CURRICULUM VITAE - Catherine Taylor
9 Rochester Close, Streatham, London, SW16 5DL

Tel: 020 8764 5496   Mob: 07958 444810

Email: designer@zerodegreezdesign.com

Profile: A conscientious, ambitious and intelligent person with excellent verbal/written communication skills together with advanced Web Development/Design Skills, XHTML, CSS, JavaScript, Audio WP, DTP and extensive experience in professional/legal offices. 



Skills:



IT/Internet/Web:
Internet, E-mail (MS Exchange, Outlook/Outlook Express, Ace FTP, Internet Explorer, Netscape Navigator, Firefox, Opera), MS Fax/E-Fax, Windows 98/XP/Vista, Windows NT/TSE, Web Site Design – Raw / Hand coding HTML 4, XHTML, CSS, XML, Homesite, Photoshop, Other skills: JavaScript (editing), plus some experience of ASP, SQL, PHP,  Flash 



WP/DTP:
MS Office – Word (Audio/Copy/Shorthand transcription), WordPerfect, Networked NBI, MS Works, PageMaker, Serif Page Plus, Publisher, PowerPoint.



Spreadsheet/Database:
Lotus 1-2-3, MS Works, Excel, Access, dBaseIII, Lotus Organiser, Act 2000, Palm Desktop



Digital Imaging:
Photoshop, Paint Shop Pro, Recognita 3.2, MS Image In digital scanning



Accounting:
MS Money, Quicken, Sage/Sterling for Windows, Quick Books Pro



Education/Qualifications:


Sep 2003 – Jul 2004
Lambeth College - Brixton

LOCN Web Design Level 3



Oct 1998 – Jan 1999
National Training Organisation for Information Technology
Course 1 – Millennium Training (Assess and Manage) Course 2 – PC Applications



Sep 1997 – Jun 1998
Chelsea College of Art and Design, London (The London Institute)

BTEC Diploma Art & Design – Visual Communication, Illustration, Graphic Design



Sep 1996 – Jul 1997
Hammersmith and West London College, London

London Open College Federation Certificate in Art & Design



1980 – 1981
WR Tuson College, Fulwood, Lancashire

RSA Private Secretarial Course – Typewriting RSA I Distinction (80wpm) Shorthand RSA (70/80 wpm) Pitman Shorthand (90/100wpm) RSA Background to Business, Office Practice, Word Processing, Audio Typing.



1975 – 1980
Penwortham Girls’ Grammar School, Penwortham, Lancs

JMB GCE ‘O’ Levels in Biology (A), Art (B), English Language (B) English Literature (B), Physics (B), Dom Science (B), Geography (C), Mathematics (C)



Career History:



May 2003 – Present
Zero Degreez Designs, London – www.zerodegreezdesign.com - self employed as proprietor
Set up own web and specialist print/document design (with IT support services) business.  Working from home office, running the business on a daily basis, winning new clients and contracts, producing quality web documents and specialist print designs, and offering a solid IT support service for small businesses and self employed individuals. [Examples: ewerdesign.com, artcorporation.co.uk, wizhez.com, beeinviting.com, inex-property-services.com]



May 2000 – May 2003
British Broadcasting Corporation, BBC Online, Aldwych, London.

Web/HTML Developer / Coding Applications Engineer.  Permanent/Telecommuting

Responsible for the technical build and coding of a wide variety of www.bbc.co.uk sites, liaison with designers and site producers and other developers, implementing the raw HTML 4 code, with JavaScript, CSS, following strict BBC Technical Guidelines for usability and accessibility and had to meet very tight deadlines, with speed and accuracy essential.



Sep 1999 – Apr 2000
National Secure, London - Web Designer/Office Co-ordinator: on site and telecommuting

A varied role for a national security company responsible for producing the corporate web site, design, build, production and promotion using raw HTML4, JavaScript, Graphic Design, Audio and Copy WP and DTP, office management, Excel and Sage Accounts.

Aug 1996 – Sep 1999
Home Responsibilities and Design Diploma Course



May 1996 – Aug 1996
Dibb Lupton Broomhead, Solicitors, London - Senior Legal Word-processing Operator 
Using WordPerfect and Word, Copy/Audio Typing, OCR Text Scanning.  Part of a team working to strict deadlines producing a wide variety of legal documentation to high standards with speed and accuracy.  Ended contract to undertake full-time Design Diploma Course.



1990 – May 1996
Home Responsibilities / IT Training Course / Temporary Work



1988 – 1990
McKenna & Co. Solicitors, Holborn - Senior Legal Word-processing Operator/Co-coordinator
Word-processing, editing and proofreading of Legal Documentation, Computer and ICU Backups, system recoveries.  Responsible for smooth running of computer systems.



1987 - 1988
Home Responsibilities



1985 – 1987
Willis Faber & Dumas, International Insurance Brokers, Tower Hill, London

Assistant Analyst/Personal Assistant

Shorthand/Audio typing, word processing, spreadsheet analysis, Database operations.  Helped in the creation of in house insurance database system.  Produced and edited IT and insurance related reports for the company chairman.



1983 – Dec 1984
London Borough of Newham, East Ham - Entertainments Secretary – contract

Organised various annual borough shows including Town Show, Horse Show. Liaison work, reception, clerical and audio/copy typing



Apr 1983 – Sep 1983
Alliance Building Society, London EC3 – Secretary/Counter Cashier

Cashiering responsibilities, investments, withdrawals and interest work on Olivetti VDU.  Secretarial, audio/copy typing and clerical.  Telephone liaison with clients.  Counter work with direct customer liaison.



1981 – 1983
Mercantile Assurance Brokers Ltd, Lancashire – Insurance Clerical Assistant

Responsible for Insurance Claims, Motor insurance Quotes, Life Assurance administration, Word-processing and Apple II computer operations, including audio and copy typing duties.



Additional Information:



Interests:
Computer art/animation, writing, illustration, internet, web site design, swimming, keep-fit/Self Defence, vegetarian cookery, Urgent Action Member of Amnesty International (writing/sending urgent appeals & letters to MP’s and heads of state throughout the world).



References:
References are available immediately on request.

