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PERSONAL PROFILE

Rena is a hard working, conscientious woman who has gained experience in a wide variety of working environments both in the UK and Canada.

Rena is a first class organiser with good administrative skills and is highly articulate which together with an effervescent personality and great enthusiasm enables her to communicate well at all levels.

Having completed her Early Childhood Development Diploma ECD in 1987 she has had considerable opportunity to express her warmth, compassion and understanding in organized pre and after school programs, working with children that have special needs and with Seniors in a residential setting. That coupled with her own experience as a mother has gained her those insights that no amount of classroom training can provide.

Rena sets herself high personal standards and is fully committed to all tasks undertaken. She regularly utilizes something that is highly under-appreciated, common sense with a liberal dash of humour.
CAREER HISTORY
Health Care Support Worker

Alpha Hospitals, Sheffield
May 2011 – Current
In working as part of a team of mental health professionals in a low security setting ensuring at all times the positive approach to patient recovery. Monitoring and recording within various timed checks on patient mood, general presentation, health concerns and safety issues.
Security checks within the ward and communication within the team. 
I am trained in the correct application of MAPA. 

Escorting patients within and without hospital settings to appointments and leisure activities at all times and being aware of confidentiality and patient sensitivity.  Engaging patients in general activities and conversation and providing a therapeutic diversion from the tensions they are under. An awareness of the policies and procedures within the Alpha Hospital and with the various stages of diagnosis and recovery from illness.
Head Housekeeper

Alpha Hospitals, Sheffield
 May 2010 – March2011
A ‘hands on’ position overseeing the team of cleaners dedicated to the cleanliness, hygiene and appearance of the hospital encompassing the offices, wards areas, bathrooms and general usage areas throughout the hospital.

Responsible for the ordering and delivery of stock, maintaining linen supply, informing facilities and maintenance of any issues, development and training of housekeeping staff, approval of holiday times and covering of absences. Having an awareness of health and safety issues, and confidentiality at all times. 
Customer Service Advisor/Letting Agent

UNITE

August 09 – October 09

Greeting prospective customers, primarily university students, selling the advantages of letting via Unite, addressing any concerns and closing the rental agreement. Taking of deposit payments and inputting data to move contracts to complete and checked in status. Ensuring after sales care by informing the customer regarding procedures of computer hook up, using online maintenance reports and safety-security issues.

Pharmacy Porter

Northern General Hospital

February 08 - July 09

Timely secure and documented delivery of medications throughout the various wards, ensuring hygiene practises were followed in critical areas and maintaining good relations and communications with other inter-departments.

Catering Assistant

Baxter Storey 

August 08- December 08 

Duties included working both in the Hospitality section of ensuring the setting up of meeting rooms and banquet facilities for client-lawyer meetings with refreshments and lunches. Communicating with the kitchen of any shortfalls and last minute add-ons. Awareness of health and hygiene and appearances.

Help Desk Administrator

NHS - Property Maintenance Division

February 08- April 08

Duties included intake, logging of calls and dispatching of applicable tradesmen pertaining to emergency maintenance situations within the Royal Edinburgh Hospital Estate. Scanning and inputting of months of backlog of maintenance sheets into updated system

Data Input Operator

UPS Couriers
March 07 - February 08 

Duties were to input tracking information of parcels that arrived, their appointed delivery trucks, and labelling, sorting. To ensure that drivers arrived with returns and re-designated deliveries for next day. Also to track down via months of hard-copy files the whereabouts of missing or late deliveries and to log findings.

January 06 - March 07 

Returned to Canada to initiate the sale of my home

Office Supervisor/Ticket Seller

Edinburgh Bus Tours

May 04 - December 06 

Duties were to create the interest in potential passer-by customers with face to face promotion, dealing with cash and credit card sales, acting as bus conductor in safely loading and unloading passengers and dealing with any customer complaints. End of the day duties were the logging and banking of cash, credit card and vouchers taken. Was promoted to an office supervisor position within the office. Duties include the allocating of shifts for bus drivers, ticket sellers and tour guides. Logging of shifts onto the computer data base and printing out hard copies for the morning duty officers. Dealing with cash floats, ticket machine readiness and logging off, security of the building after hours until 1am. Answering queries and complaints of Edinburgh Bus Tour customers and Lothian Bus customers on route enquiries, passing on any sales leads and communicating with other divisional areas and departments.

Public House Manager

McGowan's Irish Pubs

September 03 - February 04

Average working week was 110 hours. Duties included absolutely everything from opening and closing the pub, the ordering of stock from suppliers, cellar maintenance, cleaning, personal responsibility for all cash, bookkeeping and banking, till operation with nightly X<Y readings, serving of customers, dealing with security issues such as drugs, under-age and door control. Selection, hiring and training of staff in all the above issues. The basic turn around of a troubled pub into a viable neighbourhood venue.

