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“Life is for learning” as the quote suggests from the day we are born but at what rate we learn is dependent on the environment  and outside influences to which we are born into and human interaction.   Born and brought up on a farm and intune with nature makes you aware of what life offers and what your parents want you to learn.   You learn and collaborate from a very young age also listen to your gut feeling/intuition plus if you are a member of a large family with relative indifferent parts of the world makes you aware how diverse globally you are.  

Methods of communication have become very fast globally with inception  of the internet, skype, facebook and other social multi media methods of communication  and professional platforms for which you can apply for jobs.  Linkedin is a well known method for which you can apply for jobs and find personnel who have suitable skills to fill a  job requirement.  From a personal point of view there was a picture of two class colleagues attending a Young Farmers Clubs Queens Ball and enjoying socialising on facebook.  This Movement offers the social aspect and business and how digitalised farming has become.   The tags on animals can be cross referenced and traceability through barcoding.   Through reaching international level with the Young Farmers Clubs we became aware how other counties lived, social aspects,  economic structure  and politics influences our daily life and having fun at the same time.   You can recognise how a farmers mind works and how they crunch numbers.    Farmers are very passionate about the landscape and the environment.   

 Apps are easily downloadable and are very useful and learn almost anything for instance learning to play the piano and sing.    My granddaughter has had singing lessons since four years old and practices by accompanist on social media on her mobile and this saves her mother time on travel.    
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CV Name:              MARY ANN WILLIAMS JONES
Address:                Cottage 2 Llangynog Farm,  LLANGYNOG, Carmarthenshire SA33 5HS
Telephone No.:	    Home No.:  01267 241128    Mobile:  07585507150
Email:	                   maryannwj@gmail.com       Driving licence:  Full, clean UK driving licence
Languages:             Bilingual -  fluent  in English and Welsh – Verbal and written
PROFILE
A physically fit and healthy person with good hand and eye co-ordination and excellent attention to detail at all times. Highly self-motivated individual, possessing excellent time management and organizational skills coupled with extensive experience of high level administrative and clerical work.  Experience of working in a manufacturing environment, that follows guidelines using a known Quality Management System (cGMP, ISO 9001).  Initially worked as a Secretary (shorthand typist) at Aberystwyth University.  Returned to college in Cardiff studying to become a Food Technologist, specializing in Flour Confectionary and Breadmaking and performed experiments daily.  Compiled records and reports daily and using mathematical and scientific experience to its full potential.  All projects are undertaken with a focus on customer service.  Analytical and methodical, giving exacting attention to detail at all times.  An effective team leader who is also able to work on own initiative.  Can prioritise work in order to achieve desired results, within timescales.  Works calmly under pressure and just does what needs to be done but will find something to do during quieter periods.  Honest, hardworking, flexible and trustworthy.  A ‘hands-on’ member of a team, who is respectful and enjoys communicating with others.  Has a creative, inventive, intuitive, forward thinking way of tackling projects through my experiences with the Young Farmers Club Movement reaching international level.  Takes pride in ability to get on with all types of people from all walks of life.  A natural mentor and coach is also and advocate for lifelong learning.  Highly proficient in IT MS Office 365 to include   Word, Outlook, Power Point, Access and Excel.  Experience of doing presentations on Power Point and Overhead projectors plus photograph slide projectors.  Currently doing a BA in Business Management at University Wales Trinity Saint David. 
PROFESSIONAL EXPERIENCE
COWINDALE FEEDS – Meidrim 2017>2018 – Accounts/Administrator. 
Answer telephone and record daily sales orders in book.   Enter production and sales, from dockets that were filled, onto spreadsheets daily.  Fill in different journals daily and record orders from representatives of the company.  
J. EVANS BUILDINGS, Cwmffrwd 2017  -  Administrator.Compiled quotations.  Responded to emails.  Answered telephone.  Reconciled daily banking and petty cash.  Paid attention to filing especially archiving.
CENARTH FALLS HOLIDAY PARK & CORACLES HEALTH AND COUNTRY CLUB, Newcastle Emlyn   2014 – 2015
Responsibilities:  Implement QA Issues such as Health and Safety, Action First Aid and Life Saving.  Issue membership cards and use of digital camera to photograph members for identification purposes.  Operate databases/Monitor CCTV Footage/Test alarm system plus daily inspection and recording storage of food and gym equipment.  Handling various methods of payments and reconciliation of financial transactions.  Operated touch-screen tills and manual tills.  Welcome guests and visitors to the centre of a warm and friendly manner.  Service of alcoholic and non-alcoholic beverages.

HARRISONS, Newcastle Emlyn 2011 – 2012 Food Specialist.
Responsibilities:   Baked and prepared sandwiches/wraps and baguettes, and responsible for customer service delivering to extremely rural areas.  Work was supported by Level 4 Food Safety qualification.  Responsible cash handling and locked away securely.   Outcome:  Improved communication skills and interaction skills to deal with the public.

BRIDGE END INN, Fishguard 2011 – Food preparation/Food Service Assistant.
Responsibilities:  Prepared bar meals commercially/food service plus alcoholic and non-alcoholic beverage service.

RECRUITING MATTERS LTD. (CAMBRIAN PET FOODS) 2010 - Order Processing Technician
Responsibilities:  Processed orders from UK and Europe – utilizing SAGE 50 skills.  Dealt with public face-to-face via telephone.

TY-ARIAN LTD.  Swansea 2009 – Legal Secretary
Responsibilities:  Used bilingual skills to carry out Digital Audio Transcriptions and emailing at busy call centre.

