	C U R R I C U L U M   V I T A E

Richard Alan Mellor
3 Dale View Court, Fulford, Stoke-On-Trent, Staffordshire ST11 9BA

Telephone: 01782 398143

Email: rich @ rwapservices.co.uk

Profile Summary

A professionally qualified solicitor with 4 years PQE, now an Assistant Company Secretary for a medium sized registered social landlord in Staffordshire, responsible for Governance issues, report writing, Board support, policy and strategy formation; as well as liaison with residents.

Also running a self-employed business since 1987, with a turnover in excess of £20,000, providing proof-reading and policy guidance, including adoption of plain English.  

Former posts have included project management, normally out in the field, where resources are short and innovative thinking is often required in order to ensure the project is delivered on time and to budget.  Also instrumental in bringing several items to market, including software and hardware for computers, including marketing and publicity for their launch.  One project responsibility was to design, program and test prior to implementation, the third stage of a prestigious baggage handling project, to ensure that the engineers on site could implement it on site overnight in my absence.
A challenging, demanding and results driven individual, with strong team building skills and an eye for detail, with practical skills and the ability to communicate at all levels.

	

	Experience
	2005 - Date
South Staffordshire Housing Association, Stafford

Assistant Company Secretary

· Responsible for ensuring adherence of the Board of Management and Executive Team with Housing Corporation and FSA rules, in particular Code of Governance

· Organising and administering corporate meetings – Board of Management, Tenant Partnership and Corporate Management Team, including minute taking and preparation of agendas plus documentation. As part of this I have written numerous Board reports and provide the Managers with a first quality check to ensure that reports do not contain conflicting information.
· Advising the Executive Team on legal issues, such as change of name, declarations of interest, and adoption of latest NHF Model Rules (highlighting where they needed to be amended)
· Collating statement of compliance with Housing Corporation’s regulatory code and Regulatory Statistical Return (RSR) – ensuring that they were correct and were returned by the stated deadline in order to retain the Association’s Green Lights.  Implementing numerous changes to the 2006 return in order to improve the rating of the Green Lights for Governance and Management.  Improvements in the statement were recognised by the Board of Management.
· Collating all documentation for the Audit Commission Housing Inspection (2005) and keeping Board and Tenant Partnership members advised of progress.

· Responsible for maintenance of various statutory records, including Companies House returns, Financial Services Authority and Housing Corporation Returns, Register of sealings, Register of interests and Register of Tenders

· Rewrite of the Quarterly Operations Report in order to ensure that it could be more easily maintained, was more understandable and did not contain errors – resulting in commendations from the Board of Management on improvements.

· Responsible for the re-write of Association policies and procedures to ensure that they all addressed issues arising from Diversity, Disability Discrimination Act, Human Rights Act and Data Protection Act.
· Collation of performance monitoring (KPIs, Quarterly, Six-Monthly and Annual reports to Board).
· Responsible for update and developing revised approach to the risk map, to include assurance.

· Responsible for update of the Standing Orders in so far as they apply to authority for signature and sealing of contract documentation – section rewritten to reflect best practice and to create more flexibility depending on value of contract and nature of contract.

· Main liaison between the Executive Team, the Board of Management and the Tenant Partnership.  Close liaison with all departments within the Association.

· Training others in minute taking

· Creation and Tracking of action plans and reporting on progress to team meetings and Board.

· Assistance with preparation of bid and corporate documentation

· Maintenance of Intranet and suggested improvements to the corporate website

· General research and report writing
1998 - 2001
Data Solutions Control Ltd, Dudley

Technical Author / Support and Commissioning Engineer

· Created technical documentation for the controls software for Heathrow Airport Baggage Handling system, including functional design specification and user manuals.

· Quickly learnt to understand and write PLC control software – within 3 days I had tracked down a bug within sewage controls software which had eluded 3 other engineers.

· Helped to implement the modular design of the Heathrow Controls Software, which enabled me to write the software for stage III of the system, including all steps up to and including Factory Acceptance Test (software was installed and running on site after only small modification by 2 other engineers in my absence). 

1993 - 1998
British Trust for Conservation Volunteers

Volunteer and Team Leader, UK

· Organising and leading a wide range of practical conservation holidays (generally weekend or week long breaks) and dealing with clients, budgeting and arranging accommodation, food and entertainment, health and safety. 

