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PROFESSIONAL PROFILE

Confident, experienced and capable professional EA/PA who engages and relates well at all levels. Clear and concise, efficient and well presented. A strong team player and an asset to any business, my focus is in a support role where any challenge is always met with a resilient smile.

Ambitious and dynamic, looking to progress further, predominantly within the administrative and customer-service related sectors.

CAREER EXPERIENCE

Nov2014-March2015

Travel abroad 

Sep2014-Nov2014

PA to Mittal family.

Extensive travel arrangements

Booking drivers worldwide and calling them half an hour before flight arrival to ensure they are in place (even at 3am) 

Arranging visas, diary management 

Booking medical appointments

Restaurant reservations (making these happen, often at short notice)

Arranging deliveries and tracking these (worldwide)

Source candidates for household staff 

Purchasing art

Maintaining an art catalogue 

Manage cars (road tax, parking permits, insurance)

July 2010-Sep 2014 

PA to Directors - District & Urban Group PLC

Diary management, screening e-mails and phone calls, gatekeeping

Bookkeeping paperwork

Preparing documents, presentations, stats using external sources 

Responsible for sending reminder letters to clients, tracking and sending copy invoices and statements to resolve queries and prepare information for the legal packs on the accounts

International and multi-language contracts

Handling private and confidential documents

Credit control and payments

Organizing, attending and taking minutes at meetings

Booking and arranging meetings, overseeing all the secretaries, with their working environment, dealing with various clients, organising social events

Tenant liaison

General office management

Assisting with Directors family’s needs

Business and private travel arrangements
Leisure, entertainment and holiday planning

Medical requirement for directors and family members screening

Pet & children care

Responsible for control of any house refurbishment or decoration processes

Cash flow control

HR responsibility for hiring household staff

Event organization & management.
Jan 2010-July 2010 

Sales manager - SupportLineUk Limited

Creating a performance environment

Delivering targets set by the business

Effective management of telesales team

April 2009-Dec 2009     

PA to two directors - joint owners of each of the below businesses:             

Raiden Property Limited

Company representative

Managing customer database

Sourcing property for clients 

Manage property billing and payment control

Managing mortgage enquiries

SBDS Limited

Company representative

Liaison with manufactories and engineers

Customer service (queries and basic information about building technology)

Jewellex Limited

Company representative

Manage listings on website

Manage stock photos

Engage with software developers

Manage correspondence

E-mail and phone connection   

March 2008-April 2009

Front of House/Admin

Naval & Military Club St. James Square, London

Hosting and greeting members and guests

Dealing with e-mail queries

Check in and managing bedroom bookings

General phone enquiries

Managing credit/debit cards and cash payments

Managing meeting rooms/gym bookings.

Managing tours for prospective members

Member account balance wellbeing.

Banquet management (Silver Service experience)

April 2006-Jan 2008

Reception Hilton & Marriott hotels in London – Imperial Recruitment Agency

Hosting and greeting members and guests

Dealing with e-mail queries

Check in and managing bedroom bookings

General phone enquiries

Managing credit/debit cards and cash payments

Managing meeting rooms/gym bookings
Manage Paperwork for staff

Final check of the hotel rooms

May 2004-April 2006

Various Hospitality roles – Latvia

FURTHER SKILLS:

I.T. Proficiency: Word, Excel, Photoshop, PowerPoint, Outlook                                                          

Languages:
English, Russian, Latvian – written and spoken                                           

