CURICULUM VITAE


Lyndsay Thrower


EDUCATION & QUALIFICATIONS





Teesside University


HNC in Building Studies 


ONC in building Studies


Middlesbrough Itec Training


RSA Claits


NVQ Level II in Business Administration


Ryehills School 


9 GCSE’s


Other Training


Construction Skills CSCS


TWUK CDM/EMS 


CDM/EMS Procedures


Designing Under CDM


LAMP


Community Lead Planning Core


Customer Engagement Negotiation


Customer Engagement Presentation Skills


Our Approach to Planning


Site Environmental Database


3 Day First Aid


Designer CPD Event


Plain English


3 day AutoCAD Training with Excitech in London


Construction (Design & Management) Health & Safety training


CSCS Construction Skills Health & Certificate


CIPS Introduction to Purchasing


Learn Direct Courses:


Customer Service Skills


Business Management


Leadership Skills











WORK EXPERIENCE





Current Employment





Taylor Wimpey North East (Aug 06 – Current)


Design and Planning Technician


Designing in line with CDM.


Design of housing developments.


Gaining planning permission for new developments within BU timescales.


Managing and prioritising workload in line with BU business profile.


Making informed decisions daily.


Investigating and seeking further information when an unfamiliar issue arises.


Problem solving when issues occur during construction.


Managing of community consultation events.


Managing consultants in line with business needs.


Production of working drawings and details.


Collating and production of Pre Tender and Site Starts drawing issues.


Understanding and Implementation of building regulations.


Assisting with customer care queries.


Working closely with Local Authorities, NHBC & Building control bodies.


Production of technical details.


Liaising closely with all business units departments, ensuring they are informed of any changes or decisions made.


Dealing with Customer care queries/issues.


Discharge of planning conditions.


All administration required for the role.





Previous Employment





Taylor Wimpey North Yorkshire (Oct 05 to Aug 06)


Personal Assistant to Production Director and Manager


Diary Management


Arranging of all staff training


Dealing with Site Managers and Assistants on a


	daily basis


Programming of Site time schedules/plans


Dealing with and typing of all correspondence


Preparation of onsite sales files


Preparation of Health and safety Data and


	Forms


Registration of all sites with NHBC


Drawing Issues


All secretarial duties





Able UK (Jan 05 to Oct 05)


Reception and General Admin


Reception duties


General office duties


All secretarial duties





Langbaurgh NHS Primary Care Trust (Jan 04 – May 04 Temp contract)


Secretary to Directorate of Public Health


Diary Management


Arranging Meetings


Arranging travel and Accommodation


Organising conferences


Typing of Minutes and all other Correspondence


General Admin Duties


Database Maintenance


Dealing with Telephone enquiries





Cockerton Club (Oct 04 – Jan 05)


Bar Staff 


Dealing with customers


Serving alcohol and light snacks


Opening and locking up of bar


Handling cash


Dealing with unsatisfied customers when manager is unavailable





The Perfume Shop (Nov 04 - Dec 04)


Temporary for Christmas Period


Counter Assistant


Dealing with customers


Advising on products


Dealing with stock


Handling stock


Handling cash











BORN:	09/03/1982


TELEPHONE:	07557272396


ADDRESS:	15 Abbey Green


                                                                Durhamgate


	Spennymoor


                                                                       Durham


                                                                   DL16 6PD











ABOUT ME





I am a happy person who gets on very well with others. I am a hard working, responsible, honest, reliable person who can work well as part of a team or of my own initiative.  I work to high standards and enjoy a challenge.  I work well under pressure and to tight deadlines. I have excellent organisational, interpersonal and communication skills and like to do my work to the best of my ability.  I am a fast learner and pick up computer skills and procedures quickly.  I enjoy my work and look on my employment as a career.

















INTERESTS





In my spare time I enjoy socialising with friends and family, I enjoy reading and snowboarding, I have an eclectic taste in music and enjoy attending live concerts.  I also enjoy travelling and gaining new experiences.














COMPUTER SKILLS





I am a competent user of the following packages:


AutoCad			         AutoTrack


Adobe Photoshop		         Microsoft Office


Microsoft Excel                                    Microsoft Word 


Microsoft Visio                                     Microsoft Access 


Microsoft Outlook                                Microsoft PowerPoint  Internet Explorer














Warranmace Engineering (Apr 99 to Jan 00)


Admin Assistant


Reception duties


General office duties


Payroll using Sage


Dealing with customer orders


Vehicle Maintenance (tax, MOT & servicing)


Maintaining job boards & specs


Hiring and off hiring of equipment





REFERENCES





John Foster


Technical Director


Taylor Wimpey North East


Rapier House


Colima Avenue


Sunderland


SR5 3XB


0191 516 5400





John Driver


Land Director


Taylor Wimpey North East


Rapier House


Colima Avenue


Sunderland


SR5 3XB


0191 516 5400








Previous Employment Continued





Meridian Business Support - Mar 04 - Nov 04


Service Consultant (Construction and Industrial divisions)


Resourcing for qualified trades


Servicing client and candidate requirements


Registering and interviewing new candidates


Sales leads


Sales calls


Payroll


Database maintenance


General office duties


Manning telephones





Siemens Power Generation - Teesside Power Station (Apr 01 - Mar 04)


Office Manager 


All office duties


PA to Project Managers


Manning telephones


Arranging of all travel and accommodation requirements


Arranging all corporate events


Dealing with queries in absence of Project Managers when overseas


Procurement (from stationery to parts and labour)


Invoicing


Stationery management


Payroll for 100 onsite contractors


Control of parts leaving site and re-entering once refurbished


Updating parts database


Liaising with onsite client 


Resourcing


Dealing with petty cash and expenses


Dealing with customer on a day to day basis


Mail distribution


Typing of all correspondence


Arranging worldwide haulage needs





Dukedom Limited (Jan 00 - Apr – 01)


Reception/Admin Assistant 


General reception duties


General administration/office duties


Switchboard duties (dealing with general public queries and complaints)


Purchasing


Checking staff hours


Controlling staff personnel files


Issuing contracts


Dealing with maintenance of 18 outlets


Design, printing and distribution of tickets and flyers


Typing of all correspondence





CoverCat Spray Systems (April 99 to Jan 00)


Admin Assistant


Reception duties


General office duties


Purchasing using Sage


Dealing with customer orders


Vehicle maintenance (tax, MOT & servicing)


Maintaining job boards & specs


Packing goods ready for distribution


Hiring and off hiring of equipment


Printing, binding and distribution of company brochure












