
 

          

 

 

 

 

  

 

 

Letchworth Arts Centre November 09 - Present    

Description of role 

- Ideas generation and presentation, helping organise future events. 

- Creating and updating social network group –continually documenting goings on and advertising events/courses. 

- General administration duties, manning the reception desk, contacting people/companies about projects or for information.  

- Dealing with general enquiries and encouraging gallery and course/event sales. 

- Assisting with art classes for children,  

Achievements - 

- Working as part of a passionate and talented team to gain an understanding of the running of an art centre and the 

organisation of events. 

 

WW2 Memories Book March - May 10  

Workshops working with children’s author and illustrator James Mayhew.    

 Description of role  

- Conducting illustration workshops with year 6 students within schools using memories of WW2 from local residents 

- Instructing and encouraging children to translate memories in their own style while mastering the new technique.  

Achievements 

- Using the children’s illustrations to illustrate the memories within a book and on the cover.  

- Using Photoshop to produce layouts for pages and effectively illustrate memories using appropriate drawings 

- Working as a team at a fast pace to a continually developing brief.  

 

Film Workshops   March - April 10 

Description of role  

 - Working with film maker Mark O’Sullivan and a local secondary school to produce a film about life during WW2. 

- Research on internet and telephone. Establishing interviews which helped us appreciate the value of the memories 

Achievements  

-  Working interactively with 16-18 year olds, communicating what they wanted to say through the chosen medium. 

- Gained appreciation of the importance of initially forming a relaxed atmosphere to put people at ease and create a 

comfortable, ideas generating work environment. 

 

Advocate Art, Illustration Agency Internship   Feb - March 10        

Description of role  

- Working among an established and talented team assisting with client requests and admin duties. 

- Confidently producing collections of artists work from established database using client briefs 

Achievements  

- Working within a very fast paced environment I learned to use their computer programs quickly and effectively, prioritising on 

different assignments.  

- I was trusted to work on the designing of live projects and the creation of online social networking pages. 

- Gained an in-depth sight into the workings of a design agency and an understanding of the development of market trends. 

 

 

Mobile    07792148558 

Home      01462 647037  

Email       contact@scarlettrebecca.co.uk 
 

Curriculum Vitae 

I am a very friendly person who loves to work as part of a team and I bring a good sense of humour to any 

atmosphere. I am hardworking and organised with excellent attention to detail.  I thrive under pressure and I am 

self - motivated to work independently. I have fantastic ICT skills and I pride myself on being a fast learner. 

 Address     

16 Lynton Avenue  

Arlesey 

Bedfordshire 

SG15 6TT 

 

   

 

Date of birth  17.06.88 

Driving license Full and own a car  

 

Health    Excellent 

I have an enhanced disclosure (CRB check) 

 



Housekeepers of Hitchin Ltd & Eco Cleans  August 08 – Feb 10     

Description of role  

- providing cleaning service for residential homes and some commercial cleaning 

- working as part of a team to a high standard and within strict time limits, taking the initiative to prioritise areas. 

 

Bedford Summer College - Workshop Teaching Assistant    August 09  

Description of role  

- Assisting tutor of fashion print workshop with 13 – 18 years old instructing use of screen print methods and machinery, 

translating their designs into achievable goals. 

Achievements 

- Developed good understanding health and safety issues and the importance to a safe, smooth running workshop. 

- Communicating effectively with students, encouraging them to develop their creativity. 

 

Pell & Bales Group (charity fundraising) May – July 08     

Working in a call centre environment telephoning existing charity supporters to encourage them to increase their donations. 

This role greatly increased my confidence in my telephone manner especially in talking to people who were not expecting the 

conversation (not cold calling) and on sensitive personal topics. 

            

Caffe Nero, Hitchin   Aug 07 – April 08 

Description of role 

- Managing a small team, making sure everyone was working to a high standard and was understanding and happy with their 

role while optimising sales through displays. 

- Involved paperwork and cashing up/banking duties 

-Identifying team weaknesses and quickly problem solving in a friendly manner especially with customers. 

Achievements  

- Quickly rising to Shift Leader and Maestro status – coaching trainees to high standards  

- Confidently running shifts within a fast paced high pressure environment. 

- Gaining 90+% score for a mystery shopper report. 

Gothic Mede Lower School & Etonbury Middle School (Volunteer) 2006 

I worked with small groups of children aged 4-13 developing their communication in a creative way. Observing qualified 

teachers I gained an understanding of the profession and how the development of the children affects teaching structure. 

 

Needle & Skin Tattoo Parlour (Volunteer) 2005 

I gained valuable experience of the tattoo artist’s profession and the running of a small business. The importance of patience 

and practice was demonstrated daily and I became comfortable conversing with people from all walks of life. 

 

 

Education & Qualifications  

HND Fashion and Textile Design - Bedford College 2009 

BTEC Foundation & NCFE - Art & Design – Bed ford College 2007 

A levels – Art A, Design Technology B, Psychology C – Samuel Whitbread CC 2006 

‘11 GCSE’s grade A-C - Samuel Whitbread CC 2004 

 

Technical Skills   

Computer Programs I am experienced with:  

MS Office - Word, Excel, Publisher, PowerPoint and Access. Cumulus 7.  Filemaker Pro. 

Adobe Photoshop, Illustrator and some InDesign knowledge. Corel Painter.  

I have a good working knowledge of screen printing processes and a range of textile machinery. 

  

Leisure Activities 

Drawing, lino printing, baking, reading, juggling, cycling, swimming and rummaging through charity shops. 

 

References available on request. 


