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A motivated professional with experience supporting learners and fostering a positive, inclusive educational environment. A reliable and experienced administrator with over 20 years’ experience, recognised for excellent communication skills and a conscientious, detail-oriented approach. Highly organised and efficient, with a proven ability to work effectively in fast-paced environments both independently and as part of a team.
Education
BSC (HONS) Psychology 2:1 • 1996-1999 • Coventry University
GCSE & A LEVELS •1989-1996 • Wilnecote High School • 10 GCSE’s including English Literature & Language Grade B and Mathematics Grade C. A Levels – English C, History C, Sociology C, General Studies D.
Skills
· Knowledge of welfare and safeguarding practices within education sector
· Empathetic and resilient
· Stakeholder engagement
· Active listener and communicator
· Attention to detail
· Multi-tasking
· Excellent time management
· Strong work ethic
· Effective team player with the ability to work independently
· Microsoft Office, Google Sheets and Google Docs
Experience
SENIOR OFFICE ADMINISTRATOR AUGUST 2024 – PRESENT TC MEDIA, TAMWORTH
· Review and process audit reports, ensuring compliance with organisational standards and timely submission to assessors.
· Co-ordinate with assessors and members to distribute audit documentation and follow up as required until audit process is complete and membership renewal achieved.
· Manage deadlines and compliance requirements for members, maintaining organised tracking systems.
· Handle member enquiries via email and phone, providing clear guidance and timely resolutions.
· Manage end-to-end membership applications, ensuring compliance, applicant support, and on-time completion.
· Monitor outstanding payments and follow up with members to support timely account settlement.
· Support the planning, organisation and coordination of national events; attend events to provide on-site administrative and operational support.

SENIOR OFFICE ADMINISTRATOR APRIL 2024 – JULY 2024 • TEN GROUP LTD, MINWORTH
· Manage day-to-day office operations, including scheduling meetings, handling correspondence, and monitoring of email accounts.
· Maintain and update office records, databases, and filing systems, ensuring accuracy and confidentiality.
· Streamline office processes and implement new procedures to improve efficiency.
· Proficient in using Xero Accounting software for comprehensive financial management, including invoicing, purchase orders, projects and bank reconciliation.
· Achieved Elite CHAS status for the business.

ATTENDANCE OFFICER • APRIL 2021 – APRIL 2024 •THE RAWLETT SCHOOL, TAMWORTH
PASTORAL ADMINISTRATOR • FEBRUARY 2019 – APRIL 2021 • THE RAWLETT SCHOOL, TAMWORTH
· Promotion from Administration Assistant to the position of Attendance Officer in a large secondary school.
· Daily first point of contact dealing with voicemails, emails, telephone calls and text messages from parents/carers and responsible for recording the management information system – Arbor.
· Responsible for ensuring the accuracy of registers, follow up any discrepancies on the registers between the AM registration mark and Period 1 lesson mark, this involves checking students in classrooms and reporting any anomalies to the safeguarding team.
· Responsible for ensuring the accuracy of registers, follow up any discrepancies on the registers between the AM registration mark and Period 1 lesson mark, this involves checking students in classrooms and reporting any anomalies to the safeguarding team.
· Contact parents/carers via text/email/telephone calls when no contact has been made to school to advise of absence.
· General administration including daily recording of communications received from parents/carers regarding any absence – Leave of absence requests and any other matter attendance related. Medical appointments are recorded and filed as digital and hard copies. Sending letters to parents/carers regarding attendance and recording this on our school system.
· Generate data driven reports and communicate to senior leaders, safeguarding team, pastoral team and teaching staff, daily and as and when required. Produce data and reports that assist in the decision-making process and identification of students that require intervention to improve their attendance.
· Responsible daily for monitoring and enforcing student attendance, which includes making home visits. The need for a home visit is based on many factors including identifying students that are vulnerable, have existing safeguarding concerns and knowledge of the student and home environment.
· Development of strong and positive working relationships within school with senior leaders, safeguarding officers and pastoral managers. Also, with outside agencies including the Local Authority and Education Welfare Officers. Organize and attend meetings pertaining to attendance, prepare and submit legal documentation for referrals to the Local Authority and monitor and record this process.
· Responsible for assigned year group as a Fire Marshall and assist in the Student Support area of the school as and when required to do so.
OFFICE MANAGER • APRIL 2001 – DECEMBER 2018 • CROWN GARAGE (TAMWORTH) LTD 
· My duties included organizing and coordinating daily office administration.
· I was responsible for processing wages and pension contributions using SAGE software, managing relationships with customers and suppliers, generating and producing all invoicing and preparing and completing monthly accounts using SAGE software, issuing payments and credit control.
· I ensured all work generated within the business was correctly allocated and completed satisfactorily, this included managing the allocation of scheduled work in the workshop and handling calls to our 24hour vehicle recovery service and allocating these jobs efficiently and within time sensitive requirements.
SENIOR OFFICE ADMINISTRATOR • OCTOBER JUNE 2006 – NOVEMBER 2015 • ARL INSURANCE SERVICES LTD – PART OF CROWN GARAGE
· I was responsible for managing all office administration and for ensuring that each individual case presented to the company by our clients for evaluation were correctly processed and assigned to the correct individual or department.
· My work involved liaising with solicitors, insurance companies, vehicle recovery operators and Police Forces to ensure the correct documentation was available to all parties involved and assisted in producing evidential reports and evaluations of cases to ensure a satisfactory outcome for our clients.
Volunteer Experience
PTA Treasurer William Macgregor Primary School 2012-2015
During my time as a member of the PTA, I assumed the role of treasurer, I also played an integral role in planning and organising fundraising events, securing donations from local businesses and helped lead a team that funded a project for providing the school with outdoor play equipment.
Macmillan Cancer Support 2012-2015
As part of a team of local volunteers, I participated in and helped to organise collections at local venues and organise fundraising events. Working as part of this team I helped to coordinate charity events which involved sourcing venues, liaising with local businesses and troubleshooting on the day of the event to ensure that all ran smoothly.
Home-Start Tamworth & Number Eight Tamworth 2014 – April 2023
I became a trustee of these charities and in this role, I was responsible for ensuring the effective management of the charities, understanding how the charities benefit the public and helping plan the charities’ future aims and objectives. Other roles I have fulfilled include home visits on a weekly basis to families providing a range of emotional and practical support reporting directly to the Senior Co-Ordinator and organizing donations of toys and clothing. During my time with Home-Start I have gained certification in Safeguarding Children and Safer Sleep Awareness.


