Gayle Green

Tel: +35 85 132 4219           

Email: gaylebgreen@gmail.com



PERSONAL PROFILE
A highly competent, motivated and enthusiastic individual with a proven track record of accomplishment in copy editing, production editing, proofreading and English teaching. Well organised, highly conscientious and committed to the highest standards. Able to collaborate with team members and work independently. 


employment
Freelance Editor, Production Editor & Proofreader                                                     December 2007 – Present

Royal College of Psychiatrists – Yad Vashem, The International Institute for Holocaust Research – Tel Aviv University – Harry S. Truman Research Institute for the Advancement of Peace – Dublin City University – Private clients 
Duties:
· Working on research books & articles, online modules, memoirs and textbooks 
· Liaising with the chief editor and/or author to produce documents of the highest quality
· Ensuring text reads fluently and cohesively

· Correcting all grammatical and typographical errors 
· Following clients’ chosen style and formatting guide
· Remaining true to author’s voice
· Adhering to strict deadlines

In-house & Freelance Production Editor                                                                                               2002 – 2016

Yad Vashem – The International Institute for Holocaust Research – Eric Cohen Books – University Publishing Projects – English Adventure – Hundreds of Heads Books 
Duties:
•
Working on school text books, research books & articles, memoirs, self-help books

•
Project managing typesetters, designers and proofreaders

•
Proofreading, coordinating, editing and formatting manuscripts, according to established guidelines

•
Developing a positive working relationship with authors, designers and production staff

•
Reviewing the work of proofreaders and editors for quality, correctness and consistency

•
Recommending process improvements to ensure production accuracy and quality

•
Ensuring that deliverables meet quality standards and project specifications

•
Completing the assigned project within allotted timeline and budget

•
Signing off on the final version before print

English Teacher                                                                                                                                      1997 – Present  

Donegal Education Training Board – Foyle International Language School – Berlitz Language Centre – Private students
Duties: 
•
Teaching conversational and business English from beginner to advanced levels 

•
Designing lesson structure for students from business and non-business backgrounds 

•
Monitoring the development of individual students

•
Establishing a safe, purposeful and stimulating environment to inspire, motivate and challenge students
Arts Administrator, Corporate Fundraiser & Sponsorship Coordinator                                                 1993 – 1997
Glasgow International Jazz Festival – Glasgow Arts & Culture Development Centre – West Yorkshire Media Services – Physical State International 

Duties: 

•
Office manager and general administrator 

•
Database manager

•
Invoice and payment controller

•
Design and marketing assistant

•
Sponsorship researcher & package producer

•
Sponsor liaison and hospitality coordinator

Education

· North West Regional College

Feb 2018–April 2018

CYQ Level 2 Circuit Training
· North West Regional College

Nov 2017–Dec 2018

CYQ Level 2 Cert Nutrition for Healthy Living
· North West Regional College

Sep 2016–March 2017

CYQ Level 2 Certificate Fitness Instructor
· Beit Berl College


2009–2010


English Editing Diploma
· On Target Communications

Mar–Sep 2006


Internship Program
· University of Strathclyde

Dec 1996


Introduction to TEFL
· Manchester Metropolitan University
1988–1992


BA Creative Arts (Dance & Drama)
References available on request.
