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Senior Administration Assistant with a wealth of experience demonstrated in a career spanning 14 years across a number of industry sectors.  Capable of implementing operational enhancements to improve efficiency and performance, achieving buy-in from stakeholders. Areas of expertise include the provision of high quality administrative support, diary management, travel management and HR administration.  Highly resourceful and self motivated with a commitment to excellence and the highest service standards.  Currently seeking a position within a progressive organisation where skill set can be used to make a valuable contribution.

KEY ACHIEVEMENTS 

· Enhanced HR database system with the implementation of new fields to improve reporting and management decision making whilst working for HR team at YMCA Training. 

· Rolled out new HR system to users and introduced access rights in line with data protection requirements. 

· Improved existing HR templates etc. to ensure data required is in line with systems requirements to improve operational performance and efficiency of the team.  

· Acted as lead for the processing of CRB applications at the YMCA. 

· Identified and proactively reported issues with cash discrepancies at WHSmith, which were subsequently resolved by the management team.  

EMPLOYMENT EXPERIENCE 
Review, England







               
Feb 2015 – Present
· Monitor own workload to ensure that policy guidelines/deadlines are adhered to, chasing CCG/CSU’s for overdue requested case information when required.
· Ensuring all urgent/confidential communications are received and distributed from/to relevant parties in a timely manner.

· Providing training support, organising and planning events as necessary.

· Supporting teams in project management and participating in department events.

· Coordinate the caseloads to Independent Chairs, taking account of availability and case complexity and clarify the appropriate type of panel members required.

· Inputting, monitoring and checking data for each case. 

· Support identification of training needs amongst local administrators and assist with the development and delivery of training material.

Maternity Leave 
Jul 2011  - Jun 2013
Senior HR Administrative Officer, YMCA Training
Nov 2009 - Jul 2011

· Selected for this position acting as Administrator to the Director of Human Resources and ensuring provision of comprehensive administrative support services, maintaining the highest level of confidentiality.

· Managing incoming and outgoing correspondence including email communication. 

· Maintaining HR records, compiling contracts, handling pay queries, conducting and assisting in interviews. 

· Maintaining and updating HR database, tailoring system in line with requirements.  Preparing and delivering presentations and training on the use of the HR database. 

· Effectively co-ordinating meetings and management communications, consistently optimising time for key players. 

· Capturing, producing and distributing minutes of meetings.

· Maintaining comprehensive filing systems and performing diary management. 

· Co-ordinating travel arrangements including flights, trains, hotel and car bookings. 
· Preparing conference rooms and training rooms for meetings. 
· Leading team of two junior administrators. 
Administrative Officer, Crown Prosecution Service
Jan 2008 - Oct 2009
· Assisted the PA to the Chief Crown Prosecutor and Area Business Manager. 

· Co-ordinated meetings, managed diaries and organised travel arrangements. 

· Demonstrated outstanding communication skills liaising with multiple stakeholders including solicitors, barristers, media, relatives etc. 

· Provided secretarial support service and produced outgoing correspondence, typed agendas, produced minutes of meetings and chased outstanding actions. 

· Operated telephone switchboard.

· Handled day-to-day post. 

· Resolved training issues.  

Assistant to Case Manager (voluntary), The Healthcare Commission
May 2007 - Jun 2007
· Studied cases and typed correspondence for the Case Manager as required. 

· Received, initiated and processed calls.   

Cash Office Supervisor/Senior Sales Advisor, WHSmiths
Jun 2000 - Dec 2005
· Appointed initially as a Sales Advisor and following success was promoted consistently.  Balanced and handled cash and checked paperwork for discrepancies.  Checked for unapproved transactions and other fraudulent transactions.

· Acted as training lead for new employees. 

· Liaised with customers and processed transactions on a daily basis. Handled merchandising. 

· Supported the internal recruitment process, scored application forms, organised and conducted group interviews. 
Medical Receptionist, Alishaan Medical Centre
Oct 1998 - Jun 2000
· Handled patient enquiries over the telephone and in person. 

· Booked appointments, optimising use of the internal system. 

· Received and processed prescription orders. 

· Corresponded with hospitals regarding patients, consistently maintaining the highest levels of confidentiality.  
ADDITIONAL COURSES COMPLETED

Basic Accounts








Feb 2014 -  Oct 2014

Passenger Service Agent Diploma






Jun 2013 - Dec 2013
Education

Foundation Law (obtained special achievement award)
2006 - 2007 


Manchester Metropolitan University, Faculty of Science & Engineering

BSc (Hons) Business Information Technology (International) 
2002 - 2006

Manchester Metropolitan University, The Business School

ACCESS Information Technology
Manchester College of Arts & Technologies, City Centre Campus
 2000 - 2001

Modules: Mathematics, Business Studies, Information Technology, and Elements of Computing & Personal Development

IT SKILLS 

Microsoft Office: Word, Excel, Outlook, Access and PowerPoint.  Programming skills: HTML, ASP & SQL.  In house databases. 

Interests

Listening to music; reading books, mostly fiction, favourite author Dan Brown; surfing the net and organising parties and events.





Fazilah 














Fazilah CV NO. 1758480


� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �











