	CURRICULUM VITAE

	Name:
	Mrs Andrea 



	A determined, well organised and reliable manager who has worked both in the Public and Private sector.  Experienced in driving change, seeking out new responsibilities, performance management as well as having strong leadership skills.  
A candidate who has worked in a variety of environments under differing roles and on each occasion has met and delivered the expectations of every role.  Described as having superb management skills which have enabled the delivery and achievement of Objectives.


	Employment History
	May 2015 – 31 January 2016
Global Market Square, Abu Dhabi
Legal Secretary
· Providing full secretarial support to Partners and other fee earners.

· Opening new maters for fee earners.

· Completing diary entries for fee earners and assisting with billing and invoice process.

· Arranging meetings and management of electronic diaries.

· Travel arrangements including itinerary, hotels flights, visas etc.

· Completing expense reimbursements, Amex Card payments both electronic and paper.

· Maintaining an up to date record of contact details within the Interaction Database.



	
	

	
	January 2013 – May 2015
Japan Oil Development Co. LTD (JODCO)
Etihad Towers, Abu Dhabi
Administration Officer

· Same role as Assistant Secretary, with additional Administration i.e. Document Registration, preparation of letters/emails and faxes.

Secretary 
· Arrange and Coordinate meetings with both local and International Offices.

· Liaised with various hotels within Abu Dhabi, booked accommodation, flights and necessary transport including car hire.

· Provided Administration/PA support to both officers as well as senior members of staff i.e. General Manager.

· Preparation of Visit Schedules, Agendas and monthly calendars for weekly management meetings.
· Prepared Emails, Faxes and letter correspondence.

· Checked documentation/presentations for correct English.

· Registration and circulation of all incoming documentation.

· Any other duties associated with the role.



	
	Reason for leaving:  Job offer in an International Law Firm.



	
	July 2011 – August 2012

London Borough of Richmond upon Thames Council

Civic Centre, Twickenham (www.richmond.gov.uk)

Business Support Manager, Environment Directorate

· Led the development of three new Administration Hubs within the Environment Directorate; Recruited and trained up to 20 staff.

· Reviewed, documented and implemented processes across a number of different Services within the Directorate.

· Worked with 9 Service Heads across various services within the Directorate to define requirements, prepare Service Level agreements and agree key performance indicators.

· Worked with Key Services such as the Corporate Contact Centre to ensure staff’s knowledge and training opportunities delivered were to the standard of service Customers appreciated.
· Identified savings and adjusted work processes accordingly including an electronic post-delivery project.

· Led the development and implementation of new ways of working across the directorate.

Reason for leaving:  Family relocation to Abu Dhabi.


	
	March 2010 – June 2011

London Borough of Richmond upon Thames Council

Civic Centre, Twickenham (www.richmond.gov.uk)

Senior Technical, Quality and Coordination Officer, Highways & Transport

·   As shown below, title change only.

Reason for leaving:  promotion within the Directorate.



	
	June 2008 – February 2010

London Borough of Richmond upon Thames Council

Civic Centre, Twickenham (www.richmond.gov.uk)

Principal Administration Officer, Highways & Transport

· Lead and coordinated an Administrative support team for the Service.
· Ensured service delivery was in accordance with Legislation, best professional practice and within the Council’s guidelines and Policies.
· Led the Service through Customer Service Excellence Accreditation.  Worked with senior members of the Service to ensure that regardless of whom customers contact and what method they use (phone, face to face etc), they feel that they receive the same level of service.
· Trained and delivered training as a Super User on the Service’s Database Confirm.

· Managed the Service’s Compliments and Complaints Process and provided quarterly reports accordingly.

· Produced relevant Performance Reports, in liaison with the Council’s Performance Management Section.

Reason for leaving:  same job role, job title changed within Department’s restructure.



	
	February 2006 – June 2008

London Borough of Richmond upon Thames Council

Civic Centre, Twickenham (www.richmond.gov.uk)

Technical Officer, Highways & Transport

· Provided Administrative support to Assistant Director as well as Heads of Service, including diary management, minute taking, managing both incoming and outgoing correspondence.

· Provided relevant training to officers on appropriate use of IT Database, and overall responsibility of monitoring issues of non compliance of timescales.

