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ASTALL
Employment specialist I Personal Development I Professional Training & Coaching I Mentor I Teaching & Support
A strong leader who motivates and encourages others. A well - presented, intelligent, highly focused individual.
Sarah has excellent interpersonal and outstanding organisational skills, with strong managerial skills, ability to coach and
train. She works well with others and possesses a record of delivering great service. A disciplined, reliable and
dependable individual who is dedicated to taking on new challenges, always with a strategic and analytical approach.
A devoted and credible advisor, who determines and focuses on her goals and objectives to ensure tasks set are always
achieved with maximum results. Sarah can build rapport and trust, with a motivational, flexible approach, whilst solving
problems and responding appropriately to a variety of situations.
Is proficient in using Microsoft Word, Excel, PowerPoint, as well as various Databases, Learning Management Systems,
CRM systems, programme, Adobe, Canva and various software packages.

Employment history
Employment Advice Coordinator
Bracknell Forest Homes
Bracknell Forest Homes is a housing association which owns and manages around 6,000 rented homes, including 400 sheltered
housing flats, as well as 1,100 leaseholder properties.
They set up in February 2008 following the successful ballot of tenants and leaseholders to transfer homes from Bracknell
Forest Council.
Bracknell Forest Homes work and engage with suppliers who share visions and values of being ambitious, innovative and
focused on offering value for money without compromising on quality of goods, works and services provided to their
customers.
My Key Responsibilities were:
❖ To organise and monitor work placements for customers within Bracknell Forest Homes.
❖ To develop strong relationships with local employers who may be able to increase the work placement provision.
❖ To work within the parameters of Bracknell Forest Homes' community learning contract with Bracknell Forest
Council, by working within their framework and completing set paperwork in a timely manner.
❖ To effectively keep records of customer contacts and outcomes.
❖ To link in with other Community Investment projects and local partners wherever possible.
❖ To assist in ensuring Community Investment is embedded in everyone's work at Bracknell Forest Homes.
❖ To support and work closely with the Community Investment team in the delivery of future service improvements
and requirements.
❖ Maintain useful links with other professionals through relevant forums
❖ Ensure compliance with good Risk Management Practice.
❖ Manage the volunteer onboarding and recruitment process
❖ Marketing and communication for community investment via social media
❖ Adhere to the Association's Health & Safety Policy, associated reference guide and any departmental guidance.
❖ Support involving customers directly in the service development and attend resident meetings as required.
My biggest and proudest achievement within this role was setting up and executing a robust, structured, employment support
programme with a holistic approach to Bracknell Forest Homes customers and those within the community. I
Identified and contacted external organisations to work in partnership with to deliver fundamental training to job seekers,
supporting them back in to work. These organisations included Three, Links 2 Leads, Santander, Citizens advice Bureau, The
Open Learning Centre, Job Centre Plus, Kerith Church, Smart Works and Oracle Software. These sessions delivered included,
Budgeting awareness, Digital inclusion, LinkedIn, Social media training and other employment related training sessions.
This strategic and focused approach to the employment programme offered innovative support and gained customers
commitment to attending the programme and successfully moved in to meaningful work.
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Training & Development Coordinator
Energy Kidz Ltd May 2016 – Present
A leading provider of out of school childcare with Breakfast, After School and Holiday Clubs for primary school aged children, Energy
Kidz run Outstanding, Ofsted registered clubs in schools across the South East, delivered by enthusiastic and passionate play workers
and sports coaches.
My main duties were to increase the level of relevant skills and knowledge within the Energy Kidz workforce, through provision of
training and learning support to staff and managers. This position required an organised yet innovative approach to training and
development. The focus was on ensuring all out of school club workers had completed their necessary training, including First Aid,
Safeguarding, Early Years Foundation Stages, General awareness, Food Hygiene, Continuous Personal Development training,
communication skills and induction support. However, there were areas of development which included other topics as appropriate.
A key achievement was developing company training modules and staff inductions for new and existing staff. I created and
designed online training for over 500 employees cradle to grave, using a Learning Management System. I designed the
content and certificates using iSpring and Scorn, then uploaded them to the online system to create an interactive and
stimulating training experience. This training system proved essential to the business, it was user friendly, mobile and tablet
accessible, easy to read and to identify training opportunities or areas of strengths for individuals, which made the
Continuous Personal Development training selection for staff much clearer to determine, holds a clear record of staff
certificates, validity of the qualifications and sending direct reminders to staff and management when refreshers are needed,
saving much time and money for the business. I also took the initiative to modify the training providers of the Paediatric First
aid 12-hour training, food hygiene and Continuous Personal Development to transform the quality, organisation and tracking
of individuals training. Additionally, I worked with these advanced providers to create an online dashboard which enabled
management to track staff training progress and be reminded when staff qualifications were due to expire. This change of
provider saved money, time and stress that was involved with the previous recording method of an excel table.

