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	Profile


· Educated to MBA level

· Trained in management skills

· 15+ years’ experience in business administration and management

· Excellent communicator and team player/leader

· Dedicated to further personal development and professional growth

	Employment History


March 2008 – Present
Interpreter Coordinator, National Deaf Services, London, UK
· Responsible for all administrative functions for interpreting service for National Deaf Services
· Liaised with external British Sign Language agencies and coordinate with freelance interpreters 
· Liaised with Department of Work and Pension and responsible for all Deaf Staff Access to Work (AtW)
· Ensured that interpreting provision meets the needs of in-house and external patients, Deaf and hearing staff & professionals, for both pre-booked and last minute assignments
· Worked on complex interpreter’s diary & schedule management, dealt with all sort of interpreting requests 

· Planned and controlled interpreter booking schedule as well as amended the record and kept it  up to date due to the schedule changes
· Processed all of the interpreters invoices and controlled interpreting budget to accompany all works for deaf patients and staff of the service and ensure that the interpreting service is provided as cost effectively as possible within operational, legal (AtW) and budgetary constraints.  
· Followed up with consultants, doctors, nurses and staff for their interpreter requirement of all meetings, case conferences and emergency bookings 

· Reviewed historical schedule and speculated the future interpreting schedule to match up with the budget

· Organised, attended the service meetings and summarised all interpreting reports

· Prepared and implemented Interpreting Service Saving Proposal to suit the economic climate

March 2007 – March 2008
Management Consultant, Meridian Productivity, Edinburgh, UK
· Identified and investigated problems concerning strategy, policy, organization and process

· Assembled and analysed available data to find the best possible outcome

· Formulated recommendations, taking account of broader managerial and business implications

· Agreed a course of action with client and ensured if required assistance is provided

· Structured existing system and designed conceptual management control system and process flow

· Maintained and updated planning schedules and  time management with clients
· Participated in daily internal review meetings and maintained meeting logs 

· Reviewed a completed work with Project Director/Project Manager

· Provided Project Manager with information on achievements and obstacles

· Maintained situation comments and oversee future solutions 

· Involved supervisors and managers at every stage throughout the project

· Worked with managers to find solutions that will achieve project goals and expectations 
July – October 2006

Management Specialist Consultant, IMPAC Integrated Control Systems, Bangkok, Thailand
· Worked with area supervisors and managers to complete development steps as agreed in project and countdown schedules

· Maintained and updated countdown schedules, detailed assignment plans and to-do lists

· Participated in daily internal review meetings, maintained meeting logs and followed up on issues arising

· Reviewed completed work with Project Director, Project Manager and Project Engineers 

· Provided Project Director with information on achievements and obstacles

· Worked with coordinators to the point where they can take over the areas

· Maintained office file of daily completed controls (e.g. variance reports) and action reports and monitor performance of all staff

· Signed off each step of the area development with supervisors and managers

· Followed up on any tallies installed

June 2006

Linguist, Alliance, Bangkok, Thailand
· Provided simultaneous translator for a regional consultation on strategic programming for People Living with HIV/AIDS (PLHA)
December 2004 – May 2006

Project Administrator, Program for Appropriate Technology in Health (PATH), Bangkok, Thailand
· Developed project proposals and budgets in consultation with programme officers

· Recommended administrative procedures to promote efficient project management

· Tracked project performance to assure compliance with adopted strategies and timelines. 

· Met with programme officers as needed to understand realities and adaptations made in light of problems encountered

· Reviewed and corrected allocation of expenditures and staff time to project charge codes, comparing actual experience with budget estimates and proposals

· Managed financial relationships with sub-grantees, reviewed and approved agreements and payments, monitored performance and closed out accounts upon project completion

· Maintained reporting and communication with PATH headquarters on financial performance and reviewed donor reports for accuracy

· Sought and established ways to improve systems to support efficient project administration and compliance with applicable policies, rules and requirements

October 2002 – December 2004
Project Secretary & Community Program Committee Administrator, 15th Int’l AIDS Conference, Bangkok, Thailand
· Responsible for all administrative functions, including bookkeeping and cost control, for conference co-hosted by the Thai Ministry of Public Health and the Stockholm-based International AIDS Society

· Liaised with government agencies and international committees

· Established recruitment and human resource procedures 

· Managed employment contracts, issues, records & payroll

· Planned, controlled and produced monthly financial and management reports 

· Handled all procurement in accordance with purchasing policy

· Supervised bank coordinator, project leader and general staff

· Performed tasks of office manager including maintenance and inventory of all IT and office equipment, travel arrangements, payments and fixed-asset administration. 

August 2001 – August 2002

Data Analysis and Data Entry Process II, National Health Service, Health Solution Wales, Cardiff 
· Analyzed and entered data from source documents into computer 

· Compiled, sorted and verified accuracy of data to be entered

· Compared data entered with source documents and checked for accuracy 
	Education



1998 – 2000 
Master’s Degree in Business Administration 



Assumption University, Bangkok


(Thesis : A Study of Job Satisfaction of Openly Homosexual Men in Service Industry 



in Bangkok)

1992 –1996
Bachelor’s Degree in Business Administration


Major in International Business Management, minor in Chinese (Mandarin)



Assumption University, Bangkok 

	Trainings



July/August 2006 
Certificate of Completion in Operations Management Orientation 



IMPAC University, Punta Gorda, Florida


May/June 2006
Professional Web Designer Certificate


Net Design, Bangkok


October 2005 
Project Administrator Training Certificate


Program for Appropriate Technology in Health, Seattle, Washington

April 2005

Certificate of Training, USAID Rules and Regulations Workshop 



Association of Financial Managers, Bangkok

	Skills



Languages 
English (fluent), Thai (native), BSL (British Sign Language)

IT
Proficient in Microsoft Office, HTML, Dreamweaver, Adobe PhotoShop


Accounting
Working knowledge of bookkeeping and accounting
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