Lotte Claire Holmes

Date of Birth: 28/04/1984

Address: Flat 1

14 Everett Road

Withington

Manchester M20 3DQ

Contact number: 07952 788 533

Email:  juno_54@hotmail.com
Education

2007-2008 MA Translation and Interpreting Studies at the University of Manchester. 

2003-2007 BA (Hons) Joint Honours German and Spanish at the University of Manchester. Graduated with Honours (Upper Second Class).

2000-2002 Christleton High School: 4 AS/A-Levels – German (A), French (A), English Language (A), Music 


 (B)

1995-2000 Christleton High School: 10 GCSEs incl. English, Maths, Science, French, German

Employment History

Jul 2008 – present



Stokoe Partnership, London (based in Manchester office)







Legal secretary. My duties include taking digital dictation, copy typing, reception work, transcribing police station 





interviews, opening files, booking prison visits and diary management. I work in a highly pressurised 







environment, as part of a small administrative team, often working to tight deadlines.

5th Jul-1st Aug 2007



Bridge Insurance Brokers, Manchester (via Connections Employment Agency Ltd).







Temporary admin assistant. I worked with the TAM system, maintained records, scanned cases to go on the system, 





passed information to insurers about motor fleet claims, and wrote and sent letters.

4th Jul-22nd Aug 2005


Royal National Institute for the Blind, Tarporley.







Typist. I copy-typed books onto the system, for 'translation' into Braille.

26th Mar 2003-30th Jul 2004 

Forrest Recruitment, Chester.







Office clerk. Key assignments included

14th Apr-16th May 2003 


Brian P. Hateley Legal Cost Assessors: admin assistant. 

23rd Jun-7th Jul 2003 


RSK ENSR: receptionist. 

28th Jul-1st Aug 2003 


Chester City Council (Parks Dept.): admin assistant. 

12th-30th Jul 2004 



Queen's Park High School: admin assistant. 


Duties with these companies included sending, receiving and distributing faxes; sorting post; data entry; working as 
part of a small team; organising and processing deliveries abroad, cross-site orders and car orders; typing; and 

switchboard and reception work.

11th Nov 1999- 4th Aug 2004

Oxfam Fairtrade, Chester.







Supervisor / shop assistant and volunteer. I replenished stock, handled cash and incoming goods, and was entrusted 





with supervision of the Sunday shift, co-managing the music section, and training new volunteers on the till. I also 





volunteered on Oxfam's stall on various occasions in Chester's Festival In The Park and other such activities.

Extra-Curricular Activities

I was the editor of the school newspaper while at high school. In my second and third years at Manchester University, I was the Secretary of the Manchester Heavy and Alternative Rock Music Society and volunteered for them at the Freshers' Fair, as well as helping to organise and run parties and club nights. I also wrote for and helped edit The Riveter, a magazine run by the university women's group, and sat on the Union Council for a year.   

In my spare time I enjoy dancing, going to concerts, swimming, and composing music.

General Skills

Proficient in Microsoft Windows XP, Word, Powerpoint and Excel, DPS Case Management, BigHand, and NeoOffice

Audio and copy typing

Approximately 90 words per minute typing speed

Languages: German (excellent reading knowledge, very good spoken), Spanish (good reading, adequate spoken), French (good reading, good spoken). 

References

Available on request.

