A. JOBSEEKER
1 This Street
London; SE17 1BC
Mobile: 07000 123 456
Tel: 0207 700 1234
Ajobseeker@gmail.com 

Personal Profile:
An experienced Employment and Guidance Advice Worker ( Reliable with the ability to work independently and on own initiative as well as part of a team ( Excellent support, advice, coaching and mentoring skills with the ability to make informed decisions for service users ( Proven interpersonal and negotiating skills with the ability to communicate and work with others at all levels ( Excellent organisational skills with the ability to prioritise own workload to meet deadlines
Key Skills:
Organisational
· effective management skills including motivation and team building
· team leadership and work delegation
· arranging schedules to meet tight deadlines prioritising as appropriate
· setting up office systems e.g. computerised filing, manual filing and timetable
Interpersonal

· supervisory skills
· developing good work relationships with team members, line managers, other members of staff
· customer service

Communication


· oral and in writing
· effective liaison with external organisations, agencies
· maintaining public access centres
Computer



· Microsoft packages including Word, Excel, PowerPoint, Outlook

· Internet explorer

Administrative

· attention to detail on documentation
· sorting and filing
· use of a wide range of office equipment

Languages

· English
· Swahili
· Lingala
· Luganda

Employment:
Work Experience Project Coordinator

Volunteer Centre Southwark - October 2005 to present
· Developing interaction tools for clients accessing the advice and guidance service
· Managing caseload of 
· Assisting in the Evaluation and development of service delivery
· Maintaining effective networks

· Supporting clients to make life changing decisions
· Designing service information material 

· Liaising with key stakeholders and partners
· Delivering employability training courses 
Employment & Guidance Worker
Refugee Council, London - February 2003 to August 2005

· Provided information, advice and guidance to clients
· Produced bespoke individual training and action plans 
· Maintained links with a wide range of organisations and providers including guidance agencies; TECs; professional bodies;  funding bodies; and Refugee Community organisations 
· Contributed to the monitoring, evaluating and reporting of the in-house Advice Service and Mentoring Scheme

· Supervised and supported volunteers during their placements 

· Responsibility for Project Management of various operation and development activities of the in accordance to the requirements of funders/commissioners 
Employment Support Officer
Refugee Council, London - January 1997 to February 2003
· Outreach services and recruitment of clients for both paid and unpaid employment opportunities

· Compiled monthly European Social Fund returns and statistics

· Developed administrative systems for the in-house Into Work Programme
· Tracked trainees within scope of claiming and provided in work support where appropriate; 
· Employer engagement
· Supported Jobseekers with application forms, curriculum vitae, cover letters, word-processing, motivation and interview preparation 

Team Administrator




Refugee Council, London - March 1995 to December 1996

· Designed and implemented robust administrative systems for the effective support of service staff and users 
· Reception duties including dealing first hand with members of the public and service visitors 

· Design, input and maintenance of clients’ database

· Finance management and accounting for income and outcome as per designated budget
Administrative Assistant
Refugee Council, London - June 1992 to March 1995



· Designed and implemented robust administrative systems for the effective support of service staff and users 
· Reception duties including dealing first hand with members of the public and service visitors 

· Design, input and maintenance of clients’ database

· Processing petty cash payments and travel expenses
Education/Training:
1997 – 1998
City & Guild Work Experience Placement Management - NVQ Level 3




City of Westminster College, London

1973 – 1976


Advanced Certificates, equivalent to O’levels




Trinity College Nabbingo, Uganda

Additional Information:
1977 to 1992:


Bringing up a family

Nationality:


British

Hobbies/Interest:

Travel, Cooking, Listening to Music, Dance, Socialising and Fashion

Other:



Full United Kingdom Driving Licence

Voluntary Work:
Channel 4/Refugee Council appeal for Bosnia which raised £64,000; Home visits for the sick for the Landmark, a health charitable organisation; Crisis open Crisis - Open for Christmas
References:

Available upon request
