Peggy Butterworth                                                                                       
 
1 Links View, Rochdale OL11 4DD ∙ (01706)769070 ∙ 07956 531071∙ peggybutterworth@btconnect.com
 
          
Personal Profile                                                                                                                          
 
A Self-Motivated, open minded and keen to learn new skills seeks to develop a new career.
Bringing excellent verbal and written communication skills in fluent German and English also experience in dealing with customers on different levels. 
 
 
Professional Experience                                                                                                            
 
Part-Time Receptionist
Tomlinson Osteopaths                                                                 February 2011 to present
Answering calls, operating the switchboard, taking messages, booking appointments, typing out letters or emails, post letters, ordering supplies, clearing and cleaning treatment rooms, taking payments, printing invoices and receipts. 
  
Part – Time Administrator/Bookkeeper

Connect Electrical Services (NW) LTD                                              Jan 2008 to present
Dealing with all the administration and bookkeeping work like invoicing, checking the business account on a daily bases, input of bills and paying bills, writing letters and quotes etc 
Translation Service                                                                           March 2008 to present
Translation of text or document in various area’s for example: travel and hospitality, media, personal documents etc. As a native German I translate from German to English and from English to German and don’t use any translating tools.
Administrator/Bookkeeper
Connect Construction Ltd, A Turner 1991 (P&D) Ltd, Connect Construction & Roofing LTD (all companies ceased trading)      
Dealing with all the administration and bookkeeping work like invoicing, checking the business account on a daily bases, input of bills and paying bills, writing letters and quotes etc  
Travel Agent
Karstadt Stuttgart (Germany)                                                       Mar 2003 to May 2004
Working part time as a travel agent dealing with customers, tour operators using the German booking system. 
                                                                                      
Apprentice ship as a Travel Agent                                                                                           
Karstadt Stuttgart (Germany)                                                      Sept 2000 to Feb 2003
Learning all the skills needed as a Travel Agent incl. using the booking system, handling and dealing with costumers etc
Past after final exams

Professional
Experience                                                             

 
Retail Seller    
Karstadt Esslingen (Germany)                                                         Aug 1997 to Aug 1999
Working in a department store serving costumers, using the till, stocking shelves etc 
 
Apprentice ship as a Retail Seller  
Karstadt Esslingen (Germany)                                                     Aug 1994 to June 1997
Learning all the skills needed as a Retail seller. Past after final exams
 
 
Education

                                                                                        
Berufsaufbauschule Stuttgart (Germany)     
GCSE’s                                                                                               Sept 1999 to July 2000  
Past in math’s, English, history, chemistry, physics & German 
(C and above)    
Secondary School Aichwald (Germany)                                          Sept 1993 to Feb 1994 
 
Secondary School Wellendingen (Germany)                                  Sept 1991 to Jun 1993
 
Secondary School Frittlingen (Germany)                                         Sept 1989 to Jul 1991

Primary School Wellendingen (Germany)                                     Sept 1985 to Jun 1989 

Past exam’s in final year at Secondary School Aichwald in:
 
Math’s, German, English, history, chemistry, physic’s geography (C&D Grades)
 
Software/Systems Skills                                                                                                                              
Microsoft Office (Word, Excel, Outlook), QuickBooks, Amadeus Booking System

Language Skills
                                                                                                                                                  Fluent German and English
References 
                                                                                                                                     
Available on request
