Gillian Childs Curriculum Vitae

Name


Gillian Childs

  


Address

96 Paignton Avenue,






Monkseaton,



Newcastle upon Tyne,



NE25 8SZ.
Status
    

Single, home owner with 2 independent children

Mobile


07939 227 475       
Email  gillianchilds3108@gmail.com
Key skills and experience
· Well-connected and adept networker
· Confident presenter in meeting and training environments

· Ability to work with Local Governments, Funding Agencies and Enterprise Partners 

· Tried and frequently tested corporate communicator and persuader
· Track record of success in delivering training and apprentice services
· Administration of project, people and management processes

· Effective care, management and coaching of teams 
· Competent with both Microsoft Software and IT infrastructures
· Managing and delivering induction training for managers and supervisors
· Budget management and administration 

· Driving Licence – Full

Personal Profile
Throughout my 26 year career I have worked directly with the service users and clients, Members of the public, Representatives of local government, Academics, Business Owners and CEOs.  Within a wide range of job roles, I have demonstrated an ability to successfully work both in teams and independently.  My ability to learn and adapt is key to my career success alongside the pleasure I get from the identification and delivery the best result possible.  
From 2004 to 2011 I was Training Supervisor in Business Administration and IT for Palmersville Training the apprenticeship arm of Barnardos.  While responsible for the training, motivation and support of young people studying for vocational qualifications, I was involved in every aspect of the training process.
From 2011 to the end of 2017 my role was Employer Engagement Officer at Palmersville Training.  In this position I was responsible for the growth of the regional apprenticeship programme and to source funding streams and funding partners through local Business Forums, Local Enterprise Forums and Local Council.  The task was to find potential employers and apprentices and to sell them both the apprenticeship concept. This work pivoted on effective communication, people management and persuasion, and knowledge of labour market, funding schemes and employer initiatives. To successfully create vacancies, recruit suitable learners and close the contracts, I had to provide robust advice and guidance to all parties. This gave me experience of successfully delivering to steep performance targets in a market that has now significantly changed.
I also enjoy good hearted competition in my social life and have taken part in the Great North Run, Kielder Run Bike Run, Northumberland Tri Athlon and 100 mile non stop endurance cycle ride.  I am also a volunteer Cycle Guide where I plan, deliver and support guides rides for all abilities around the local area and further afield.
Qualifications and Certification 

I am proud of being a lifelong learner as this list of achievements demonstrates:

· OCR L4 Diploma in Advice and Guidance
· C&G L4 Diploma in Employment Related Services
· IOSH Working Safely
· EDI L4 Award in Conducting Internal Quality Assurance 
· University of Sunderland Certificate of Education
· C&G 7318 Teaching Certificate
· HNC Computing (Business Information Technology)
· NVQ III Administration
· A1 Assessors Award 
· MIDAS Minibus plus Trailer
· Adult Literacy & Numeracy L1 & L2
· European Computer Driving Licence

· Barnardos inhouse – 
· Safeguarding
· Equality and Diversity

· Prevent and British Values
· Effective Presentation Skills

· DfES Standards Unit Business and IT

· Food Handling and Hygiene
· First Aid
· Practitioner Service Information Recording
· Personal Safety Awareness
· Fire Safety Awareness

· H&S Display Screen Awareness

· Membership of Institute for Learning

Career:

April 2011 – Dec 2017
Barnardos Palmersville Training





Employer Engagement and Contracts Officer

As Employer Engagement Officer I had responsibility for the promotion and development  of apprenticeships within the 16 – 24 sectors.  Duties were to establish, build and maintain relationships with employers, recruit apprentices, promote the training opportunities we deliver and offer a robust advice and guidance to meet the needs of the employer and learner. To source sub contractor opportunities and funding streams relevant to our programme of delivery, network and build up Business to Business contact, to ensure delivery met audit and funding guidelines and to work within the contractual obligations of Government Funding.
I also liaised with the delivery staff regarding the employer’s requirements while continuing to monitor the process and maintain the client relationship throughout the apprenticeship.  I was also required to manage the administration of the Service Level Agreements and Health & Safety contracts with Employers. 

October 2004 – April 2011
Barnardo’s Palmersville Training





Training Supervisor – Business Administration & ICT
As Training Supervisor for the delivery of Administration and ICT I had keyworker responsibility for a caseload of young people following Study Programme and Programme Led Apprenticeships.  My duties involved learning reviews, creating action plans and providing support and mentoring.  This was achieved by planning and facilitating training sessions to build up a portfolio of evidence.  Monthly reviews were also scheduled with learners and employers to ensure achievement targets set by the awarding bodies were met and maintained.  I also liaised with the Personal Advisors from Connexions to ensure that they were fully aware and were part of the young person’s progression.

January 2003 – March 2004
Barnardo’s North East Regional Office





Administrative Office

As Admin Officer I reported directly to the Assistant Director of Finance and Administration.  My duties included being a contact point for IT Services such as networking, pc repair and upgrades as well as Health and Safety responsibilities for the building.  In addition to this I had line management responsibility for the Maintenance Technician, budget monitoring and induction training. I also supported all levels of staff on the implementation of the new internet based document management system that was completely different to the previous filing structure.  

October 1995 – Jan 2003
Barnardo’s High/Scope Initiative





Administrator 

As Administrator for the High/Scope Initiative I had responsibility to promote and recruit candidates onto training courses and to support the training staff in the design of training resources, flyers, handouts, newsletters and other publicity material. Duties included letters, attendance registers, mail-merge, word processing tasks as well as filing, post and telephone work.  In addition to this I set up the filing system within the new document management system and organised the transfer of existing data. 
Nov 1991 – Oct 1995

Kirkwood Neighbourhood Centre



Secretarial Assistant

As Secretarial Assistant at Kirkwood Neighbourhood Centre I supported the Project Administrator and Project Manager and duties included banking, registers, minute taking, producing resources for the various groups plus reception duties. I gained experience and awareness of working within a child care environment in areas such as Safeguarding and Child Protection Procedures, Equality and Diversity, Statutory Regulations e.g. Ofsted, Client Recording and liaison with a range of other Voluntary and Statutory Agencies.  
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