Teaching Assistant CV
Name:
Tel: 
Address: 
E-mail: 

PERSONAL PROFILE
Mature, responsible and hardworking individual, who always strives to achieve the highest standards possible, with excellent communication skills (verbal and written) and ability to relate to wide range of people, confident and very enthusiastic individual who is competent in the use of IT Software-Microsoft Word, Data Base, Spreadsheet, Excel and Internet. 
For  more sample Personal Profiles  Visit
http://www.getmeacooljob.com/Personal%20Profiles/personal-profiles-1.htm
KEY SKILLS 
• Dealing with enquiries by phone, in writing or in person 
• Looking up information on a computer system 
• Filing and photocopying 
• Sorting, recording and distributing mail 
• Dealing with cash and payments 
• Updating computerised and clerical records 
• Fluent in Albanian, Bosnian, Croatian languages

EMPLOYMENT HISTORY
2007-2011 St. Dominic’s Katholic Primary School (Teaching Assistant)
My time at St. Dominic’s Catholic Primary School was Voluntary work which I started in June of last year to gain further experience. My main job roles here were supporting pupils while they work on tasks, encouraging individuals to participate, helping with classroom resources, prepare materials for curriculum, and observe the performance of pupils during classroom activities. I also help the classroom teacher and other members of staff whenever needed.

2006- Manor Garden Advocacy Centre: 
During my time at Manor Garden Advocacy Centre I was an interpreter for the NHS trust. My work here had to be precise, clear and punctual as I was interpreting for doctors and patients. This job required an ultimate focus, key knowledge of language and high degree of accuracy and punctuality. 

2004/6- Refugee Legal Centre (Translator/Interpreter)
Interpreting for Irainian refugees, main roles here were similar to above. This Job required accuracy, focus, and keeping confidential information.

1999/2000-Gulmanda LTD (Telesales)-My role was managing a group of cleaners, checking work permits, find them a job, check reference, sale new contract to the organisation.

EDUCATION & QUALIFICATIONS
University of Auckland
Start Date: October 1979 Completed: December 1983
Degree in Economics
TRAINING 
September 2007: Working Men’s College: Teaching Assistant Level 2- This course provides me with the foundation knowledge needed to become a teaching assistant. In class we learn the different ways in which we address the classroom, knowledge of the internal workings of a school, and carry out thoughts and ideas in groups within the class. I achieved teaching assistant Level 2 certificate.

July 2002- February 2003: Camden I-Tec Centre: This course gained me a ‘Certificate in Computer Skills.’ The course was an intermediate course in all Computer applications. Including the following:
- Basic concepts of Information and Technology
- Using a computer and managing files
- Microsoft Word
- Microsoft Excel
- Microsoft Access
- Microsoft PowerPoint
- Information and Communication 

September 2001- December 2001: Manor Garden Advocacy Centre: Certificate in Community Interpreting Level 3. - During my time at Manor Garden Advocacy Centre, I gained knowledge and skills in community interpreting, and bilingual health advocacy for community clients. Accuracy and confidentiality was a key element to this job role. I achieved a certificate in Community Interpreting Level 3.
INTERESTS
I see myself as an active person, and attend my local gym. My most admirable interest is experiencing other cultures and traditions. I love to travel and relish upon the opportunity to go to places that I have not visited yet. I also enjoy reading factual and fictional books and writing.


Reference 
Available on Request
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