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Resume

PERSONAL DETAILS

Name:
Katie MICHEL (Pataki Katalin)

Tel. Number:
(61) 8 9485 0993 /(61)  414 950 634

Place of Birth
Budapest (Hungary)

Age:
23

Hobbies:
Sports (Martial Arts)


Reading

EDUCATIONAL BACKGROUND

1992 - 1996
High School


Budapest, Hungary
Tertiary Education

1996 - 1997
Advanced English Language Course (London – United Kingdom)

1997 - 1999
University - Eotvos Lorand Science University
Teacher Training Department


Subjects undertaken: English Language and Physical Education (Budapest – Hungary)


(Yet to be completed)

Aug. 00 – Dec. 00
TAFE – Word / Excel / Keyboarding courses

Jan. 02 - 
Curtin University of Technology (Perth, Australia)  Science and Engineering Faculty

Employment History

Feb. 01 - 
KPMG Australia (Perth)

Accounts Officer / Banking and Finance Division

            DUTIES:      -   Time recording, job processing, answering quires from internal customers, accounts receivable, producing reports on clients, maintaining data base, banking, billing and providing assistance to Accounts Payable. 

Oct. 00 - Feb. 01
Priority Appointments (Recruitment Agency) (Perth)


Accounts Assistant


DUTIES:   - Accounts payable, accounts receivable, bank reconciliation, invoicing clients, data entry, weekly payroll for 70 employees, petty cash reimbursements, answering enquires, providing administrative support for consultants.

Sept. 00
Miscellaneous short-term assignments (Perth)


(Delta Corporation, HPA)


DUTIES:       - Reception, mail sorting, data entry


July 00 – Sept. 00
NEC Australia PTY LTD (Perth)  


Receptionist & Accounts Receivable


DUTIES:       - Administrative Assistant.

- Office Allrounder duties.                 

Sept. 99 – June 00
David Hides Consulting Group Pty Ltd  (Perth) 

Market Researcher

DUTIES:
- Conducting interviews over the phone for different government bodies and corporate clients.

- Requiring focussed concentration for lengthy periods, excellent oral and written communication skills, punctuality and administration.

· Clerical, office work.

1997 - 1999  Working in several private language schools(Budapest)

English Language Teacher

DUTIES:

· Organising the curriculum for the whole period of the courses.

· Gathering my own teaching materials, resources, supplements etc.

· Keeping track of the improvement of all my students.

· Writing out tests, analysing results and improving weak points by using different teaching techniques.

· Implementing strong discipline and team work with 10-15 students.

· Using technical devices to improve better understanding of language and culture of English speaking countries.

1997 Budget American Car Rental Company (Budapest) 

Sales Representative 


DUTIES:
· Taking care of the bookings and reservations.

· Organising contracts.
· Data entry, administration of reservations.
· Dealing with all the foreign clients over the phone and in person.
· Issuing of reservation vouchers.
· General customer service(providing information about rental prices, insurance, checking the financial background of customers)
1996-1997 Working in London, U.K. as an Au Pair, while studying English at a college

DUTIES:

· Child care and general household duties (cooking, cleaning)

1992-1996 Working in different retail shops as Sales Representative and Sales Assistant. (Budapest)

DUTIES:
· Sales of goods. (clothing, newspapers and stationery products)

· Cash handling, shelf filling, ordering goods, keeping inventory.

These jobs involved great responsibility, accuracy, attentiveness and they required a very positive attitude towards customer service.

OTHER SKILLS

Languages:
Hungarian - Fluent


English - Fluent


Italian – Basic level


Computing:
 



Word 7 - Advanced



Excel 7  - Advanced


            SAP

MYOB  



Microsoft Outlook



Internet & E-mail

Curriculum Vitae
Katie Michel