Employer Relationship Manager & Employment Coach Berkshire, Oxfordshire and Buckinghamshire
Shaw Trust May 2013 – May 2016
The Shaw Trust mission is to focus on people who experience barriers related to disability, health and other disadvantage, providing
personalised support to enable them to work, gain independence and control and contribute to family and community life.
The responsibilities of this role are to enable clients who experience disadvantage relating to disability, health and other
challenges to gain employment, independence, and inclusion control over their lives. Employer Engagement Consultants
represent all employment programmes seeking out employers, representing bespoke recruitment solutions, maximising
placement opportunities, meeting predetermined service delivery and vacancy/outcome targets. As an Employment Coach,
to play a key role in the organisation, by progressing participants on the training programmes into sustainable employment
by Guiding and encouraging participants to develop their confidence and employability skills and offer appropriate
information, advice and guidance to help them overcome their barriers to work.
One of the most successful programmes I managed and executed was the “Bridging the Gap” opportunity. This was a six-month,
funded programme for customers who had the most barriers back in to employment, which offered the paramount opportunity for
these individuals to gain some experience of paid work, references and ultimately permanent paid employment. I approached an
Organisation called the Community Furniture Project, whom I worked with throughout my career at Shaw Trust and formed an
excellent working relationship with. I began with a contact of a Landscape Gardener and networked within the company which
resulted in working closely with the Director and Managing Director, to ensure we were giving the unemployed community within
Newbury and Basingstoke the most appropriate support possible back in to employment. I maintain an excellent dynamic, working
relationship with the Community Furniture Project and continue to support their supported employment programme in my spare time.
I placed circa thirty customers in to paid work through the Bridging the Gap programme at The Community Furniture Project and
working as a team with the same vision and goals in mind twenty-five of those customers sustained in employment after the sixmonth period. I worked across many job roles while delivering the project and evidenced I could prioritise and manage tasks and
workloads, was versatile and flexible and could motivate others and mentor individuals.
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Nine sharp I.T recruitment June 2012 – May 2013
Development Recruitment Consultant
Nine sharp is one of the UK's leading specialist recruitment agencies. They provide high quality Interim and
Permanent professionals across the UK and within their diverse vertical markets, such as IT, HR, Finance and
Marketing.
Working as a permanent I.T Development consultant, main responsibilities were attracting candidates and matching
them to permanent positions. Working closely with client companies, building relationships to gain a better
understanding of their recruitment needs and requirements. Attracting candidates by drafting advertising copy for
use in a wide range of media, as well as by networking, headhunting and through referrals. Screening candidates,
interviewing, doing background checks and finally matching them to clients.
I specialised in new business hiring I.T staff. I successfully recruited McLaren and Red Bull Racing as a Flag Ship accounts,
delivering their I.T recruitment needs including managing a S.A.P transition company wide, this project resulted both
contract and permanent employment placements. As a focused and strategic advisor, I listened and understood my
client’s requirements ensuring I could source them the best candidate for the roles. In one calendar month, my own
business revenue totalled £37,500 and I regularly won incentive competitions and holidays.

Premier Group Recruitment
Recruitment consultant December 2010 – May 2012
Working as an I.T recruitment consultant for a privately owned, successful I.T specialist recruitment company. Specialising in
permanent I.T development recruitment.
During my service with Premier, I was successful in being awarded with Consultant of the month, Rookie of the year, 20k and
30k a month clubs and won many incentive trips for my consistent commitment and performance, succeeding targets and
obtainment of new business.

