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PROFILE       
I am a freelance proofreader who specialises in educational and mathematical documents.  I have a passion for education and a love of learning! Constantly striving to improve my own skills and knowledge. I am organised and can work independently or as a team to ensure any task is completed to a high standard. I have meticulous attention to detail, strict time management and commitment to a deadline.
I have worked in education for the past 17 years.  I have continued my professional development learning new skills and undertaken a variety of roles from Primary School Teacher, Early Years Manager, Foundation Stage Curriculum Co-ordinator and Teaching Assistant. Working in education, I have studied to a high level gaining a thorough knowledge of practices, policies and procedures, such as safeguarding, food hygiene and first aid.  During my roles in Education, I have planned and kept documents on children’s learning.  As Manager, I monitored the team’s learning content and proofread everything before sharing with parents.  I studied mathematics to degree level and have a very analytical mind.  I am great with figures, diagrams and finer details.
I have always had an eye for accuracy and have read through documentation all of my career in education and for a commercial company.  So I decided to retrain as a proofreader to further my professional development.  I am a member of The Society for Editors and Proofreaders, and I have completed training to further my career.  I am keen to use my experience in education and love of mathematics.
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EDUCATION
Society for Editors and Proofreaders Training

Courses - Introduction to Proofreading, Proofreading Headway, Proofreading Progress - 2019

The courses enabled me to build a good foundation of proofreading and develop skills in using BSi proofreading symbols, Microsoft Word and Adobe Acrobat.
                              Early Years Professional Status  

Manchester Metropolitan University – 2007 to 2008

The course enabled me to learn about children’s learning progression from birth to 7 years old.  It gave me practice at documenting and cross-referencing different elements of my own practice.

BSc Maths with Qualified Teacher Status – Upper Second Class Honours


Lancaster University (St Martin’s College) – 1997 to 2001

During the course, I developed an in-depth understanding of Primary Education and Mathematics to a high level. The course enabled me to learn about pedagogy theories, course planning and teaching theories.

A-Levels, Mathematics: A, General Studies: B, French: C, GCSE, Sociology: A


Clitheroe Sixth Form Grammar School – 1995 to 1997

GCSE, Mathematics: A, Science 1&2: A, A, Design and Technology: A, French: A, English Literature: B, English Language: B, Geography: A, Art and Design: C

Longridge High School – 1990 to 1995
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SKILLS
Sound knowledge of BSi proofreading symbols.

                              Microsoft Word using Track changes and comment tools.

                              Adobe Acrobat using commenting tools and BSi proofreading symbols.
I have an in-depth knowledge of the Early Years Foundation Stage and Primary Education. I have experience of textbooks and e-learning resources, and I am keen to proofread educational texts. 
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EXPERIENCE
Freelance Proofreader – Alison Proofreader 
2019 – Present

· Proofreading an IT Training company website, training manuals, blogs, termly educational magazines, Guidebooks including detailed maps, Nursing essays and dissertations.
Teaching Assistant – Staghills Nursery School 
2017 – Present

· Planning, delivering and documenting children’s learning for a group of key children.  Undertaken training in First Aid, Food Hygiene, Safeguarding and Outdoor Learning level 2.
Early Years Manager – Staghills Nursery School
2007 – 2017

· Leading the team of Early Years Practitioners across the ages from birth to 4 years old.  Monitoring planning, delivery and documentation.  Organising rotas, training, meeting policies, undergoing Ofsted inspections, gaining Outstanding, working with outside agencies, liaising with other professionals and parents to support the children.
Teaching Assistant – Staghills Nursery School
2006 – 2007
· Gaining experience and working my way up to Manager. 
Foundation Stage Curriculum Co-ordinator – Foundations for Learning
2004 – 2006
· Leading the Foundation Stage Team, planning and delivering learning and supporting staff with their training.
Primary School Teacher – Bury Catholic Preparatory School
2003 – 2004
· Teaching the Reception Class, planning, delivering and documenting their learning.
Primary School Teacher – Hopwood Community Primary School
2001 – 2003
· Teaching the Year 1 and 2 class and then the Reception Class, planning, delivering and documenting their learning.
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TESTIMONIES   Academy Class – Proofreading -  Training Manuals and blogs

“I'd like to thank Alison for her valuable input in improving our documentation for our company.  We really appreciate her commitment and accuracy whilst supporting us.”
Studio KIBITZ – Proofreading -  IT Training website and documents
“I wanted to take this opportunity and thank Alison for a quick and professional proofread job for our Studio KIBITZ website and some other documents. Communication with Alison was straightforward and easy. We have gained a lot of useful tips on some very technical paragraphs which later on became more understandable to a broader audience.  Very recommended! ”
Cicerone Press – Proofreading -  Walking Guidebook

“Thanks for doing such a good job.  Your mark-up was very clear, which was really helpful.  The rogue hyphens you picked up, I really appreciated you finding those.  You picked up on some great points.”
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REFEREES
Kathryn Dungworth



Shelagh Aitken

Deputy Head of Staghills Nursery School
Society for Editors and Proofreaders

Email: Kathryndungworth@hotmail.co.uk
Email:shelagh@editorproofreader.co.uk
7 Windermere Drive, Ramsbottom, Bury, Greater Manchester BL0 9YB
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