CAROLE WATTERS

5 West Cross Avenue, Stapleford, Nottingham, NG9 8DX, United Kingdom.
Home  Tel: 00 44 115 9131773
e-mail: carole.watters@ntlworld.com
Mobile: 07930 464032


enquiries@frenchconcept.net
Website: http://www.frenchconcept.et
Education Certification 


· ABC Certificate in foreign language skills – NCN College – March 2005

· C&G Teachers' Certificate 7306 - New College Nottingham - August 2000

IT Certification 

· Microsoft Office User Specialist (MOUS) -  Master level - May 2001

· Advanced Spreadsheets (DIT 303) - Cambridge Information Technology Diploma (Distinction) - April 2001

· Advanced Databases (DIT 301) - Cambridge Information Technology Diploma (Credit) - November 2000

· Information Business Technology 2 - December 1997

Professional Courses


· Project Management - Siemens Communications Ltd  - June 2001

· Multi Cultural training - Siemens Communications Ltd -  November 2000

· Advanced Presentation Skills - Siemens Communications Ltd  - September 2000

· Basic Telecommunications - Siemens Communications Ltd -  August 2000

· Certificate in Management - Dearne Valley Business School,  Doncaster - June 1994

· NVQ II Business Administration and C&G IT, Doncaster ITEC - April 1993

Academic Qualifications


· B.A Modern Languages (English-Spanish) / Licence et Civilisations Etrangères (LCE)- Valenciennes University, 59300 France - June 1992

· Baccalauréat A1 - (Mathematics-Languages-Litterature)

Personal Profile 


· Self-motivated and a team worker

· A high standard of organisational competence

· Determination to continually develop my skills and experience in order to achieve a high standard of professional competence

· Ability to communicate effectively at all levels in two languages

Career To Date


Language tutor and freelance translator – September 2004 to date

I have been working as a part time French tutor, mainly for the University of Nottingham, but also for New College Nottingham, as a freelance business French tutor for two language training companies.  I am also a freelance translator.
September 2003 to September 2004
I was made redundant from Siemens Communications in September 2003, and stayed at home to look after my new-born baby.

Siemens Communications Ltd, Beeston, Nottingham, NG9 1LA

Database Developer – June 2000 to September 2003
Part of an International Project Management Team, I was responsible for the delivery of Microsoft Access database solutions, relating to project data.  The main tasks involved in the process included the promotion of the solution, technical consultancy, through to the design and the maintenance of the database.

(  relational database design



 (  customer demonstrations

(  database administration and maintenance
   
 (  writing promotional material



(  technical consultancy
(  preparing proposals


(  producing user documentation
(  technical support to the team

Toray Textiles Europe Ltd, Bulwell, Nottingham, NG6 8RS

Export Correspondent  –  March 1998 to May 2000
Part of a team of six in the Export Customer Service Department, I was responsible for the administration of accounts in France, Ireland, Greece and South Africa, and development of the USA and Canadian markets.  This required organisational and communication skills, along with the ability to prioritise and to work on my own initiative. 

(  staff MS Office training



 (  design of Company’s templates

(  customer liaison


       

 (  account adminstration



(  product support
(  production planning


(  export documentation
(  following-up sales leads

Imperial Tobacco Int’l Ltd, Thane Road, Nottingham, NG7 5PL

Export Administrator – September 1995 to March 1998
My main duties were to liaise with customers and ensure that their orders were delivered on time, and to control and co-ordinate our stocks in warehouses in the USA and Europe.

(  customer liaison



     
 (  stock control


(  order processing 
(  stock reconciliation


(  production planning
(  credit control


(  shipping scheduling
(  export documentation

Hillbrook Printing Inks Ltd, Slaithwaite, Huddersfield, HD7 5BB

Customer Support Assistant – June 94 to September 1995

This was an all round office position involving technical support, sales support, and monthly updates of sales figures and forecasts on spreadsheet.  

Doncaster College, Waterdale, Doncaster, DN1 3EX

Investor In People – September1993 to April 1994

This was a student placement.  I was working closely with the Director of Human Resources on Investors in People.  I wrote an informative brochure for staff and management, worked on an action plan, collected evidence. I was also involved in training and appraisal evaluation.

Doncaster College, Waterdale, Doncaster, DN1 3EX

Part-time French Tutor – September 1992 to May 1993
Edlington Comprehensive School, Doncaster, DN12 1HH

French Language Assistant – October 1990 to June 1991
Language Skills and Interests


Languages:
Bilingual English/French, good Spanish

Interests:     Reading, decorative arts, music, walking and pilates exercise
Personal Details


Date of Birth: 
19 October 1969

Nationality: 
French

Marital Status:
Married

Driving Licence: 
Full

References will be provided on request







