AGNIESZKA KOKCZYNSKA

PROFESSIONAL EXPERIENCE
Employer: Vyke Telecoms Ltd
Dates: October 2013 – now  
Role: Marketing Executive  

· Planned and overlooked the execution of B2C and B2B promotional activities including online, print and social media advertising, direct marketing, events and PR. Increased minutes traffic from UK to Poland from 1k to 4k daily average minutes within 12 months

· Managed social media presence to grow audience and increase product awareness: increased the number of followers on Twitter from 750 in October 2013 to 2,500 in February 2015, number of Facebook fans from 6,000 in October 2013 to 15,000 in February 2015 and 

· Produced artwork briefs and closely overlooked the production of marketing materials, from graphic design to printing and delivery 
· Created designs for print adverts, social media and landing pages
· Produced website content and advertorials in English and Polish 

· Translated the company website and apps from English to Polish

· Planned budget, monitored spend, and produced a quarterly summary of marketing activities, spend and results 

· Assisted the customer service team with incoming customer enquiries   
· Market and competitor research
· Provided ad hoc support to Marketing Director 
Employer: Pinemont Securities Ltd, London 
Dates: November 2010 – October 2013 

Role: Personal Assistant/Trade Administrator 
· Administered trade transactions and provided administrative support to the trading team
· Dealt with banks and client queries, resolved urgent trading issues 

· Provided administrative support to Compliance Director 
· Arranged payments to service suppliers and assisted with monthly accounts 
· Produced and edited business documents, memos and reports 
· Personal Assistant duties to the Chairman and Director 
· Managed the main email account and answered incoming calls 

· Managed content of the two websites in English and Norwegian 
· Organized and maintained office filing systems 

· Recorded office expenditure and managed the budget 
· Maintained the condition of the office and arranged for necessary repairs 
· Organized the office layout and maintained supplies of stationery and equipment 
Employers: Hammersmith and West London College & Speak Up English School (Poland) 
Dates: July 2007 – October 2010 
Role: Teacher of English as a Foreign/Second Language
Employer: University of Westminster, London  
Dates: April 2007 – September 2007 (summer contract) 
Role: Sales and Reservations Officer
Employer: various, including University of the Arts London and The London Eye
Dates: September 2004 – 2007 
Roles: catering, customer service and office administration roles 
EDUCATION 

School: John Paul II University in Lublin, Poland 

Course: MA in English Philology (distinction)

Dates: 2008 – 2010  

School: University of Westminster, London
Course: BA (First Honours) in English Language and Linguistics

Dates: 2004 – 2007 
ADDITIONAL QUALIFICATIONS AND SKILLS 
· Chartered Institute of Marketing – Certificate in Professional Marketing, March 2013 
· Chartered Institute of Securities and Investment - Level 3 Certificate in Investments (Securities) 
· CELTA - grade A, July 2007 
· Languages - English (fluent), Spanish (advanced), Portuguese (basic), Polish (native)
· Translation and interpreting – English to Polish and Polish to English 
· Microsoft Office, Word Press, Google Analytics, social media advertising, Google AdWords – experienced user  
· InDesign, Photoshop – basic user
· Driving licence

PERSONAL QUALITIES 
· Great organization and time management skills 
· Creative thinker 

· Works with minor supervision and effectively under pressure
· Highly adaptable with flexible approach 
· A quick and ambitious learner

· Excellent interpersonal and team working skills 
INTERESTS
· Sports: skiing, running, mountain hiking, fitness 

· Cooking and baking 

· Travelling 

· Latin culture and languages 
· Photography 



 Email: � HYPERLINK "mailto:a.twardowicz@gmail.com" �a.twardowicz@gmail.com� 


 Mobile: 07585 975 792 


 Address: 35 Portland Road, Birmingham B16 9HS



































