CURRICULUM VITAE
                                     Diane 

DIANE 
DIANE.372295@2freemail.com 

CURRICULUM VITAE

APPLICATION : EXECUTIVE ASSISTANT
[image: image1.png]



[image: image2.png]



DIANE 

CURRICULUM VITAE
PERSONAL DETAILS

Name


:
Diane 
Date of Birth

:
30 November 1960 (56 years old)

Status


:
Divorced

Children

:
None
Nationality

:
South African

Home Language
:
English
Other Languages
:
Afrikaans
Notice Period

:
None – immediately available
EDUCATION & TRAINING

School


:
Settlers High School, Bellville, Cape Town

Qualification

:
Matric
Year Obtained
:
1978
Tertiary Education
:
1979 – Tygerberg Technikon (Now Northlink College)
Qualification

:
National Higher Private Secretarial Diploma
(1 year full time course)
Computer Skills:

Email




Word





Xcel





PowerPoint





Wondershare Video Production
Gimp

Irfanview





Windows Paint




Adobe Indesign (Desktop Publishing)
EMPLOYMENT HISTORY
Current Situation
:
Self-employed author
Period


:
1 April 2011 to date

After having worked my whole life, I was in a position to take a sabbatical and develop my talent for writing. 

I have now completed what I set out to do. *I have written, edited, designed, created covers and self-published three books on Amazon and proven to myself that I have the persistence and self-discipline to complete such a difficult task (even though I thought I was going barking mad at times).
After having completed what I set out to do, viz writing, I am now eager to begin a new, exciting phase of my life abroad. As I have no dependents nor partner, I am free to follow my dream to work in the UAE.
This dream came about when, in 2011 and 2013, I was fortunate to visit friends in Dubai for a month at a time, and was so impressed that I did research about the UAE. What I learned about Dubai and the UAE instilled a deep respect and admiration for the region’s progressive attitude, dedication to excellence and determination to be the best. On a personal note, I fell in love with Dubai and since those holidays, have set my sights on Dubai and the UAE. I am so keen that I am currently sorting out my personal affairs so that I am able move to Dubai at a moment’s notice.
*As a matter of interest, links to my books available on Amazon are as follows:

Wild Avengers:



The Seagull and the Sheikh:


Chilli Bites:




[image: image3.png]




Previous Employer
:
PROJECT FREIGHT

(Logistics and Project Management Company)
· In Liquidation
Service Period

:
1 October 2008 to 30 March 2011
Position Held

:
Executive Assistant to Senior Project Manager, Oil and Gas
· Mr Barry de Klerk
Responsibilities and Duties
· Supervising crew changes, i.e. checking passports, preparing documentation and transportation for arriving and exiting crews, each totaling about 150 personnel. This involved working on weekends, holidays and late into the night, mostly without supervision.

· Constant monitoring of hotel accommodation for approximately 150 arriving crew members and management in the port’s town (an hour’s car journey from Cape Town, where our company offices were situated).

· Arranging collection of steady flow of specialists and crew from airport to port and back (a 24-hour function).
· Arranging safety meetings at local hotels upon arrival in Cape Town for arriving crew personnel.
· Arranging medical attention for injured crew members and subsequent trip home, where necessary.
· Arranging car hire for constantly changing flow of specialist crew.

· Liaising with crew management regarding meetings, crew changes, car hire, hotel bookings and crew movement.
· Liaising with a local personnel transport company to ensure the collection and drop-off of personnel from the airport at any time of the day or night. Crew sometimes had to be collected from the Port of Saldanha, stay overnight in a Cape Town hotel, then be collected from the hotel and transported to the airport the following day.
· Driving to and from the port on my own (Saldanha Bay - about an hour’s drive away from Cape Town) to ensure smooth en masse accommodation changes.
· On call for any requirements for oil rig management, e.g. organizing film maker for safety video, printing of specialized stationery, etc.

· Port entry control documentation preparation, ensuring they complied with the Port Authority’s strict regulations.
· Monitoring of accommodation payments and reporting to our company’s finance department regarding payment/clarification on any queries.

· Taking minutes of meetings, typing and distribution of same to attendees.

· I took it upon myself to write the company’s monthly client newsletter which involved collecting data and information relevant to the logistics industry from managers and staff, drafting the newsletter and distributing same to our client base.

· Rigs were often in port months longer than was initially planned. This resulted in emergency movement of the large contingent of personnel to various accommodation sites around the port which were in short supply as the town, Saldanha Bay, is relatively small and has limited hotel accommodation. This required rigorous planning and attention to detail.
· Ensuring the smooth flow of information via email from rig crew to Project Freight management.
· Keeping Project Freight management updated as to any problems I felt needed senior approval or attention.

