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A highly competent, motivated and enthusiastic individual experienced in working as part of a team in a busy office environment and across the hospitality sector. 
Well organised and proactive. My ability to provide timely, efficient and accurate administrative support to senior staff, managers and work colleagues is a real benefit to my employers. 
My strengths lie in my approachability and ability to establish good working relationships with a range of different people. I am a quick learner who can absorb new ideas and is experienced in coordinating, planning and organising a wide range of administrative activities. 
My goal is to work for a reputable and ambitious company with career progression opportunities, whether in office administration, HR or Business Development Support.
EMPLOYMENT HISTORY
September 2015 – December 2015: Assistant Manager/Customer Service and Sales, Lime Tree Café & Kitchen, Dubai
Key responsibilities included:
· Managing a team of 20-30 staff members on a daily basis 
· Updating, processing and filing administration documents

· Financial reporting to the head office 

· Reporting to the Area Manager and senior members of staff

· Acting as Duty Manager in their absence 
· Liaising with suppliers and service contractors
· Monitoring inventory, stock and ordering supplies as necessary
· Meeting and greeting customers, dealing with customer complaints
· Undertaking training and participating in team meetings 
· Handling incoming and outgoing calls
April 2013 - May 2015: Health Care Assistant at Greensleeves Residential Care Home, Southampton, United Kingdom
Key responsibilities included:

· Administrative tasks associated with the running of the Care Home
· Maintaining an electronic and hard copy filing system

· Developing a comprehensive knowledge of Microsoft Word, Outlook and Excel.
· Providing cover for the Manager during their absence

· Coordinating and scheduling maintenance of the property
· Creating and communicating the work shifts for staff attendance 
· Maintaining resident records and family contact details

· Ensuring medication for residents was administered correctly
· Assisting patients with activities of daily living such as bathing, dressing and grooming
· Maintaining a clean and safe working environment
· Serving meals to patients and monitoring their eating habits
July 2009 – April 2013: Royal Bank of Scotland Group, Court of Protection Associate, Southampton, United Kingdom
As a part of the Court of Protection Team, I was involved in receiving Court Orders under the Mental Capacity Act 2005, ensuring orders were correctly certified, scanned on to the system and categorised into the appropriate work stream.

Key responsibilities included:

· Gathering and interpreting information
· Accounts management 
· Conducting investigations into the assets of customers

· Reporting all relevant information to the Bank’s Legal Department

· Accurate record keeping 

· Coordinating communications between the Bank’s internal departments
· Liaising with third parties including solicitors and civil servants

· Scheduling meetings and preparing agendas

· Resolving administrative problems

· Providing clear and concise verbal and written communications

· Inputting and maintaining information on to a bespoke customer database 
· Handling confidential information whilst working in line with the Data Protection Act
· Prioritising own work load to complete tasks efficiently

· Providing excellent customer service
· Scanning and copying legal information, notes and other documents
July 2008 – July 2009: Royal Bank of Scotland Group, Customer Service Advisor, Southampton, United Kingdom
Prior to my involvement as a Court of Protection Associate, my role within the Bank was a Customer Service Advisor. Through this role I gained valuable customer service and administrative experience within a busy service center environment.

Key responsibilities included:
· Involved in a delivery team for launching several new projects introduced into the banking system 
· Testing, error reporting and re-testing of systems 
· Migration of data between internal computer systems

· Consistent data input accuracy and information gathering 
· Ensuring office procedures and systems operate efficiently
· Handling requests for information and data
· Checking stationary levels and ordering new supplies 

· Undertaking sales courses and cost savings meetings

· Setting up e-mail groups for committees
· Efficient team work

· Cold calling potential customers
· Working on telemarketing campaigns
July 2010 – October 2013: Greene King, The Mitre, Restaurant and Bar Supervisor   
Whilst working at the Bank, I undertook a second role working part-time as a Bar Supervisor. 

Key responsibilities included:
· Event management
· Supervising the shifts of kitchen, waiting and cleaning staff
· Completing close of business banking

· Undertaking stock management 
· Meeting and greeting customers and organising table reservations
· Working in a high pressure environment
· Advising customers on menu and beverage choice 

· Providing cover for the bar Manager as necessary 
· Creating and implementing promotions
October 2006 – July 2008: Green King, Luzborough House, Head Waitress

After completing my college education and moving to the United Kingdom, I became a Head Waitress at a prestigious restaurant within Hampshire.  
Key responsibilities included:

· Leading a team of floor staff

· Answering and resolving customer queries promptly, in a courteous and confident manner

· Welcoming, acknowledging and greeting guests who come to the restaurant
· Taking accurate food and beverage orders from guests 
· Maintaining the cleanliness of the service areas in the restaurant 
· Ensuring that customers receive an efficient and prompt service 
· Restocking the bar when necessary 
· Ensuring the correct use of cleaning materials and equipment
· Working well under pressure in a fast paced environment
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Core Skills�
�
Office administration


Financial administration


Customer Service


Reception support


Filing & Archiving 


Staff management


Effective communicator


Time management


Flexible and adaptable


Proficient in Microsoft 


Language skills


Attention to detail


Willingness to learn


Maintaining confidentiality


�
�
Details�
�
Current Position:


Assistant Manager/Customer


Services – Lime Tree Café.





Date of Birth


16.10.1987





Contact Details:


D.E.C Tower 2


Dubai Marina


Dubai


UAE





Tel: 


+971 (0) 509179929 





E-mail: 


� HYPERLINK "mailto:michaela.uhrincova16@gmail.com" �michaela.uhrincova16@gmail.com�


.com�
�
 








Nationality�
�
Slovakian�
�



Languages�
�
Fluent in English, Slovak and Czech with an understanding of basic Polish, Russian and French.�
�
Education�
�



1998 – 2006:


Bilingual Grammar School of, specialising in English Language.
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Hobbies�
�
Reading 


Movies & Theatre 


Live music 


Fitness


Socializing  
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 References


Available upon request.�
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