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Mark Robert Salisbury BA Hons.

	Personal Information
	Nationality: British

Age: 24
Place of Birth: Farnborough, Kent

	Education
	Oct 1999 – May 2003
University of Kent 
Canterbury, Kent CT2 7NN

Batchelor of Arts with Honours degree in French and Spanish

· Upper Second Class

Sept 2003 – Oct 2003         Shane Global Village        Bromley, Kent 

Certificate of English Language Training to Adults

· Pass (Internal grade P1)
Sept 1992 – June 1999     Norton Knatchbull School       Ashford, Kent TN24 OQJ

A Levels

French
B

Spanish
D

General Studies
C

Business Studies                                 E 


French for Business (A/S) 
Pass

GCSEs

English Language
A*
Mathematics
B

English Literature
A
Co-ordinated Sciences
BB

French 
 A
History
C

Spanish
A
Technology
D



	Professional experience
	February 2004 – November 2004 Executive Administrator, Centrex Police Training College (temporary assignment) 

As a result of long term sickness involving the manager of the unit I was required to work with the National Performance Co-ordinator and Centre staff to ensure that the performance management systems were maintained. In that capacity I demonstrated my ability to work as a part of a team and contribute to work solutions regarding data entry.  I also demonstrated flexibility, accepting that there was a need to move outside my defined role to assist in the checking and correction of performance data. Essential for the operation of the business was the maintenance of a strategic balanced scorecard. In moving outside my normal area of operation I became responsible for liaising with business units, gathering, analysing and communicating the local performance information necessary to maintain the integrity of the scorecard. I coordinated the migration of Performance Management operations to the centre in Cwmbran, Wales, due to the restructuring of the organisation and am now liaising with Cwmbran over Business Planning and Performance issues, and co-ordinate local timetabling. I have had guides on how to use online assessments sheets published nationally, and have suggested changes to national assessment sheets which have been approved. I used to give five-weekly performance presentations based on national and local performance data, and have a working knowledge of the European Foundation for Quality Management model as well as balanced scorecard methodology. I have also been the Centre Timetable Co-ordinator and managed the curriculum transition from five to six weeks within this and for the Training Support Unit. I developed a nationally used spreadsheet in order to monitor actions identified from quality assurance questionnaires and the progress made from them.   
December 2003 – January 2003 Social Services Transport Assistant, Kent County Council (temporary assignment)
This position involved the organisation of contracts for transport of Social Services clients with taxi companies, taking careful note of any special needs they may require and arranging them normally to incredibly tight deadlines; excellent communication skills were essential. I was also required to work with the Assistant Area Support Officer, arranging spreadsheets and reports for use in meetings to very specific preferences. Good organisation was required since I often had to perform both areas of duty concurrently. 
November 2003 – December 2003 Human Resources Administration Assistant, Centrex Police Training College (temporary assignment)
 This role mainly comprised data entry, but due to absence of the General Administration Officer, this included other aspects of Human Resources that were beyond my post. Car park records maintenance, correcting faulty annual leave sheets and annual leave database correction as well as liaising with the HR manager regarding the organisation of a ‘Staff Health Event’ were charged to me, and I showed initiative in solving problems and answering queries by a combination of using desk notes and applying experience of system functioning in order to keep my share of the department afloat. 
May 2003 – September 2003 Call Centre Agent, Three Valleys Water
A particularly demanding role which encompassed answering queries and solving complaints regarding water services, from bills to meters to environmental issues. In a customer-orientated position, I had to adapt quickly to the needs and preferences of a customer and give them accurate information, or find a solution to their problem rapidly. There were also targets to be met that added to the pressure, yet I was more than capable of working under them.
2001 – 2002 Administration Assistant, University of Kent Estates Department

A general administration position in which I organised the renewal of several maintenance contracts in time for the new academic year, and reorganised an archive room with documents from up to 20 years ago – a task that required strategic ability due to the enormity of the project. I also provided assistance to the Director of Estates when the revised asbestos laws were introduced in 2002 by preparing the groundwork for tenders.     

2001 Assistant Manager, Music for Youth National Auditions (one-week temporary assignment) 

This required the experience I had accumulated regarding the organisation of numerous ensembles (approximately 15 per day over six days ranging between six to 104 performers) and the ability to maintain equipment as and when necessary to ensure smooth running. I was expected to adhere to the general requirements of the event manager while organising these, such as having entire stage swaps in ten minutes which involved motivating the staff with whom I was working. 
1999-2000 Stagecoach East Kent (Travel Clerk)

This was a very varied position. I was required to provide excellent customer service when issuing tickets for domestic, national and international travel – the last two involving complex data analysis – to responding to queries and complaints, again necessitating communicative skills. It was also my duty to do my own accounting, filling in ledger sheets and solving any imbalances in the totals. 


	Interests and activities
	I have been a drummer for 14 years, and have been involved in numerous ensembles, from jazz trios to concert orchestras, which require a team atmosphere from the outset as well as the ability to work independently. I was Chief Event Organiser of the University of Kent Live Music Society for one year, and currently have a jazz trio, for whom I regularly book performances and arrange material. I enjoy reading and writing, travelling, cooking, and solving challenges regarding translation difficulties.  I have also lived in Avignon, France and Córdoba, Spain as part of my degree course.


	Security clearance
	Full Police Disclosure Certificate.

	Languages
	French: fluent at all levels

Spanish: fluent at all levels.


