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Summary   	
Organised and adaptable experienced Personal Assistant / Administrative Assistant with over 20 years' experience working in various office environments. I am a kind, friendly, passionate and highly experienced person who is enthusiastic and motivated. I am an effective communicator, with strong interpersonal skills. I am hardworking, efficient and professional in the manner in which I work. I enjoy working in a challenging environment and consider myself a team player, one who also works well when using my own initiative. I believe I am an extremely reliable and trustworthy person who can bring a positive impact. I have a vast amount of experience and have built up a solid knowledge of Microsoft programmes including, Word, Excel, PowerPoint and Outlook. I have undertaken numerous roles within different sectors, including, automotive and hospitality. All positions I have undertaken since leaving school have given me the ability to communicate effectively with people and help them feel at ease when under stress or under pressure.
Employment History   	
02/2021- 07/2025 Raising a family / Part time bar work The Coleshill Social Club 
Bar Operative 
· Bar operative 
· Responsible for preparing and serving drinks
· Handling payments 
· Maintaining cleanliness and organisation of bar area 
· Working as part of a team, welcoming and greeting customers 

11/2008 – 02/2021 Lloyds Banking Group :Lex Autolease 
Personal Assistant
· First point of contact for the Corporate Sales Director
· Organising/preparing data for meetings, meeting agendas, typed up and distributed meeting minutes in a timely manner , collating reports, as well as managing expenses for the Sales director and signing off expenses for 15+ leadership team making sure all comply with company policy
· Providing high-level executive support to the sales director, ensuring seamless day-to-day operations
· Coordinated events and conferences, from venue selection to attendee management, ensuring successful execution and positive feedback, coordinating guest lists / guest information, invitations, guest requirements, venue booking
· Organising national and international travel, including, flights, hotels, rail, taxis and car hire
· Managing complex diary and calendar scheduling, including coordinating meetings and conference calls, booking meetings rooms/ conference call lines
· Monitored emails and correspondence, prioritising and responding on behalf of the sales director
· Provided comprehensive support to new staff, including organising induction programmes and mentoring, to ensure seamless integration into the team., through to the leavers process of any staff members leaving arranged exit interviews and complied feedback
· Proactively manage ad hoc tasks while maintaining workflow and prioritising effectively in a fast-paced environment

09/2007 – 10/2008 Pel International 
Receptionist/ Personal Assistant
· Ordered office supplies
· Responded to email inquiries promptly, delivering clear and concise information to address queries
· Greeted arriving guests and personally escorted to offices or meeting spaces
· Job sharing Personal Assistant role to the Sales Director
· Answered and directed incoming calls to relevant staff members using multi-line telephone system
01/2004 – 01/2007 Interface Solutions 
Receptionist/ Administrator
· Cleaned the reception area regularly to maintain a professional appearance
· Used Microsoft Office to track information, update records and write correspondence
· Administrator for the Sales department
· Letter typing, email correspondence, filtering sales inbox 
· Taking orders and issuing invoices 
· Welcomed guests and clients in friendly, positive manner
· Handled incoming telephone calls, taking accurate messages and relaying to personnel to support timely communication
· Provided administrative support to various departments, aiding in document preparation and filing tasks
01/2002 – 01/2004 Jaffabox Ltd 
Administrator
· Taking sales orders, inputting orders onto sales system programme 
· Issuing invoices
· Welcoming customers at the trade desk and collecting orders from the factory
· Ordering stock
· General administration duties

01/2001 – 01/2002 Grimstock Hotel, Coleshill 
Hotel receptionist
· Managed telephone enquiries, efficiently handling reservations, cancellations, and modifications to bookings
· Greeted guests upon arrival, provided check-in assistance, and directed to rooms, enhancing guest experience
· Conducted check-out procedures, issued invoices, and collected feedback to improve future guest experiences
· Addressed and resolved guest complaints with professionalism, restoring satisfaction and maintaining hotel reputation
· Kept front desk area organised and clear of clutter
· Processed guest payments for accommodation and services, maintaining accurate financial records
· Arranged housekeeping and maintenance services for guests
· Organised restaurant bookings, and taxis for guests
Core Skills   	
Interpersonal – I am excellent at building positive relationships interacting with colleagues, clients, and other stakeholders. Strong interpersonal skills foster effective collaboration, I believe this makes the working environment more harmonious. 
Communication skills - Effective communication is key to articulate ideas clearly, whether in written or verbal form. This skill is fundamental in conveying messages, drafting emails, and representing their employer professionally.
Organisational - From scheduling appointments to coordinating tasks, organizational skills are the backbone of my effectiveness. A well-organized personal assistant ensures that everything runs seamlessly. 
Attention to detail - Precision is a defining characteristic for a Personal Assistant. Attention to detail is crucial in managing schedules, proofreading documents, and ensuring accuracy in all tasks undertaken.
Time Management – This is critical to be able to balance multiple tasks, prioritizing responsibilities, and ensuring deadlines are met contribute to the efficient use of time—a hallmark of a proficient personal assistant. Prioritising and determining the urgency and importance of various responsibilities, ensuring that crucial matters are addressed promptly while maintaining overall productivity.
Multitasking proficiency - Is a hallmark of a capable personal assistant. Juggling diverse tasks simultaneously, from handling phone calls to organizing travel arrangements, demonstrates an ability to efficiently manage workloads and navigate the fast-paced nature of the role.
Volunteer Experience   	
I am currently an active member within the PTA committee at my children's school and have been for 8 years, I have also attended and helped on various school trips, attended local walks with the school, took time to go into the school to read with the children and used to provide regular support on school swimming days supporting the younger children when they required help.
Education   	
2001 Park Hall School 
GCSE: English, Mathematics, Art, French, Science, History, Geography, RE
Grades: B, B, B+, D, C, C, C, C
References   	 Available on request
Hobbies and Interests   	
 I spend time watching and supporting my daughter play football, Enjoy going out for meals, Fun family days out, Camping, Enjoy crafts, and Spending quality time with my family. I also enjoy reading books 

