Kelly Winder
Professional Summary

I have a wealth of experience in management/accounts roles for major Tourism, Aviation, and Law firms. I am a committed, professional and organised individual, and have experience in working under pressure and to tight deadlines. I have an innovative approach to management and projects, excellent communication skills and am fluent in Spanish (Castellano) to a professional working proficiency.

Key Skills
· Microsoft Office/ Office Administration
· SITA Text System/ World Tracer Baggage Management System

· Immigration/ Fraud Procedures/ Navitaire/ Damarel/ Ink Check-in Systems
· Accounts & Finance Management

· Purchase & Supply

· Fluent Spanish (Castellano) to a professional proficiency (Speaking, reading & writing)
Qualifications

· 9 x GCSE´s (C grade or above)

· NVQ – Travel Services / Air Travel & ABTA – Business Travel / Travel Planning
· Immigration Laws & Border Control

· Account Management
· CIPS Level 1 – Chartered Institute of Purchase and Supply
Experience
1995-1996: Lunn Poly Travel Agent – Travel Consultant
1996-2005: Thomas Cook – Buyer/Project Manager
2008-2009: Ryanair – Customer Service Agent (Murcia Airport)
· Passenger check-in, Boarding gate, Ticket sales

2009-June 2013:Jet2.com - Ground Staff (Passenger Service Agent/ Ticket Sales Desk -Murcia)
· Passenger check-in, Boarding gate, Ticket sales, Flight Control, Accounts, Payroll & administration

June 2013-July 2014: Jet2.com – Duty Manager (Malaga Airport)

My role as Duty Manager entailed:

· Ensure on-time performance whilst complying with CAA laws and regulations.
· Taking responsibility for the day-to-day management of the base, meeting customer service and  

            revenue generation targets.
· Payroll & Administration
· Staff management/ recruitment
· Budget management and Accounts
· Supervision of: Ticket Sales Desk/Banking, Passenger Check-in, Boarding Gate/ Flight despatch   
Aug 2014 – Feb 2015: Avis Car Hire – Office Manager
· To ensure the swift running of the day-to-day tasks of the office whilst promoting up-sales and  

            revenue generation targets.
March 2015-Nov 2015: AP Legal Services (Lawyers & Barrister) – Legal Assistant/Translator  
My role as a legal assistant included administration and translation in the following law fields:

- Conveyancing - Marita l- Taxation - Litigation – Commercial
Jan 2016- to date:– Accounts Manager 
I am currently the manager in the accounts department and I oversee the daily financial running for 16 large communities, based in South-East Spain. This includes a wide range of financial tasks, from balancing of accounts/closing of financial year, cash flow analysis and budget control. 
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