Clarisse BROWN

Armadale

Old Howwood Road

Howwood  PA9 1AF

01505 705 571

07961 99 56 01

e-mail: clarisse@softeasel.com

42 years old 

French

Married

Two children

PERSONAL PROFILE

Throughout the past fifteen years, I have achieved the ability to work in various situations and conditions. I would describe myself as flexible, efficient, organised and friendly. I am keen on using my French mother tongue, as well as English, in a working environment. Work experience has taught me to be reliable and hard working. I work well both within a team and on my own initiative and I am always enthusiastic to learn new skills.

SKILLS

Good knowledge of office administration

Highly experienced with customer liaison


Excellent  knowledge of Word and Excel

Spoken/written languages: French/English

EDUCATION

2004

Interpreting training – Bilingual Skills certificate - Cardonald college, Glasgow
1996

English course attended for three months - Cambridge Advanced English

1993

BTS Secrétariat Trilingue - French/English/German

(The French equivalent of HNC Personal assistant)

One Training Scheme in Hanover (Germany), one in Birmingham

1990 - June

Baccalauréat G3 – (the equivalent of A Levels: Marketing, Economics, English, Secretariat, Accountancy)

POSITIONS  HELD
April 2004 – Present

SoftEasel – Multimedia company – Howwood, Renfrewshire - UK

Part time administrator


Bookkeeping, typing letters, invoices, filing.  Handling phone calls.

January 2002 - Present

Glasgow City Council - Glasgow Translation & Interpreting Services

Part time French Interpreter for asylum seekers and refugees 
(Hospitals, Health Centres, Job Centres, Lawyers' offices, Social Work Services, Schools, Housing Associations, etc...)

October 2000 - November 2001

Percepta  Glasgow  - Bilingual Customer Service Representative

Assisting clients over the telephone for auctions taking place on the Internet.


Assisting clients for business to business projects for car parts.


Translating training notes into French.

January 99 - January 2000

Plaza on Hyde Park Hotel - London - Conference and Banqueting Co-coordinator


Handling with Enquiries over the telephone or face to face, chasing up clients.


Responsible for four Meeting Rooms, checking rooms. 


Dealing with potential clients (show around the hotel)


Administration (typing contracts, function sheets, billings, filing)


Secretary to Food and Beverage Manager (typing letters, internal memorandums, 
revenue and food and beverage forecasts, wages)

November 98 - January 2000

Lomer Translations and Interpretations - London – Sessional French Translator

Translating financial and economical documents.

Interpreting law cases
July 97- December 98

Richoux Restaurant (St John`s Wood) - London - Assistant Manageress

Responsible for a team of 20 waiters (Checking opening and closing duties, organising work rotas, interviews)


Cash control, cashing up, checking floats, administration (invoices, form like 
waiters   sales, weekly target, entering wages on Excel), placing orders. 


Customer care, dealing with customers.

1994 - 1997

Brittany Ferries - Caen (France) - Hostess

Restaurant, cinema, tea lounge, duty-free, perfume shop, kiosque.


Work with the public, greeting customers, cashing up. Security duties.

HOBBIES

Zumba dance, cinema, swimming

REFERENCES
Available Upon Request

