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PERSONAL:

NAME:



Olga Lvovna Kilpatrick
D.O.B.:



08/05/1986
LICENCE:



Full / clean
NATIONALITY:


British / Russian Dual Nationality 
STATUS:



Married 
SECURITY:



Enhanced CRB Checked

LANGUAGES:



Russian – mother tongue






English – fluent 
PROFILE:

I am enthusiastic, reliable, well-organised, flexible and quick to learn. Having excellent administrative skills, I enjoy working as part of a team as well as able to work alone, and am comfortable and competent in all forms of communication - telephone, face to face and written. I am IT literate having used MS Office and Outlook to an intermediate level, and am keen to develop my career further. CRB checked July, 2012. 

WORK EXPERIENCE:

November 2008 - Present     

Treloar School & College, Alton

                                            

ICT Office Administrator – Computer Services Dpt
My principle duties are to supporting the Computer Services department (IT Managers and Technicians) with all office and administrative / support duties, and to be the first point of contact for all IT users (staff and students) ensuring all queries are dealt with efficiently. Specific duties include:

· Log and assign all IT issues to ensure the user receives prompt attention.
· Stock ordering, tracking and maintenance. Negotiating directly with supplies and ensuring best pricing, dealing with deliveries, and all related administration (payments, raising PO’s etc).  This relates to all hardware, software and accessories.
· Creating and maintaining asset inventory for all IT equipment.

· Supporting the team manager in planning and holding team meetings, as well as general communication within the team.

· Management of departmental documentation storage (electronic and paper).

· Using various internal and external systems / programs, including: MS Office and Safecom.

· Generating user log-in accounts for new staff members, using Active Directory.

· Creating and maintaining user guides for users on general IT subject, eg: safe cleaning of equipment; special equipment; telephone directory etc.

· Full time from Nov 2008 – May 2011. June 2011 to present, part time (2.5 days per week).

July 2008 – August 2008

Elphicks Department Store, Farnham






Sales Advisor

Full-time retail sales and customer service role, responsible for all aspects of retail sales.

June 2008 



UAT Alton

Temporary assignment via ‘Portfolio Recruitment’ involving general office duties which included sending mail-shots (franking machine, fax machine, e-mail) as well as typing (data input and correcting/formatting invoices)
Jan 2006 – Jan 2007 


Rostov Gymnasium School, Russia
Teacher of English and Russian Language
Sep 2005 – Jan 2006


Rostov Gymnasium School, Russia
Teaching Assistant       

EDUCATION:

2003 – 2008



Rostov State Pedagogical University 






(South Federal University)






Rostov-on-Don, Russian Federation

A certificate in higher education achieved in the specific faculty of Philology, English Lexicology and Psychology. Earlier years of study focussed on: English Language, English and American Literature, German language. 

1993 – 2003



Rostov Secondary School 






Rostov-on-Don, Russian Federation

Achieved a diploma in general secondary education, covering: Mathematics, Algebra, Geometry, Geography, History of Russia, World’s History, English language, Russian language, Literature, Technical Drawing, IT, Art, Music, Physical Education, Physics, Chemistry, Biology, and Anatomy.

OTHER ACHIEVEMENTS:

Musical Education


The School of Creativity


5 years

Musical School


Diploma – Piano



2 years

School of Models


Young model – deportment

