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Personal Statement

I am a hard working, organised and dedicated member of a team who is passionate about maintaining high standards in whatever working environment I find myself in. I am  flexible and willing to work until the job is done, even when that involves undertaking tasks which are above and beyond the usual call of duty.
I communicate well with not only other team members, but also with clients. 

Importantly, I am proud of the standard of my work but am also continuously striving to learn and improve.

Employment History

Nov 08- May 09         Esprit Holidays Ltd

Senior Assistant Hotel Manager

· Direct management of ten Heads of Department, understanding there role and the need’s of there departments.

· Over all control of the hotel 120 cover A la Carte Restaurant

· Responsibility for Pre season training program for 86 staff from every department. 

· Understanding and implementing H&S and fire procedures, both in the Hotel and in outside staff accommodation

· Working to maintain 5* standards within the hotel.

· Briefing guests on arrival in the hotel, 220 guests for 94% of the season.

· Working with the Hotel Manger in maintaining strict budget controls across the different departments, ensuring profit forecasts were worked towards and maintained.

· Taking full reasonability for the hotel in the absence of the Hotel Manager. 

Sep 08-Nov 08 
Esprit Holidays Ltd 

Recruitment Managers
· Overseeing the recruitment of the Senior Hotel Management team for the forth coming winter season.
· Supporting the recruitment and personnel team with management of personnel records on the company database and paper
· Conducted interviews on applicants for seasonal work. These were held all around the country and would either take the form of one to one, or small or large group interviews

· Telephone, email and letter correspondence with potential candidates, arranging interview appointments, handling post interview paperwork and contract administration, payroll enquires.

· Working within the Company’s marketing department. 

June08-Sep08

Esprit Holidays Ltd

Assistant Hotel Manager 

· Dealing in all aspects of managing a 120 guest 4* Hotel

· Acting as Hotel Manager in the absence  of the Hotel Manger

· Managing the 80 Cover restaurant and bar

· Meeting with 4 Heads of Department and understanding the needs of there department’s

· Understanding and helping to achieve projected profit and loss

· Making and maintaining useful and important contacts within resort both with suppliers and local’s    

Jan 08-May 08

Esprit Holidays Ltd

Hotel Assistant Manger

· Dealing with all aspects of managing a 40 room hotel

· Being a member of  a management team

· Understanding and achieving generated profit forecast
· Stock and spend budgets

· Selling any number of holiday packages in resort

· Dealing with staff welfare issues on a daily basis 

Sep 07-Jan 08

The Production Tree Ltd
Personnel Assistant

· Undertaking, organising and managing a busy dairy for and on behalf of the company director

· Being able to deal with a production team of some 40 people and  there requests of time with the director

· Organising information from both the internal email and external email in to report form for the relative heads of department

· Also general office duties.

Mar 04-Sep 07

G Jones Funeral Directors
Funeral Director

· Being involved in all aspects of the business

· Body preparation

· All the legalities concerned with the legal side of conducting a burial/ cremation

· All legal paperwork
· Advice on pension issues for and dealing with insurances 

· All invoicing, banking, payroll

Sep 01-Feb 04
Alpine Coffee Shops and Gallery
Assistant Manager

· Food preparation, adhering to all Health and Safety guidelines 

· Managing the business in the absence of the Manager

· Organising artists and exhibitions 

· General book keeping, banking.

Personal Interests

I really enjoy travelling and have as a result of my work over the past 18 months, enjoyed the experience of living both in, Switzerland and France.

I love being around Family and friends weather out and about or enjoying a meal together.

I enjoy cooking for people, but also love trying new restaurants and styles of food.

I am easy going and enjoy fun, and making the best you can of life.   
Educational Background

Sep 92-Jun 98

Buckingham School
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