Voluntary Officer, Swansea, Wales (1996-7)

· Organising and leading a wide range of practical conservation tasks – generally 6 days per week; dealing with clients, budgeting, tool, vehicle maintenance, health and safety

· Built up Sunday group from a small team of 3 people to a regular team of 17 

1992 - 1996
Walsall Conservation Volunteers

Volunteer and Team Leader

· Organising wide range of practical conservation tasks (generally 1 day per week) and dealing with clients, carrying out site surveys and health and safety risk assessments.

· Training for volunteers and creating information leaflets for the general public

1990 - 1996
Enoch Evans, Walsall

Trainee Solicitor (1990-1992)

Qualified Private Client Solicitor (1992-1996)

· Head of Probate Department (1995-6) consisting of 3 fee earners

· Maintenance of statutory records for Financial Services Act, as well as client records, accounts and tax returns.

· Responsible for own caseload of Wills, Trusts, Powers of Attorney and Tax values up to £1m.  Broad knowledge of property and commercial law.

· Responsible for ongoing legal work relating to a 100 unit industrial estate, including negotiating and drafting new leases
1988 - DATE
Self-employed
Computer Programmer, Software Tester and Journalist

· Wide range of modular programming experience in a broad range of computer languages.
· Completing own tax returns and accounts.

· Writing user and programming manuals, reviews and technical guides for magazines.

· Creating and maintaining own websites.


	Education
	1986–1989
Liverpool University

LLB. Hons – Law
Graduated with 2(ii) 
1979–1986
Shelfield Community School, Walsall

3 ‘A’ Levels - 
Mathematics (B)

English (B)

French (C)
9 ‘O’ Levels – 
Geometrical & Engineering Drawing (A)

Mathematics (A)

English Language (A)

Commerce (A)

Chemistry (A)

Physics (B)

English Literature (B)

French (B)

German (C)

	Interests
	Gardening, practical conservation work, cooking, economics, finance and computers.

	General Information
	Excellent verbal and written communication skills, including preparing professional letters; correspondence with clients; preparing documentation for the general public; record keeping; advising from an unbiased viewpoint; negotiation skills and dealing with people at all levels.
A close eye for detail means that I am quick to spot conflicts in reports as well as correcting grammatical errors – this has resulted in many managers asking me to look at their reports before they are submitted to the Executive for approval.

Wide experience of keeping regulatory records and liaising with regulatory bodies:

· Making regulatory returns on behalf of the Housing Association and form of solicitors to the FSA, Housing Corporation and Companies House

· Compiling documentation to assist the Housing Corporation with its first Audit Commission Inspection (July 2005), including liaison with the inspectors on site

· Close liaison with internal auditors and compiling evidence for areas being inspected.
· Maintaining the volunteer database and other records required for EEC funding of BTCV whilst working in Swansea
· Instigating the standardisation of and administering the financial service records required by the Law Society, successfully steering the Firm through a monitoring visit in 1996.

24 years experience of using Computers, including maintenance and repair.
Wide experience of administration 

· 6 years working as a solicitor (4 years qualified), maintaining and keeping records, creating new systems of work and standardising charging systems.

· Wide experience of using office equipment, word processing, maintaining and devising review systems, stock control, order processing, purchasing, sales, dealing with customers, maintaining databases, e-mail, telephone skills and letter writing.
· 17 years working for myself, maintaining accounts and tax information, dealing with customer orders and general correspondence / communication with customers.

· Setting up systems for administration and communication when working with other contractors on site in high pressure situations (Heathrow Airport)

· 10 years working in different offices, with experience of various administrative systems.
I have good knowledge of computers and ability to use a whole range of software and operating systems, including Word, Excel and Access, although not limited to Microsoft products. I also have a good typing speed.

Since 1988, I have been involved in testing commercial software and providing detailed reports of problems identified, as well as potential solutions to the problems.  At Data Solutions, I was responsible for Y2K testing of their own equipment and upgrading a computer system for a depot run by J. Sainsbury plc which was not compliant and had some very unusual hardware configurations.

I have also managed to upgrade several computers and install software/hardware.

Extensive experience of preparing clearly written documents:
· As well as reports to clients, I have written numerous magazine and newspaper articles, tutorials and manuals for computer programs, press releases, publicity and interpretation material.

