Eunice


Pretoria, South Africa
Looking to Relocate to the UAE
E-mail:  Eunice.351214@2freemail.com 
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Career objectives
My career objectives are to enjoy my work and to do everything I start, to the best of my abilities. I am a forward thinker who wishes to make a positive impact on my environment, everyone I meet and in everything that I do. I have a BA Communication Sciences degree and I am in the second of a four year Corporate Psychology degree, which I am studying via open distance learning. I also have a TEFL certificate and am in the process of completing a basic Arabic language course. I am energetic, loyal, creative and very good at my job.

Profile
I am a skilled and degreed professional with extensive marketing, sales, teaching and editing experience. I have managed staff and am always looking to build and expand my knowledge and expertise. I am interested to pursue a career in the United Arab Emirates because I truly love the country and wish to settle down there for good. 

WORK EXPERIENCE

FIRST LEAP ENGLISH, Beijing, China
12/2016 – 03/2017

Teacher

Child care:

· Teaching classes – all subjects in English

· Teaching KG and Pre-school

· Office hours spent lesson planning and marketing

· Checking English documents

· Proof reading and editing teaching material

WORK EXPERIENCE

ANISHA GOVENDER, Centurion, Pretoria

 01/2016 – 11/2016
Au Pair Part Time (15h00 to 18h00 Daily)







Child care:

· Driving children from school daily

· Providing a safe and loving home environment 

· Preparing nutritious meals

· Homework help

· General care giving and child minding when needed

· Driving child to and from appointments and school activities

· Study help and study method help

· General administrative duties for the household

· Purchasing and planning of household consumables
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2/5,
            Eunice



WORK EXPERIENCE

HANNA CHARITY PRE-SCHOOL, Pretoria North
 01/2016 – 11/2016
Pre-school teacher (7h00 to 14h00)







Child care:

· Planning and managing all lessons for ages 4, 5 and 6
· Lesson research and devising of all themes and activities (in and outside the classroom)
· Teaching daily lessons 

· Providing a nurturing and firm but understanding space

· General care giving and child minding 
· Feeding and hygiene 
· Working with the charity to identify struggling children who may need alternative therapy 

· Cooking for children daily and cleaning of school
· General administration and management of staff

· Day to day problem solving and organisation 

WORK EXPERIENCE

INCENSE PRODUCTIONS, Pretoria
01/2014 – 12/2015

Freelance Editing and Proofreading 

Tasks and responsibilities:

· Editing, proofreading and rewriting of website, Twitter and Facebook accounts.

· Proofreading and editing of English grammar, spell rules and word order of movie scripts, marketing and press releases.

· Wrote introductory passages and summarisation of scripts for potential investors.

· English subtitles for movies in indigenous languages.

· Translation of various scripts from Afrikaans into English and vice versa.

WORK EXPERIENCE

BELLEZZA SKIN AND HEALTH, Potchefstroom
01/2014 – 09/2015

Freelance Editing and proofreading 

Tasks and responsibilities:

· Editing, proofreading and rewriting of all sales and marketing material including the pricelists and brochures.

· Writing of introductory paragraph and other written sections of website (copywriting).

· Maintenance of website, Facebook page and other multimedia marketing.

WORK EXPERIENCE

JACQUI SMART, Brooklyn, Pretoria
01/2014 – 12/2014
Part Time study help and English tutor

Child care:

· General homework help

· Study help and study method help

· Special tutoring in English and Afrikaans

· Children aged 16 and 10 (Grade 4 and Grade 10)
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WORK EXPERIENCE

MIELE PTY LTD, Brooklyn, Pretoria
09/2010 – 11/2013
Internal Sales Consultant






Admin Management:

· Compile and manage confidential quotes using Advantage X6
· Compile and manage pipeline business

· Managing of daily appointments and events

· Diarising and planning calendar in advance

· Statistics and trends using Excel and Word
· Staff development and training on computer and other ICT’s

· General administration duties such as answering phones, e-mails, keeping minutes, filling and typing.
Marketing/Promotions:

· Organising of promotions

· Event co-ordination

· Marketing via e-mail and other media

· Stalls at shows and expos

Account Management:

· Follow up of outstanding monies
· Process of credit card, electronic and cash payments
· Invoicing using ASW and Pastel
· Meetings and account set up with suppliers

Client Relations:

· Help desk and problem solving 

· Establish and maintain relationships with clients and suppliers
· Management of complaints and suggestions
· Liaise with German and international business partners and Miele executives

WORK EXPERIENCE

EURO APPLIANCES, Lynnwood, Pretoria

 01/2007 – 06/2010
Senior Sales Consultant






Admin and Sales Management:

· Compile and manage quotes using Pastel
· Compile and manage pipeline business

· Statistics and trends using Excel and Word

· Reach sales targets
· Managing of daily appointments and events

· Diarising and planning calendar in advance

· General administration duties such as answering phones, e-mails, keeping minutes, filling and typing.

Marketing/Promotions:

· Organise and partake in events and promotions
· Writing marketing material – copy editing
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Account Management:

· Follow up of outstanding monies

· Process of credit card, electronic and cash payments

· Invoicing using Pastel
· Meetings and account set up with suppliers
· Stock orders and receiving

Client Relations:

· Establish and maintain relationships with clients and suppliers

· Management of complaints and suggestions
EDUCATION

University of South Africa, Pretoria, Gauteng 
01/2016 - 2018
BA Psychology Degree - Specialization in Corporate Psychology. Started in January 2016. Estimated date of completion 2018. 
Vizual Couching Guided Outcomes

Online Certificate – Arabic – Basic speaking and comprehension.
09/2016 - TBA
Global Language Training, London, England
11/2015 - 02/2016

Master’s TEFL Certificate of 150 Hours – Online Course, Including Teaching adults, Teaching young learners, Class management, Lesson planning and Grammar.
University of South Africa, Pretoria, Gauteng 
06/2010 - 05/2014
BA Communication Sciences Degree – Specialization in Corporate communications and Linguistics. 

Barberton High School, Barberton, Mpumalanga                                                                         01/1998 - 12/2002
Grade 12 Certificate with University acceptance 

ACADEMIC ACHIEVEMENTS

· University of South Africa, BA Communications Degree, Distinctions in 13 modules.
·   Barberton High School, Distinction in Grade 12 for English higher grade.

COMPUTER SKILLS

· MS Office high skill level
· Internet 
· Excellent typing and general computer knowledge

PERSONAL SKILLS

· Calm and fair

· Emotionally intelligent

· Proof reading and copy writing freelance experience

· Professional and able to liaise with high profile clients

· Like to go above and beyond

· Excellent communication skills

· Always over deliver

· Able to work under pressure and manage my time efficiently

· Very friendly and helpful  
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INTERESTS/ACTIVITIES

· Multi lingualism
· Languages and language learning

· Gym and road running

· The arts

· Travel

If you need any specific reference letter or and e-mail address for any of these references I will be happy to provide them.


END.

