Miss Edwina  WONTNER

Email:
 

edwina.wontner@dti.gsi.gov.uk (Work)
edwinawontner@btopenworld.com (Home)
Date of Birth: 

2nd March 1975

Nationality:     

British

CURRENT ROLE

October 2001 – to date
Intranet Administrator (Department of Trade and Industry, London)

	Job involves:
	· responsibility for content management and development of British Trade International’s staff intranet.

	
	· delivery of internal staff IT training courses both in the UK and overseas

	
	· customer-facing role as member of enquiry unit team working on library issue desk and in the telephone enquiry unit

	
	· line management responsibility of two members of staff

	Skills gained:
	· Presentation skills

	
	· Ability to work in a team

	
	· Practical experience of staff management


WORK HISTORY

2000 – 2001

Library Traineeship (Laval University, Quebec, Canada)

Job involved working as part of the team involved in implementing DRA’s Taos library management system, developing documentation and training and developing an online web index to scientific property data

	Skills gained:
	· arranged placement on own initiative involving organising and planning

	
	· working and communicating in a French-speaking environment

	
	· analysis and report writing skills

	
	· ability to work in a team

	
	· Presentation skills


1999 – 2000
Evening Library Assistant (St Barts and Royal London Hospital, Queen Mary and Westfield College, London)





Job involved responsibility maintaining the evening issue desk service.

	Skills gained:
	· ability to work unsupervised, demonstrating reliability and responsibility

	
	· communicating effectively with day time staff members


1998 – 1999   

Graduate Trainee Librarian (University of East London, London) 



Job involved being a full part of the library team as part of a structured training programme including maintaining an issue desk service, frontline IT support and cataloguing.

	Skills gained:
	· flexibility in response to changing needs

	
	· accuracy and attention to detail 

	
	· coping under pressure


KEY SKILLS GAINED
· Excellent organisational skills

· Able to meet deadlines

· Specialised editing / writing / proof reading skills

· Written and oral communications

· Internet Researcher

· Good customer care

· Organised a new library filing system
EDUCATION AND QUALIFICATIONS

1999 – 2000

CITY UNIVERSITY




MSc in Information Systems and Technology

Courses included Database Systems, Systems Analysis and Design, Knowledge Management, Systems Analysis and Design, Human Computer Interaction and Networks and Communications




Dissertation
“Web Personalisation: The User Perspective”

Compiled and distributed comprehensive questionnaire

Statistical analysis using SPSS package

Compiled 80 page report 

Gained project and time management skills 

1994 – 1998

MANCHESTER UNIVERSITY



        

B.A.(Hons) in History and French 

2:1 class obtained
Courses included French language, literature, culture and film, and medieval and modern history

Dissertation
“The stance of the Church of the Province of South Africa (CPSA) in relation to the social, political and racial developments in South Africa in the 1920s and 1930s”

Analysis of first hand historical sources and compiled 10,000 word report

3rd year spent at the UNIVERSITY OF LIEGE, Belgium on the Erasmus/Socrates exchange programme.
1991 - 1993 

BROMSGROVE SCHOOL
“A” Levels passed in: French (A), German (C), History (C), General Studies (B) 

and “S”  Level History (Merit)

1987 - 1991 

NORTHAMPTON HIGH SCHOOL
8 GCSEs passed including in English Language (A), French (A) and Maths (C)

IT SKILLS

· Extensive knowledge and use of word processing packages and other software including Microsoft Word, Excel,   Powerpoint, Frontpage, Money, Access, Adobe Acrobat, Photoshop and SPSS
· Regular use of the Internet both at work and at home. Experience of researching, compiling and publishing on the Internet

· Experience of using online databases, including Euromonitor, Global Trade Atlas, and Kompass
· IT training courses attended – HTML, JavaScript and Photoshop

· Competent typist. RSA Stage 2 Typewriting and Word-processing (Distinction)

ADDITIONAL SKILLS AND ACHIEVEMENTS

· Languages - fluent French, basic knowledge of German, Dutch and Spanish

· Driving – full current licence

PROFESSIONAL STATUS

Member of the Circle of State Librarians

Associate Member of CILIP (The Chartered Institute of Information and Library Professionals)

Active member of the CILIP Career Development Group. I am the Events Coordinator for the CDG (North and South Thames). 

Currently working towards Chartership (Route A training programme) of CILIP

INTERESTS

· Local history – I am a member of my local history society in Chingford. In my spare time I also work as a volunteer at Sutton House, a local National Trust property.

· Reading – I enjoy reading in general and belong to a local book group. 

· Sport – I have recently started to practice yoga and also enjoy swimming. 
· Travel – Have travelled widely in Europe and also further afield, to Canada, South Africa, India  and the United States. I have also previously spent 6 months working in Quebec, Canada. My stay gave me a greater understanding of a different culture and the challenge of communicating and adapting to life in a francophone environment

REFERENCES 

Available on request