Estee Lauder Companies
Account Executive February 2002 – December 2010
The Account Executive is responsible to drive and build retail sales and market share for the region while staying within the
budgeted guidelines for selling costs, other responsibilities included:
❖ Managing the execution of annual sales plans by brand for the region to include sales, market share, and
demonstration objectives.
❖ Driving retail sales at the store level.
❖ Building in-store relationships with all levels of management and selling teams.
❖ Developing a Dedicated events calendar and implement, along with merchandising objectives, with in-store selling
teams.
❖ Selling company programs to store management and receiving support for execution of the company Sales and
Marketing and Events calendars.
❖ Recruiting, training, motivating, and developing people; the company's greatest asset.
❖ Educating the selling teams and account sales staff about the company's goals, visual merchandising directives and
product knowledge.
❖ Providing direction to Account Coordinators and Beauty Advisors regarding company goals and objectives.
❖ Formally reviewing job performance for all employees annually.
❖ Providing ongoing feedback and coaching to Beauty Advisors.
A proud accomplishment was organizing and delivering a monumental Make – up artist event for Estee Lauder in Selfridges
London, a Flagship store, arranging external and internal, top professional artists to support in store make up tips and
applications, to promote the latest trends and increase sales which resulted with a +115% on the previous year’s sales. I also
volunteered much of my time to support the Charity, look good feel better that helped women diagnosed with and receiving
treatment for Cancer to help boost confidence and self-esteem.
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Interests
I attend regularly attend Little Muddy Boots, Little Muddy Boots is a unique garden and nature club for 2 to 5-year olds. Each
session is different and packed full of new things for your little ones to explore and learn about. From growing bean tepees,
pond dipping, making weather stations, to drilling bee homes.
I also support The Community Furniture Project. They sell a wide range of re-used, donated furniture and household items,
including sofas, tables, chairs, beds, wardrobes, fridges, freezers, washing and machines. In the spring/summer months,
flowers, fruit and vegetables grown at the Growing 2gether project. I support volunteers and employees with disabilities or
barriers back in to employment.
Community involvement and collaborating with others is something I hold a great passion for.

References:
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Level 3 Award in Education and training
Level 3 Award in Employment Related Services
An Enabling Learning Environment
Managing Behaviour
Child Development
Self -Evaluation
Health and Safety in Early Years
Understanding Leadership and Management
Managing People
Understanding the Revised Early Years Foundation Stage
(EYFS)
Health and safety in the workplace
Managing Safeguarding
Asperger Syndrome
An introduction to conflict management
Managing Health and Safety in the Workplace
Advanced conflict management
Anaphylaxis Awareness Training
Safeguarding of Children (Child Protection) Training

Bracknell Forest Homes.
Daniell Lane
Community Investment Manager
Tel: 07714581187 Email:
Danielle.lane@bracknellforesthomes.org.uk
The Community Furniture Project.
Joe Mckay
Project Manager Tel: 01635 43933. Email:
joe@cfpnewbury.org
ninesharp recruitment
Marcus Glover
Managing Director Tel: 01628 771 811 Email:
m.glover@ninesharp.co.uk
Cloud nine recruitment
Lee Smith
Director and Line manager Tel: 01628 617 511 /
07961717457 emails: l.smith@cloudnineuk.com
Shaw Trust
Sam Peplow
Operations Manager Tel: 0345 234 9675 Email:
sam.peplow@shaw-trust.org.uk

“Sarah is a natural people's person, someone that I regard highly as a professional that takes pride and
devotion in everything she does. I managed Sarah and I can honestly say is one of my successes in my time in
management. Highly motivated, unquestionable attention to detail and is someone that will give her all to
achieve her goals. If the opportunity came about to have Sarah under my wing again, I'll snap her up in a
heartbeat.” (Lee Smith – Cloud nine recruitment)

“Sarah is a very competent adviser with a lot of knowledge in the recruitment industry. Sarah encourages and
supports me whilst I am actively seeking employment. Sarah is helping me to improve my IT skills and
teaching me to use social media to find a job. I highly recommend Sarah to anyone needing help to get back
into work.” (Patricia Blyth – Client Accountant at Cluttons”
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