCSE grades including English and Maths
June 2013 – July 13
Barnet & Southgate College: CELTA (Intensive) 
· Taught pre-intermediate, intermediate and upper-intermediate ESL classes of 5-15 students from various cultural backgrounds 

· Tailored lessons according to research and analysis of student needs

· Employed original and authentic texts; created activities targeting receptive and productive skills and language systems

· Used and adapted materials from British Council, English File 2, Skills for Life and Learning Teaching 
Dec 2012 – Jan 13 


Tower Hamlets Training: ILM, Level 2, Team Member Skills
January 2016 – To date
Embassy of the Federal Republic of Somalia UAE 

Consular Assistant
Duties include:
· Providing efficient and effective administrative support across the teams and supervise the allocation of tasks and resources 
· Perform ad hoc finance admin duties
· Faxing, printing, photocopying, filing and scanning

· Updating, processing and filing of all documents

· Providing excellent customer service; first point of contact
· Answering the phone in a polite and friendly manner; switchboard operation

· Diary management MS Outlook

· Receiving clients, booking meeting rooms
· General office management

· Set up and maintain well-organised filing systems

· Make appointments, manage calendars and diaries

· Handle all telephone, fax, e-mail and other communication

· Assist in planning of events and meetings

· Schedule department meetings

· Greet and assist all employees

· Handle confidential documents and information

· Knowledge and high level of proficiency in the use of all office equipment

· Provide back-up support of operations with miscellaneous administrative duties

November 2015 – Dec 2015
Relocation to the UAE
September 2015 – Oct 2015  
La Fosse Associates (via KMK Recruitment)

                      Front of House Receptionist (Temporary assignments)



TPP Recruitment 
June 2015 – September 2015
Sales and Resource Support 
May 2014 – February 2015 
Recruitment Consultant 
Duties include:
· Providing information, advice and guidance to help candidates make realistic choices about chosen career fields

· Helping candidates identify options for suitable careers, build CVs, identify skills gaps, advise on where to search for jobs and help with the application, and locate relevant training courses

· Advising and finding newly qualified students employment through programmes and temporary contracts
· Conducting mock interviews with candidates who have troubles with interview skills

· Providing advice on CV, applications, job hunting and interview techniques

· Helping people to understand the current job market

· Assisting with client requests such as computer-aided guidance packages, skills assessment tools, psychometric tests and personal inventories
· Amending applicant's CVs

· Obtaining references

· Researching

· Taking incoming calls and questions

· Maintaining the company database

· Advertising vacancies by drafting and placing adverts in a wide range of media
· Using social media to advertise positions, attract candidates and build relationships with candidates and employers
· Headhunting - identifying and approaching suitable candidates who may already be in work
· Using candidate databases to match the right person to the client's vacancy
· Receiving and reviewing applications

· Requesting references and checking the suitability of applicants before submitting their details to the client
· Briefing the candidate about the responsibilities, salary and benefits of the job in question
· Preparing CVs and correspondence to forward to clients in respect of suitable applicants
· Organising interviews for candidates as requested by the client
· Informing candidates about the results of their interviews
· Working towards and exceeding targets that may relate to the number of candidates placed
Jan 14 – May 14



Coyle Personnel
(Intern from Oct 13 - Dec 13)
Trainee Recruitment Consultant 
Sep 2013 – Oct 13 



Skillsmatch
(Intern)



Administration and Placement Assistant
Nov 2012 – Feb 2013


Lead by Example




Sales and Marketing Assistant
Apr 2009 – Sep 2011

Flavourmag/ iCandy
(Part-time) 



Article Contributor 
Oct 2004 – Jul 2009 

Superdrug
Customer Service Retail Sales Assistant 


           

Email: � HYPERLINK "mailto:nadifa.334459@2freemail.com" �nadifa.334459@2freemail.com� 








KEY SKILLS:











EDUCATION & QUALIFICATIONS:





COURSES & TRAINING:





CAREER EXPERIENCE:





REFERENCES AVAILABLE ON REQUEST
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