Claire Bourdais

Ballaghmore

Borris in Ossory

Co Laois

0505 41176/087 2112616
clairebourdais@eircom.net
EDUCATION

September 2008-to date


Abbeyleix Further Education Centre

Business Secretarial Studies-Fetac 5
Word Processing


Information and Administration
Communications

Text Production


Work Experience


Customer Service

Health and Safety At Work

Computer Applications and








Information Technology Skills

September 2005-May 2006


St Sheelan’s College, Templemore

Tourism and Travel Studies-Fetac 5 (Distinction)
Business Administration
Communications
Customer Service
French

Local Tourism Studies
Word Processing
Work Experience
Reception

Tourism and Travel Studies
Tourism Awareness


2004-2005




Words Language Services, Dublin 4

Certificate in Translation (Special Merit)-English to French

Short documents

Computer

Marketing/Advertising/Tourism
Legal



General Business
Social/Political/EU

Science


Technical






1996-2001




University of Rennes, France and NUI Galway
Masters of Arts in English (Merit)
Subject of Thesis: Female Irish Emigration to America (1880-1920)
1990-1996




Lycée Auguste Pavie, Guingamp, France
Baccalauréat Littéraire (Leaving Certificate equivalent) (Merit)
Specialized subjects: Philosophy, French literature, English, German, Spanish, History and Geography.
WORK EXPERIENCE

March 2008-May 2008


Portlaoise Community Action Project

Project Worker (Part-time-6 week contract)

· Intensive research for the creation of a Welcome Pack for new migrants

· Capacity building and organisation of English classes for new migrants

· Translation of the Welcome Pack into French

March 2007-July 2007


Dunnes Stores, Kyle Centre, Portlaoise
Customer Service Sales Assistant
· Serving and assisting customers
· Dealing with the Customer Service Desk (refunds and exchanges)
May 2006-September 2006


Kilkenny Tourist Office

Tourist Adviser
· Advising visitors and answering their queries (on site, telephone and e-mail queries)
· Dealing with sales in the craft shop
· Translation of a brochure on the Kilkenny area into French
March 2002-January 2004


Grove Oil, Roscrea, Co Tipperary

Shop and forecourt manageress
· General managing of the premises

· Serving and assisting customers

· Organisation of staff rosters and wages, stock orders

1999-2001




Glenlo Abbey Hotel, Galway City

Part-time Accommodation Assistant
· Room Servicing

· General cleaning duties

INTERESTS AND ACHIEVEMENTS

I am a proficient user of Microsoft Office Word 2007 and Excel 2007, and Systran Professional Standard software.

I am also registered as a Community Interpreter with Context, Oranmore, Galway (since 2008).
I was a member of a Twinning Committee between France and Ireland from 1993 to 2003.  I give private tuition in French to second level students.  I enjoy reading, cooking, swimming, and I also have great interest in photography and French antiques.  I speak French fluently (mother tongue) and I have some knowledge of Spanish, German and Irish.

REFERENCES

· Mr Kevin Dowling, Superviser, Kilkenny Tourist Office, 05677 1500

· Ms Catherine Cowap, Manager, PCAP, Portlaoise, 05786 62646