· Maintaining petty cash for extraneous expenses, particularly when a rig was in Port.
· Keeping tabs on wants and needs of rig management, such as organizing special functions at various locations around Cape Town.
· Most of the above was handled without supervision by my superior. I only raised issues with him if I felt a situation called for his input.
Reason for leaving:

The company experienced severe financial problems 





and, at that stage, I was fortunate enough to be able to 





pursue a long-held desire to write books.
Immediate Superior
:
Barry de Klerk – now Senior Manager, Africa:

CLI Project Logistics (Pty) Ltd
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Employer

:
Mr Gerd Röber (Retired)





(Private Independent International Business Broker)




Position Held

:
Executive Assistant to CEO, Mr Gerd Röber
Service Period
:

1 September 1994 to 31 September 2008
Key Responsibilities
· Mr Röber’s business was a ‘one-man’ operation and, as such, I handled any and everything that needed attention, no matter how large or small to ensure that the work flowed smoothly.
· Online market research and communication regarding business opportunities abroad. This involved collecting and collating information regarding the best location for investment opportunities. This came about organically as the CEO was not computer literate.
· I ran the office autonomously and was responsible for all purchases, expenses and maintenance of office supplies.

· Preparing PowerPoint presentations and marketing/research reports.

· Maintaining all email and electronic communications with clients and auditors abroad.
· Arranging overseas trips for the CEO with regard to flights, car hire and hotel accommodation etc.
· This position was not a ‘nine-to-fiver’. I was constantly available to deal with any problems that arose, particularly when the CEO was abroad.
· As I regularly read newspapers and financial magazines (both local and international), I have a good grounding of international politics and their advantageous or adverse effects on potential investment opportunities. My previous experience at Syfrets Trust (South Africa’s oldest investment and Trust Company) instilled in me a great interest in international affairs and I make sure that I am constantly aware of global trends. This awareness proved to be of great value when conducting research.
· Assisting with telephonic conversation with clients and auditors as the CEO was hard of hearing. This often meant discussing the issues telephonically and reporting back to the CEO or drafting a written record of the discussion.
· Handling the CEO’s personal family matters on the Isle of Man and in South Africa with regard to communication, travel and household maintenance.
· Ensuring that all emails, documentation and correspondence that left the CEO’s desk were checked for content, grammar and formatting.
· Safe storage and categorisation of documentation and creating relevant systems, where necessary.
· I ensured that all the CEO’s personal records etc. were updated on a regular basis.
Immediate Superior
:
Gerd Röber, CEO (Retired)
Reason for leaving
:
Mr Röber retired and closed his company.
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Employer:


Queenspark
Position Held:


Executive Assistant Mr Gordon Bradley
Service Period:


1 February 1991 to 31 August 1994




(Service gap because of my relocation to Cape Town) 
Key Responsibilities:



· Copious shorthand note-taking for transcription and faxing to overseas clients (these were the days prior to the internet).
· Taking minutes of meetings. My shorthand skills were invaluable in documenting, verbatim, all proceedings.
· I was often asked to sit in on meetings with the company MD (even though he had his own two secretaries) to record proceedings.
· Assisting the HR director’s secretary with minutes with important disciplinary sessions (she didn’t do shorthand). This came about as a result of my exceptional shorthand skills and speed for which I was awarded prizes at High School.
· Arranging accommodation, flights etc. for visiting overseas clients.
· When necessary, I would often drive international clients around Cape Town to visit the city’s tourist attractions.

· Arranging meetings, travel and hotel arrangements when my superior travelled abroad.

· Arranging for clothing samples to be shipped to overseas customers, e.g. Marks and Spencer in England and Berkatex in Germany.
· Stock control of all clothing samples in consultation with the MD and overseas clients.

· Corresponding with overseas clients with regard to incorrect deliveries, labelling changes and concomitant costs.

· Liaising with CMT (cut/make/trim) design staff to ensure the timeous completion of samples for visiting overseas clients.

· Arranging delivery of all garment, fabric or consumable (buttons, linings, etc.) problems to the laboratory manager and ensuring speedy feedback so that my Director could communicate results to clients.

· Liaising with Shipping Department regarding ‘on-time’ sample and consignment delivery abroad.
· As I was a perfect size ‘medium’ I was identified as an intermittent ‘fit’ model for overseas clients (‘fit’ faults are better identified once they are draped on the body). These fittings were carried out when my duties as Executive Assistant allowed for it. However, this often resulted in me having to work long hours to catch up on my normal function as Executive Assistant to the Export Director (Mr Bradley’s position at that stage – prior to company restructuring). This ‘modelling’ was not part of my job description, nor was I paid extra for the added function. However, it was of great benefit to our company and I was happy to oblige.
· Maintaining and co-ordinating my Director’s diary with other managers and Directors.

· In consultation with the company’s catering staff, I also arranged Directors’ luncheons in the boardroom every day.
Reason for Leaving:

I felt my skills weren’t being used to their full potential 





and wanted a challenging position with more responsibilities.

