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Phone:  080 4156 8488 (cell)
Kanagawa-ken, Yokosuka-shi

Higashi hemi-cho 2-64-3







 

Soleil Yokosuka 203
PERSONAL:

Citizenship:  Canada, France

Mother Tongue: English, French

Other Languages: basic Spanish
Date and Place of Birth: 29 DEC 1979, France 
Marital status: single, no dependents

TEFL TRAINING

i-to-i 100 hour Certificate in TEFL and TESOL, Pass April 2009

Accredited by the Open and Distance Learning Quality Council (ODLQC) 

Certificate course with specializations in teaching large classes, English for young learners, teaching business English, and using audio and video in the classroom.

ACADEMIC BACKGROUND

BSc in Business, University of Phoenix
Major: Information Systems Management (Completion in 2010)

DEC College Diploma, College of Riviere-du-Loup

Major: IT Management 2004

BAC scientific, Lycee Bertene Juminer

Sep, 1996 - Jun, 1999 

WORK EXPERIENCE

Freelance English and French translator 

July 2002 – June 2009

- Translations, editing and proof reading for Baby Trend Inc.

- Translations in English and French for Baha'i World News Service

- Technical naval translations for leading German industry website
Special needs worker for people with physical, mental and developmental disabilities, KIGEP

February 2008 – June 2009

- Liaised and worked in tandem with other agencies, such as the medical profession, social workers, speech and language therapists and psychologists.

- Worked with other members of staff to identify individual clients' special needs - test, target setting, monitor and individual education and development plans.

- Fostered an environment that is safe and stimulating for special needs clients.

Courses Completed via Employment:

1.CPR/First Aid 2008

2.Medical Administration

3.Positive Practices

4.Crisis Prevention Intervention

5.Abuse Protocol
Business Systems Associate, Calgary Technologies Inc. 

September 2007 - February 2008 

- Coordinated, researched and implemented user training

- Developed and documented business processes

- Project analysis and implementation

- Managed vendors in relation to IT functions

- Developed components of corporate strategy including IT Infrastructure, pricing and workflow process
Clerk, Best Western

December 2006 – September 2007

- Provided efficient, friendly and efficient service at the front desk.

- Balanced all cash, check, credit card and city ledger accounts through verification

- Shift reports and performed audit functions.

- Provided training to new staff
Project Coordinator, IBM 

March 2006 – December 2006 

- Assisted team leaders and managers with process change and client support

- Developed training documents

- Documented business processes

- Managed multiple small to medium projects within the scope of IMAC Install/Move/Add/Change)

- Actively participated in weekly team meetings

- Provided mobile Hardware and Software installations and upgrades
English Tutor, Quo English School

June 2005 – August 2005

- Planned and taught reading and writing to years 8 through 12

- Prepared students for the Canadian High School English Admissions test

- Planned and taught English immersion classes
SPECIAL SKILLS

 - Working with special needs people

 - Bilingual in English and French

 - IT and MS Office applications Excel, Word, Powerpoint, Visio, MS Project and Access

 - Communication and organization skills

REFERENCES

Available upon request






