JOHN DEREK PUNCHARD

17 Ivory Court, Hemel Hempstead, Hertfordshire, HP3 9YJ
Tel: 01442 265048 (eve) Mobile: 07904 517382 email: j.punchard@btinternet.com 
Profile
· I am a highly competent cashier/administrator
· Over five years of experience dealing with foreign currency and general admin
· Attentive to detail and able to meet the targets established by the service level agreements
· A proven problem solver and team-player
Key Achievements
· Successfully updated the training checklists for the Wholesale sale desktop procedures
· Created a new spreadsheet for a backup despatch system/cover for sales batches
· Helped create files/documents for new business
· Won an award for helping to lead the team and ensure that all the tight deadlines were achieved when the Wholesale sales team was short of experienced staff and no team leader 
Experience

Feb 2002-Present – Cashier/Team Member at Travelex Currency Services Limited 
Deal with the purchase/sale of foreign currency from/to customers worldwide
· Make up customer orders ensuring total accuracy in the distribution process
· Take responsibility for shipments, ensuring that the documentation is in order
· Ensure that correct information is updated on all the internal computer systems 
· Train new team members and existing colleagues on new skills
· As a team member, be flexible as and when necessary
Jul ’97 to Jul’ 05 – Free-lance Portuguese Translator for HSBC (Brazil)

· Responsible for the translation of sensitive finance and business information for the Bank and Insurance Company
Mar ’97 to Jul ’01 – TEFL Teacher at Liberty English Centre (Brazil)

· Responsible for teaching English and Business English to private students and groups
· Preparing lessons and presentations
· Writing reports
· Focusing on the individual need of students and preparing them for examinations
Jan ’89 to Jan ’97 – General Manager at ARNOUX Turismo Ltda. (Brazil)
· Responsible for the management/administration of the company
· Recruitment and training of new employees
· Providing/communicating update information by phone/e-mail
· Banking, invoicing and payments
·  Problem solving/dealing with customer complaints
Mar ’85 to Dec ’88 – Traffic Agent/Ground crew for VARIG Brazilian Airlines 

· Responsible for general customer service at the front desk
· Providing information on flights
· Dealing with customer enquiries and complaints
Other Experience

Apr ’05 to Present – Church Treasurer
· Responsible for checking the collection/making payments and deposits
· Entering income/expenditure into a Cash Analysis Book
· Registering/reporting all donations given under the Gift Aid Scheme.
· Preparing and presenting financial reports in the Council meetings.
May ’02 to Present – Member of the Institute of Linguists
· Employed as a free-lance English interlocutor in the Diploma for Public Service Interpreting Examinations, which take place in June every year.
Feb ’92 to Aug ’01 – Private English Teacher
· I taught mainly company directors, managers and self-employed businesspeople in all aspects of everyday English and Business English.
Mar ’84 to Present – Free-lance Portuguese Technical Translator
· I have worked on many projects, including proofreading for diverse companies.
· I have also provided consultancy in business meetings and conferences. 
Education

2000
FTBE (Foundation Certificate for Teachers of Business English) LCCIEB

1997
CEELT (Cambridge Examinations for English Language Teacher) Level 2

1991 Post-graduate in Portuguese 
     PUC (Catholic University of Curitiba) 

1985-1990
B.A. in English Language/Literature 
     UFPR (Parana Federal University)
1979-1984
Graduated as a Portuguese Translator      St. Paul’s School (Brazil) 

1984
A’Level (Portuguese)


     London University

1983 
O’ Levels (Eng. Lang., Eng. Lit., Maths, Art, Portuguese & Spanish) London University

PC Skills
Microsoft Windows 95/98/NT/2000/XP



Microsoft Office/Internet Explorer
References

Available on request
