BEN FROST 
161 MARINE PARADE, LEIGH ON SEA, ESSEX, SS9 2RB




TEL:  07980 210 904       Email:  frostbite666@hotmail.co.uk
PERSONAL PROFILE

OBJECTIVE:
I have enjoyed 16 years of clerical, accounting and administrative positions but now I wish to seek out a role in which I can apply this experience with the skills that I have acquired from my real passion, the music and media industry. I am looking to join a company where creative initiative, ideas and a genuine enthusiasm would allow me to progress.

Date of birth:
19th May 1979  

Location:
Leigh on Sea, Essex.  
Transport:
Full, clean UK License. 
Contact:

+44 (0) 7980 210 904

Email Address:
frostbite666@hotmail.co.uk

PERSONAL STATEMENT:
Although slightly mature for an entry level applicant my qualities and experience would be easily used in any role proving to be a vital benefit to the work place. Played in, managed and booked Rock and Metal bands for 14 years and thrive on being in a creative and deadline driven environment. My strengths are my organizational skills, efficiency, communication, self confidence and competence with all forms of negotiation, lateral thinking, time management and planning. All of these skills have been enhanced during all the work experiences that I have gained over the years and I am very excited about taking the opportunity to apply these to a new role within an industry that I am passionate about.

RELEVANT EXPERIENCE


▪
Digital Artwork - Producing layouts for CD artwork for internationally distributed albums. T-shirt and merchandise designs.


▪
Press releases - Laying out, writing and doing interviews for press releases for press agents.


▪
Tour managing - Artist and stage management. Collecting fees and commissions. Persuading, influencing and negotiating. Time management and Leadership skills.


▪
Music Videos - Writing concepts and storyboards, directing and editing EPKs and music videos. Sourcing cast, crew, budget and catering.


▪
Logistics - Booking shows, planning touring routes and schedules. 


▪
Website Promotion - Setting up and maintaining websites including social networking.


▪
Artistic direction - Directed on photo shoots. Continuity, props and set decoration. Runner.

EDUCATION AND QUALIFICATIONS
Westcliff High School For Boys (September 1990 – June 1995)
9 GCSEs including 3 at A grade (including Design and Technology, Art and Design), 6 at C grade (including English and Mathematics)

CAREER HISTORY:

July 2002 – July 2011

Senior Accounts Assistant – Property Owners Residential and Commercial Insurance , Alan Blunden & Co / Spectrum ABACUS. Warrior Square, Southend.


▪
Daily posting of receipts and payments. Maintaining and banking of the office and client cash books. Producing credit cheques, processing and taking credit card payments and BACS.


▪
Bordereaux reconciliation. Preparing, presenting and submitting information to insurers in a required format within agreed timescales. Audited to ensure all is being strictly adhered to.


▪
Operate credit control within company procedure. Resolving old items and queries in relation to outstanding moneys.


▪
Producing reports for management using Excel, Sequel and Mysis systems.


▪
Dealing with queries from agents, insurers and other third parties in a professional and timely manner. 


▪
Producing and managing the agents monthly statement mail out, Over 3000 in total.


▪
Dealing with and disturbing post. Maintaining and ensuring diary systems are chased and updated.
December 1996 – November 2001

Accounts/Claims Technician – Commercial Insurance , Chiltington International. Mill Street, London


▪
Solely responsible for the liquidation run-off of Colbourne Insurance Company.


▪
Handling of Payments, Claims adjusting and dealing with all relating Correspondence.


▪
Checking contracts, Wordings and Policies. Along with historical data in our archive, which I designed, organised and catalogued. Electric downloads of Claims information and payments.


▪
Report writing and designing for the entire company.


▪
IT department's back up and mail systems help desk.
October 1996 – December 1996

Various Running/IT and Admin Temporary Positions – Joslin Rowe Ltd. Lime Street, London


▪
Positions held in Claims, Accounts and IT departments.

▪
General Office duties. Faxing, mail outs, phone enquiries, post.


▪
Archiving and filing maintenance


▪
Designed and collated database for IT equipment information. Liaisoned with 200 employees. Team leader position held.
July 1995 – October 1996

Office and Floor Assistant/Logistics manager – Steel Fabricators , Frost And Hayter Ltd. Charfleets, Canvey Island.


▪
Ordering and scheduling deliveries. Assisting on pricing and estimates.


▪
Invoicing Clients, Assisting with wages. Banking.


▪
General Office duties. Faxing, answering the phone and post etc.


▪
Welding, punching, and general hands on steel fabricating. 


▪
Installing and erecting structures out on site. Electric gates, fire escapes etc.

SKILLS AND ATTRIBUTES


▪ Mac and PC Competent
▪ Advance Word and Excel
▪ Microsoft Office Experienced



▪ Photoshop Competent
▪ Final Cut Pro. Basic

▪ Sound Editing and Mixing


▪ TCF Training 
  
▪ Customer Care Training 
▪ Communications Skills Training



▪ Diligence. Hard working, motivated and understand the need for work to be completed to a high standard under a deadline


▪ Communication. Personable and polite. Have the ability to communicate accordingly with people in a range of situations.


▪ Self motivated. Well developed project management and IT skills combined with a flexible attitude to work

▪ Adaptable. Happy working alone or in a team whilst understanding the importance of morale. Seek out new responsibilities irrespective of reward and recognition. 

▪ Calm, friendly, helpful, enthusiastic straight forward person who strives for quality in everything I do. Sociable, flexible and confident enough to ask for advice. A critical thinker with strong analytical skills.

INTERESTS

Music – I have an eclectic taste in music, from Classic Rock to Motown, Metal to Hip Hop, Pop to Hardcore. I enjoy anything that provokes an emotion and has a purpose to exist. I have booked and promoted club nights, tours and provided artist management and support for international packages and have also worked as a stage manager and front of house sound engineer at live events and festivals.

Writing – I've written 6 music albums that have gone into international production, and even at the age of 14 I both wrote and was editor for my own hardcore/punk rock fanzine. Today I still write lyrics and press releases, however developing concepts and storyboards for music videos is a passion of mine that continues to grow which satisfies a constant craving to be creative. 

Photography – Although I do not own an SLR camera and am very much a part of the pocket point and shoot generation I appreciate and understand the power and importance of a strong image. I have worked with both Nigel Crane and Tom Barnes who's clients include Front Magazine, Kerrang, Metal Hammer, Nuts.co.uk, Loaded.co.uk, NME, Rock Sound etc.      www.nigelcrane.com        www.tombarnesphoto.com 
Reading – from rock-star autobiographies to trashy magazines. I am particularly enjoying the modern day feel of the music and 'lads' magazines as they seem to be taking on a more edgy punk rock feel of what I used to produce in my own fanzine 'Noreason'.

Cinema, Television, Music videos/documentries & Radio – I do enjoy intelligent drama but I love off the wall comedies and cult movies. I appreciate original strong narratives and comedy, particularly classic comedy and TV sitcoms.

Travel – as well as touring the world for over a decade in numerous bands, I've also spent long periods in Australia and Fiji backpacking and have had many trips across both Europe and America.

REFERENCES

Both personal and professional are available, upon request.

A more extensive CV along with videos, photos and work examples is available at www.ben-frost.co.uk.
Ben Frost - Curriculum Vitae

07980 210 904 - frostbite666@hotmail.co.uk  -  ben-frost.co.uk

