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PROFILE

A highly qualified, university educated professional with extensive international experience of working with various nationalities in different cultures and office environments.

PROFESSIONAL DEVELOPMENT

Date
Course Title






Training Company

2008
TEFL (Teaching English as a Foreign Language)


Via Lingua, Granada, Spain

1994
Creative Writing Homestudy Course



Writers’
1995
NEBS Management Certificate in Supervisory Management.

Soundwell College, Kingswood,
EDUCATION

Date
        
Title






Establishment

1964 –1972    
A-Level   English 





Kuopio Grammar School


       
A-Level   Swedish





Kuopio


        
A-Level   Finnish





Finland


        
A-Level   German


        
General Studies

1973 - 1976
B.A. in Translation and Interpretation,


Tampere Language Institute



Incorporating Business Studies and



Tampere





English and Swedish correspondence.


Finland

WORK EXPERIENCE:

Freelance Translator



Home based 


             (January












2008 -)

Ranstad





Temporary Agent


(August 












2007)

Motability Operations



Contracts Advisor


(April-August












2007)

Duties included

· Taking inbound calls from disabled people wishing to cancel their contracts
· Making decisions whether to allow to cancel or not.
· Replying to letters, faxes and emails.
Ranstad, Bristol




Temporary Agent


(March-Arpil












2007)

AXA Plc, Bristol


 

Customer Services Representative
       











(20/11/2004












24/01/ 07)
Inbound Agent

Duties included
· Delivering outstanding customer service.

· Dealing with policy holders and IFAs

· Taking and processing complaints

· Assisting and supporting the Back Office

· Mentoring new recruits and supporting other team members 

· Upselling

· Taking down and typing up minutes of meetings

Voluntary Duties
· Hearts in Action Ambassador
· Health and Safety Officer
· Newsletter representative

Bristol&West plc
, Bristol



Callcentre Specialist


(2002-2004)

Inbound Agent
Duties included
· Answering inbound calls.

· Handling  borrowers’ complaints

· Preparing Management statistics.

· Dealing with correspondence.

· Issuing redemption statements

· Assisting the Administration Team.

· Taking down and typing up minutes of meetings.

· Ordering in-house catering.

Tosaleke Ltd, Bristol



Company Secretary 


(1995 – 2002)

Office administration 

Duties included

· Dealing with telephone and written enquiries.

· Liaising with customers.

· Drawing up correspondence. 

· Basic bookkeeping.

· Translating from English into Finnish.

ADDITIONAL INFORMATION:
Knowledge of Microsoft Office Applications

Local Correspondent for Bristol Observer for 10 years

Finnish Teacher at Bristol Saturday School for 10 years

Juror at Bristol Crown Court – elected Chairman of the Jury in 2005

PERSONAL INFORMATION

Marital Status


Married

Nationality


Finnish

INTERESTS AND ACTIVITIES

Running, Swimming, Cooking, Reading, Teaching.

