
Personal Assistant to Senior Management, MD and CEO
A conscientious Personal Assistant with strong organisational skills with a mature and professional approach.

My objective is to work closely with my manager and have full comprehension of their business priorities. I then filter this information into the layout and forward planning of my support; resulting in the function of a more effective manager
Key Skills:
	· Advance Word, PowerPoint, Excel, Outlook, Typing speed (40 wpm)

· Professional inter-personal skills with the ability to communicate effectively with people at all levels including CEO

· Ability to multi-task and arrange changing and often conflicting priorities with flexibility

· Pro-active team player

· Able to communicate tactfully at all levels and show discretion when handling confidential and sensitive issues


	· Ability to work calmly and efficiently in a pressurised environment and influence colleagues

· Culturally aware; adapting to a constantly changing and growing business environment

· Meeting stakeholder expectations and ensuring successful delivery

· Health & Safety and First Aid trained

· Event Management 


	
	


Professional Experience 
Barclays Bank PLC
PA to 3 Directors of Infrastructure Services 
June 2014 to Present
My role is to provide secretarial and administration support, liaise with other business team members and PA’s within the business UK & Worldwide. This is a high intense role which needs a highly organised person to be able to manage all 3 workloads and teams.

Accountabilities include:
· Complex diary management, requiring a high degree of business knowledge and strategic thinking

· Inbox management, where applicable respond to/resolve a wide range of queries from ExCo members channelling to appropriate areas where necessary and following up as required
· Correspondent with HR regarding ongoing people issues and Interviews including minute taking for confidential meetings.

· Facilitating Leadership Town Halls and Strategy sessions and All Hands Calls for global meetings
· Liaising directly with D, MD’s and CEO’s office regarding all logistics of internal communications and co-ordinate
the delivery of key data that sits across multiple areas of the team

· Preparing agendas and tracking actions for managers 1/1’s with Director of Business Communications

· Supporting a degree of personal duties i.e arranging invoice payments for school fees, Timesheets, organising holiday travel, liaising with housekeeper

· Event management for team building, Christmas parties, monthly unwind meetings for whole of InSv teams (200 ppl)

· SAP Expenses

· Travel arrangement for global and local travel- booking flights, hotels, car services and trains via Amex or trainline accounts 
· Intense room management for local and global meetings 
Temping Roles
PA, Admin and E roles
May 2013– May 2014
I worked in various roles as an administrator and PA which included:

· PA to HR Director at Royal Bournemouth Christchurch Hospital (Temporary role to cover sick)

· Reed recruitment, HAYES, Forrest recruitment

High level diary management



Minute Taking 





Dealing with correspondence 



Composing and receiving emails

Planning travel and events 



Administration Assistant duties

Traveling in America

January 2013-April 2013 
JB Asphalt Ltd 



PA to CEO



         Sept 2007– Dec 2012.   
Acting as PA to the CEO of a roofing company which has been in business for over 30 years. This role demanded that I work at a fast pace in order to deal with various constantly changing aspects of the business sector. 

Duties included:

· Liaising with clients, contractors and sub-contractors

· Managing and maintaining diary and appointments 

· Managing phone calls & email correspondence 

· Accounting- Sage Accounts 
· Stock control

· Employee timesheets and submitting wages 
· Arranging meetings & events

· Health & Safety and Risk Assessments

· Planning travel arrangements- hotels, flights, trains, taxis
· Submitting tenders and  contracts
· Basic office tasks such as faxing, photocopying and ad hoc typing (including audio)

Personal Details

Dual Nationality:

British


Driving Licence: 

Full, UK
GCSE GRADE EDUCATION 

AS LEVEL EDUCETION

TRAINING- 
ONE DAY EXECUTIVE PA  COURSE 2015

CRB Cleared 2013

First Aid 2011

Health and Safety 2010
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