Assistant Manager Trainee

Wolverhampton and Dudley Brewery

March 03- September 03 

Duties included the acquiring of the necessary training in front and back of the house duties in key with the large brewery chain pub/eatery expectations. Using multi screen menu, beverage dispensers, hygiene, stock auditing, ordering via computer input, learning multi screen meal menus with very hands on experience in the kitchen, and all other customer service duties as required

Private Housekeeper/Nanny for the Keane Residence

Oxfordshire

August 01 - July 02

Daily management of a household, cooking balanced meals, assisting with cooking for guests on occasions, all the domestic duties of laundry, shopping, cleaning, care of the plants within the sun-room. Daily care of four brilliant children ranging from ages of 3-13; including school runs into Oxford and Abingdon, 24 hour care when required, and walking their gorgeous dogs.

Self employed gardener

The Potty Gardener

July 01 - November 02 

Self marketing of a small scale residential gardening service, implementing customers gardening ideas from initial planning on paper to hands on planting and weekly care of lawns and flowerbeds.

Customer Service and Plant Assistant

Berkeley Garden Centre

May 01 -August 01

Duties were Daily stocking and replenishment, display, watering and weeding of plants in a busy garden centre, answering any queries from customers on location and plant suitability and potting up hanging baskets to order.

Greenhouse worker/Plant Propagation

Toons' Market Garden Centre

February 01- April 01

Working within a team environment, laying out soil trays, cutting of mature plants for snippets, dibbing imported cuttings, pricking out seedlings and potting of baskets for consumer markets.

Line Operative/Line supervisor Trainee

Kerry Foods

October 99- March 00

Duties as a line operative were dealing with the correct weights and measuring of cold foods for the ready meals markets, awareness of health and hygiene at all times. As a Line Supervisor Trainee supplying the line with correct raw materials and packaging items, documentation of temperatures and weights, hygiene and quality control.

June 84 - Aug 99

I have an extensive work history, from when I lived in Canada, which is attached as an extra page.

EDUCATION AND TRAINING 

· Journalism Studies at Telford College, Edinburgh, Scotland - 2007-2008

· Management Trainee, Wolverhampton and Dudley Breweries - 2003

· Diageo ESP (Every Serve Perfect) - 2003

· Guy Simmond's Cellar Management, Inn Business Licensed Trade - 2003

· British Institute of Inn Keeping National Certificate - 2003

· British Institute of Inn Keeping Awarding Body Induction Certificate - 2003

· Excellence in Service Retail Training - 1999

ADDITIONAL INFORMATION

I hold a Full Clean UK driving licence
HOBBIES & INTERESTS
Above all else is my own family. I have a wonderful daughter, married, and with an adorable daughter of their own, so yes I'm a dotting and totally unbiased Rocking Granny! Beyond my family I enjoy gardening, photography, travelling, stained glass and writing. Music is a big part of my life. I spent two years as an internet D.J. with Edinburgh's University radio station, with various shows of my own and hope to do community radio again. I'm a good swimmer, although I turn into a 'Mark Spitz’ clone if I even think there is a shark in the vicinity. I love hiking, camping, cross country skiing and have managed to get back on a bike after umpteen years, proving the rule one never truly forgets. Despite my own two left feet I am in the process of learning to jive dance and attempting to add more grace into my life with Tai Chi exercises. I’ve recently passed my motorcycle license and hope to soon have my own 125 cc.
REFERENCES

References are available on request.

CAREER HISTORY, CANADA

January '99- August '99 

Customer and Retail Assistant

The BookShop, Medicine Hat, Alberta 

April '98 -October '98 

Club House Supervisor/Bartender

Paradise Valley Golf Club, Medicine Hat, Alberta

September '97-May'98 

First Year Apprentice Bricklayer

JK Godic Bricklayers, Medicine Hat, Alberta

February '95 -August '96 

Bagel Mixer

Bagel's n' More, Medicine Hat, Alberta

February '94 February '95 

Lease Operator Manager

Moby Dicks' Fish and Chips Restaurant, Medicine Hat, Alberta

October '92 - February '94 

Residential Aid and Care Worker

Medicine Hat Association for the Mentally Handicapped, Medicine Hat, Alberta

August '90- October '92

Front Desk Reception and Head Housekeeper

Assiniboia Inn, Medicine Hat, Alberta

March '87 - June '90

Professional Realtor of Domestic Property

Century 21 Real Estate, St.Albert, Alberta 


June '84-February '87

Registered Childcare Worker

St. Albert Day Care Society, St. Albert, Alberta