CEREDIGION LOCAL HEALTH BOARDS NHS,  Lampeter  2008 – Receptionist/Administrator 
Responsibilities:  Welcome customers and members of staff from various locations throughout Dyfed and dealt with their queries to the main reception area. Diary keeping (outlook) ensuring we new where everyone is/updated web pages/transcribed minutes (shorthand) and dealt with relevant correspondence. 

BTGplc (Protherics), Ffostrasol 2005-2008   -  QA Officer
Responsibilities: Issuance of controlled unique reference numbers to support relevant QMS activities.  Controlled document issue and issued Quality Records.  Reconciled documents and Log/Lab books.  Issued Uncontrolled Copies of documents.  Archived and recorded documents chronologically, to be available to auditors annually upon request within a seven minute timescale.  Transferred all SOP and QR records to be electronically available.  Daily change control, ensure compliance meets Good Manufacturing Practice and Good Manufacturing Practice requirements for the management of documentation.  Provide support and administrative service to accommodate the effective functioning of the Quality Management Systems.  Provide assistance to the Quality Affairs Department.  Effective co-ordination and control of the Document Control System.  Responsible for communicating document approval status to the site.  Supported the site during internal, external and regulatory inspections and international audits.  Perform a non technical review and apply the required necessary formatting as appropriate on all quality system documentation passing through the document control function.

PROFESSIONAL QUALIFICATIONS AND EDUCATION

Aberystwyth FE College:  GCE ‘O’ Level: English Language and Literature, Commerce, History, Home Economics, Accounts and Book-keeping.  RSA: Stage III Typewriting, Pitman Shorthand 120wpm and Office Skills.
Cardiff College of Food Technology and Commerce:  C&G Cert. 706 I&II&III.  Food Service Advanced Cert., Alcoholic and non-Alcoholic Beverages Cert.
Felinfach FE College (p/t):  C&G Farm Records and Accounts (Credit).  Best Student of the Year.
Technology Centre Tregaron (p/t):  RSA Stage II Legal Text Processing (Distinction):  Prosesu Geiriau (Llwyddiant):  Prosesu Testun (Llwyddiant):  Mailmerge (Distinction).  RSA Stage III Text Processing (Distinction):  OCR Stage III Audio Transcription (Distinction):  Word Processing (Distinction):  Document Presentation (Distinction).
Telem@NCE (2 days):  Health and Safety at Work.
Pembrokeshire College (2days):  Managing your Welcome Host.
UWIC, Cardiff 2006-2008:  HND In Hospitality Management.  St.Johns First Aid at Work (4 full days).  RSPH -Intermediate Food Safety Certificate. RSPH – Advanced Food Safety in Supervisory Management for Food Handlers.  BIAB:  Level2 National Certificate for Personal Licence Holders.

WORK BASED INTEREST
Dealing with VAT returns at DEFRA on voluntary basis.  Secretary of Ceredigion Farmstay UK and arranging meetings and events which even drew attention of the Chief Executive who stayed for a long weekend and was offered a posting to offer advice and mentoring farmers and their wives throughout  the UK on how to improve farmhouse accommodation and enjoyment of the countryside – but I declined.  Former Parent/Governor at Lampeter  Comprehensive School  for four years.   Community Councillor at Llangybi for five years.   Completed Duke of Edinburgh Gold Award direct entrant which greatly contributed to my personal development and outlook on life – completing projects such as expeditions, community service, interests working at weekend  at a care home for the elderly, and two week course in Public Speaking at London School of Economics.  Minute Secretary and Secretary and Chairperson on various voluntary groups.  Developed further interest and skills in IT.  Keen member of the YFC Movement, locally, National and reaching international level.  RWAS - Carmarthenshire County Advisory Committee Member.

Introduced to the Duke of Edinburgh through doing my work with the Duke of Edinburgh Gold Award.  Introduced to Prince Charles through my work with the YFC movement when I was county YFC Queen.



LEISURE INTEREST
Dining-in with friends.  Reading. Needlework. Interior Design.  Walking. Swimming, Rugby. Chess. Exhibiting poultry (large breeds, bantams and rare breeds).

REFERENCES – Supplied upon request
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REFERENCES

Cardigan Dairy Maid a prize award devoted to the Dairy Industry by South Wales Dairy Council in May 1977. This led the final in Cardiff  Castle Banqueting Hall, but all preparatory work at Cardiff Angel Hotel with its marble columns and transported across the road in Roll Royce Silver Cloud in evening Gowns.  A rare occasion indeed and just relish the moment????

Brenhines C.Ff.I.  02.06.1977  Awarded for contributions to the countryside and farming at a field day of varied competitions.

1977 Public speaking course at London University leading to the Duke of Edinburgh Gold Award presented at Buckingham Palace in November 1978

Michelle Reid – Pocket Study Skills – Report Writing 2nd. Edition – Palgrave

http://wrasse.plymouth.ac.uk/essay-critically-analyse-the-concept-of-institutional-racism-in-policing-and (creative commons) Creative Commons BY-NC-SA 3.0

www.facebook.com/UWTSDCareers/

Linkedin web site  -  social media for professional people outlining career details and objectives  Linkedin name Mary Ann Williams Jones – helps to challenge new things  
And not b afraid to challenge yourself.

Blenkhorn, D.L. & Fleisher, C.S. (Eds), (2005) Competitive Intelligence and Global Business, Westport, Conn.: Praeger; Oxford: Harcourt Education Fernandes, G. (2010) Statistical Data Mimix using SAS applications, Boca Raton, CRC Press

Mark O’Neil (2010) Green IT for Sustainable Business Practice. A ISEB Foundation Guide ISBN: 9781906 124625
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