Elena Putik

73 Patrick Connolly Gardens
Bow, London, E3 3BZ

Mob: 07958520402   email: elena_putik@yahoo.co.uk  
Personal Profile
I am a graduate of International Relations and Spanish with over 5 year’s customer service and administration experience. I have a flexible approach to work commitments and deadlines, with a keen ability to multitask a variety of challenges and responsibilities. I am able to manage time and workload effectively and relish the opportunity of learning new skills and methods of working.  I enjoy the challenge of working within a demanding environment.  Languages have always been my passion and I relish the opportunity to use my talents to gain new and utilise my existing skills.
Key Skills
· Multi lingual: English, Bulgarian (native) Spanish (advanced) Russian (intermediate)


· Strong communication, interpersonal and customer service skills

· Proven ability to provide high quality support to a multifaceted team
· ICT literate; competent to use Microsoft packages 

· Able to work well independently and as a team to achieve targets

Employment History 
Aug 2010 – Present
 
Training Administrator- Sweet Tree Homecare Services
· Organising and arranging training courses and timetables for the care team and coordinating with other external training providers and colleges 
· Ensuring quality client service, answering emails and phone calls to provide up to date information.
· Assisting in the recruitment process and conducting in group interviews/sitting on induction trainings

· Liaising with external training providers and colleges 
· Completing daily general office tasks; arranging meetings, taking minutes, keeping training diary up-to-date.
Aug 2009 – Aug 2010

Support Worker (part-time) - Sweet Tree Homecare Services            
· Providing and implementing support with daily living and personal care 
· Liaising with families and/or team members, providing a consistent approach that meets the needs of each service user
· Recording notes on daily record sheets relating to each visit and monitoring progress 
· Supporting service users to access appropriate health care provision enabling them to make an informed choice regarding any prescribed treatment and advocacy support.
March 2010 - May 2010
 TEFL Teacher - My School International (private college)
· Planning, preparing and delivering lessons to a range of classes and age groups;
· Preparing and setting tests, examination papers, and exercises;

· Marking and providing appropriate feedback on oral and written work;

· Devising, writing and producing new materials, including audio and visual resources.
Sep 2009 – Feb 2010              English Tutor
Tutoring Brazilian couple - beginners level English
· Preparing my own materials and lesson plans according to the students’ needs

· Devising my own activities and exercises to promote the students learning development
Sep 2008 – Sep 2009              Retail Operative (weekend staff) - Primark Oxford Street
· Assisting customers from different backgrounds in different languages: Bulgarian, English, Spanish, Russian
· Working flexibly across departments in response to business needs
· Managing  work under pressure during peak sales periods
· Liaising with teams within all departments
· Consistently exceeding sales targets through positive promotion of goods and services
Nov 2007 – Sep 2008
             Customer Service and Catering Assistant – London Eye and various agencies
· Dealing with payments
· Selling tickets to tourists from various backgrounds in different languages

· Welcoming and serving VIP members of the Wellington barracks at functions and dinner events

· Assisting with the setup of various exhibitions and cultural events
July 2007 – Oct 2007               Secretary - The Flexi Mortgage and Loan Centre
· Completing mortgage application forms








· Dealing effectively with customer enquiries and complaints on the phone and in person

· Diary management

Education & Professional Training
Apr 2012 - July 2012                 CELTA - International House London
· Teaching pre-int and upp-int level groups in a multilingual classroom
· Preparing lesson plans, procedures and analysis for each lesson
Sep 2007 – June 2010
   BA International Relations and Spanish 2.1 - London Metropolitan University
· Essay and analysis writing 
· Published chapter on Blogging
· A course leader on my first year

Jan 2010 – May 2012

   NVQ 2 Health & Social Care - Stanmore College            
Various medically-related training and courses completed: Train the Trainer; Challenging Behaviour in Brain Injury, Epilepsy, HIV/MRSA, Stroke, Food Hygiene, Safeguarding of Vulnerable Adults, Health & Safety, Advanced Dementia, Introduction to Learning Disabilities and Brain injury, First Aid, Administration of Medication and Mental Capacity Act.
Hobbies and Interests
I enjoy reading and writing a range of different genres. I had a first poetry book published at the age of 18. I have an active interest in psychology, alternative medicine, traditional medicine and languages. I am an active member in the community and volunteer on a regular basis to update my skills.
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