· Undertook research, gathering and collated information to produce statistical and other analyses as required.

Reason for leaving:  promotion to Principal Administration Officer within same Department.



	
	December 2004 – January 2006

London Borough of Richmond upon Thames Council

Civic Centre, Twickenham (www.richmond.gov.uk)
Various Temporary Positions/Roles:

PA to Head of Environmental Services

PA to Director of Environment

PA to Assistant Director of Environment, Traffic & Transport
· Establishing, maintaining and developing effective record keeping systems.

· Managing Director’s, Assistant Director’s and Head of Service’s Diaries (paper and Electronic) and any necessary travel arrangements.

· Organised and prioritised day-to-day tasks unsupervised.

· Organised the collation and distribution of correspondence and documents, including Members of Parliament and Councillors in accordance with Corporate Standards.

Reason for leaving:  Secured a permanent role as a Technical Officer within the same Directorate.



	
	2000 – 2004

Career break to raise family



	
	1995 – 2000

Various Temporary Assignments

Data Capture/Administrator

Receptionist

Secretarial/PA

Waitressing/Hotel work/Bar work


	
	1993 – 1995

South African Police Service

Booysens, Johannesburg

Female Constable



	
	

	Volunteering
	· Abu Dhabi Film Festival – October 2012

Worked at both the Emirates Palace and Marina Mall VOX Cinemas

· Stragglers Triathlon Club 2012, Volunteer Assistant Coach

· Stragglers Run Club 2012, Run Leader



	References
	Referee’s details available on request.


	Interests
	Running/Triathlons – Qualified in Running Leadership (UK) as well as a Level 1 Triathlon Coaching (British Triathlon).  Been an active member of a large Run Club as well as being involved in the initial setting up of a Triathlon Club as a volunteer coach.

	Should you at any time require any further information, please do not hesitate to contact me on tel: +971 562683911 


Education and Training

	Qualifications:
	Matric Certificate (South Africa) – Final year of Secondary School

Council for Awards in Children’s Care & Education (Membership Grade/Number 02/137275)

	Training Courses:
	2012 – Leadership and Management – LBRuT/Cygnet

2012 – Vision, Performance and Coaching – LBRuT/Cygnet

2012 – Communication and Delegation

2012 - Leadership in Running Fitness – UK Athletics

2012 – Level 1 Triathlon Coaching – British Triathlon

2011 – Competency Based recruitment – LBRuT

2011 – Service Level Agreements - CIPFA

2010 – Fire Marshall Awareness Training

2010 – Introduction into Emergency Planning in London Briefing – LBRuT/LFB-EP

2010 – Evacuation Chair Basic Instruction Course – EHS

2009 – Richmond Ready Champion training

2009 – Customer Service Excellence - LBRuT

2009 – 4-day First Aid at work - LBRuT

2009 -  Appraisals for Managers - LBRuT

2009 – First Line Manager Training (6 Modules incl. Key People Management Skills, Assertive Communication, Managing Conflict, Coaching to Develop your team, Negotiation Skills, Putting Human Resources Policies into Practice) – LBRuT

2008 – HR Managers Essentials  - LBRuT

2008 – Introduction to Civil Protection (With a care of People)

2008 – HR Essentials for Managers – LBRuT

2008 – London Fire Brigade Emergency Planning Gold Support Team Conference – LLAG/LFB

2008 – Traffic Management Act/Confirm –FPN’s - LBRuT

2008 – Traffic Management Act/Confirm – What’s new in V7 - LBRuT

2008 – Traffic Management Act /Confirm – Street Works Wizard - LBRuT

2008 – Crystal Reporting 

2007/08 – Confirm Database Super User – LBRuT

2007 – Recruitment & Selection - LBRuT

2006 – Corporate Complaints (Local Government Ombudsman)

2006 – Rich Mix Training - LBRuT

2005 – Time Management – Richmond Council (LBRuT)

2005 – Project Management - LBRuT

2002 – Introduction into Criminology

2002 – NVQ 2 Early Years Care & Education

1999 – Introduction into Debt Collecting

1997 – Introduction into Microsoft packages intermediate level

1993 – South African Police – Basic Training


	
	**LBRuT = London Borough of Richmond upon Thames Council
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