Whilst at Data Solutions, I had to liaise between the programming team on site and the company who were writing the Management Information System for a baggage handling facility at Heathrow Airport.  As well as ensuring that both parties were aware of what each other was doing, I had to resolve any conflicts in the two programs and prepare a document which allowed easy configuration of the software for future projects.

Strong mathematics, analytical and problem solving Skills.

Strong ability to understand businesses and identify areas of potential opportunities.

· I am well known for contacting companies in which I hold shares and identifying areas where the companies may be able to collaborate or use each others products to produce new innovations.  
Ability to work on own and as part of a team.

Whilst at BTCV Swansea and Data Solutions, I was often left in charge of the office in the absence of my superior.

I also have wide experience of minute taking as well as preparing and proof-reading documentation.

10 years experience of accounts and budgeting

· As a Solicitor, I was responsible for the administration of Trusts and Estates up to £1m, including preparation of bank reconciliations, accounts, tax returns and forecasts.
· Whilst a trainee solicitor, I worked closely with a corporate partner, assisting in all aspects of Company law, including takeovers, buyouts, mergers and setting up businesses.
· For my own business, I prepare all of the accounts, including profit and loss and balance sheet, and prepare my own tax return.

· As a student, I managed to finish University with more money than I started off with.  This careful budgeting has continued to present date, enabling me to continue to build my financial resources despite periods of unemployment and voluntary work.

Ability to deal with people from all backgrounds

· I have formed strong working relationships with people from different countries, and people with disabilities.
· I have attended various courses on diversity and working within groups and have an ability to work and socialise with people from any background, without forming any pre-conceived ideas.
8 years experience of negotiating and dealing with customers

· I have wide experience of negotiating, both as a Solicitor and as a worker with BTCV.  This may involve complex takeover negotiations, or agreeing work schedules and local conflict with clients.

Good working knowledge of Commercial Law, Conveyancing, Probate and Trust Law, as well as Tax and benefit matters.

Wide experience of team building

· As a leader for BTCV I have to build a team of people quickly as they will only be together for a period of a week and there are work targets to be met.  This may involve people from a wide range of backgrounds and with different skills/needs.

· I was head of the Probate department at Enoch Evans solicitors, chairing meetings, delegating work, setting and reviewing work targets and liaising closely with colleagues.

· At Data Solutions, I was placed in charge of the team to build their web-site, consisting of a trainee programmer, a secretary and a graphic designer.

Good working knowledge of Health & Safety issues

· Whilst with BTCV Swansea, I was responsible for Health & Safety on site, as well as First Aid; plus collating and distributing Health & Safety information to others within the Office.  This included preparation of risk assessments and safety plans, giving safety induction talks as well as training others to do this work.

Wide experience of training others.

· Mainly through my voluntary work, but also whilst a Solicitor - training other members of my team - being responsible for the induction and training of new volunteers and members of staff.

Enthusiastic and willing to make my mark in any post:

· whilst working for BTCV Swansea, I quickly became an essential member of the team, working 5-6 days a week, adopting a routine which meant that the Field Officer could leave many things in my hands, without having to worry.  

· I built up the Sunday group of volunteers from 2 people when I started (September 1996) to a regular group of 14 by the end of January 1997, at a time when other voluntary groups organised by BTCV were diminishing in numbers.

· When I became a qualified Solicitor in 1992, I became the sole person dealing with the Administration of trusts and large estates in the office, and used this opportunity to revamp the Trust Department, standardising the accounts prepared for the Trusts and Estates, as well as the way in which charges were calculated.  I successfully expanded the Trust Department by identifying opportunities for reviewing all of the Trusts administered by the Firm and also by ensuring that other Fee Earners were made aware of instances in which clients should be referred to the Probate Department.

· Although employed as a Technical Author at Data Solutions, I taught myself PLC coding which enabled me to resolve a problem in a piece of software used to control various water treatment works which had been in existence for 2 years.  I later was able to plan and develop the software for stage III of the Heathrow Airport project, up to Factory Acceptance Test, and instruct the engineers on how to implement the software on site.
· Since joining South Staffordshire Housing Association, I have quickly made my mark and earned a good reputation for meeting deadlines and liaising with the management team, Board of Management and Executive Team.  I also safeguarded the Association from a possible trademark action by noting that they gone forth with a recent plan to change name (prior to me starting), without considering passing off or trademark infringement.  