Immediate Superior
:
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Employer:


South African Government




Department of Finance

Position Held:


Executive Assistant to the Director General of Finance,




Dr Robbie Burton (deceased)

Service Period:


1 December 1986 to 31 December 1990
Key Responsibilities:




· I was a member of the South African Parliamentary Cabinet staff which shuffled between Cape Town (Parliamentary Capital) and Pretoria (Administration Capital) for six months every year and, as such, I would arrange the packing up of our office equipment and delivery via rail to Cape Town from Pretoria. This had to be carried out at the same time as packing up our home for the temporary move to Cape Town.
· Compiling and distributing “Eyes only” Parliamentary Cabinet Minutes (I had ‘Top Secret’ clearance) to Cabinet Ministers and their Directors General.
· Arranging local and international travel arrangements for the Director General.
· Liaising with the Treasurer with regard to the Minister of Finance’s annual report to Parliament.
· Liaising with the Governor of the Reserve Bank and his staff regarding content regarding South Africa’s Annual Budget report by the Finance Minister.
· Assisting with the typing and compilation of my Director General’s report to be included in the Finance Minister’s annual budget speech in Parliament.
· Arranging for payment or invoicing of departmental expenses with relevant Parliamentary Officer.
· Taking Minutes at meetings and distributing same after obtaining consensus from participants.
· As most of the Parliamentary staff were Afrikaans-speaking, most of my correspondence was carried out in that language (my second language). I was, however, often consulted when management needed to correspond in English (their second language).
· As this position had Top Secret clearance, I developed an understanding for discretion and collated all documents and Cabinet Memos for filing in specially-designed vaults.
· I often arranged special functions in the Parliamentary dining room for visiting dignitaries for the Finance Department and Co-Directors General.
· Liaising with the Minister of Finance’s staff regarding Cabinet Memos to check for accuracy of record and their Minister’s input, where necessary.

Immediate Superior:
Dr Robbie Burton (deceased) 

Director General to South Africa’s Minister of Finance, The Hon. Barend Du Plessis, MP
Reason for leaving:
After I divorced my husband (who was Press Secretary to a Cabinet 


Minister, The Hon Kent Durr, MP), I resigned from my position as I 


wished to permanently remain in Cape Town (my home town).
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Employer:


Syfrets Trust (Pty) Ltd (Investment & Trust Company)
· Liquidated
Position Held:


Executive Assistant to the Senior Marketing Manager,

New Business – Mr Mike Anderson
Service Period:


2 February 1980 to 30 November 1986
Key Responsibilities:




· Compiling monthly new business sales report for the Marketing Director from information provided by each department, viz Participation Mortgage Bonds, Unit Trusts, Wills and Deceased Estates, etc.
· Arranging travel and hotel accommodation for my manager.
· Arranging seminars in Knysna (a six-hour car journey from Cape Town) which entailed the following:
· 1.
Arranging hotel accommodation and travel arrangements for large new               business team members;
· 2.
Setting up conference facilities for the team;
· 3.
Arranging meals and seating for clients;
· 4.
Drawing up menus for clients and staff in consultation with the hotel’s Catering 
Manager;
· 5.
Arranging golf days with the local Golf Club for clients with team members.
· General secretarial duties:
· Sorting mail and financial literature for distribution to team members.
· Monitoring feedback and/or dealing with correspondence and compilation of letters for my manager.
· Ensuring that all documentation and correspondence that left my manager’s desk was checked for grammar and formatting.
· Safe storage and categorisation of documentation and creation of relevant system, where necessary.
· Ensuring that my manager’s personal records etc. were updated on a regular basis.
· Co-ordinating of staff and team members with regard to the smooth running of the office, particularly when organising ‘away’ conferences.
· Monitoring of office supplies and equipment maintenance, ensuring cost-effective solutions to problems and repairs/supplies.
· Discretion was a vital part of this position as many of our clients were high net worth individuals with extensive investment portfolios.
Immediate Superior:
Mike Anderson



Senior Marketing Manager, New Business
Reason for leaving:
I got married and became a member of the South African Parliamentary Cabinet staff in order to join my husband whose governmental position meant that we had to live in Cape Town and Pretoria for six months at a time very year.
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PERSONAL ATTRIBUTES

My maturity brings with it extraordinary attention to detail and excellent communication skills. Along with that comes balance and the ability to work well with people – I take myself lightly, but my job seriously. I thoroughly enjoy working with other employees, but I am self-motivated and capable of working alone.
I learn quickly and have taught myself many software packages. I am not afraid to tackle any and everything that comes my way and I will not give up until I am satisfied that I am fully au fait with the ins and outs of the software or, for that matter, anything that may be of value to myself or my employer.
I take it upon myself to handle any queries and issues that can be dealt with personally, freeing my senior to carry out his duties without the interruption of minor problems. In short, I believe a capable executive assistant takes on any and all responsibilities where called for, particularly in the case of smaller companies.
I thrive on deadlines and work hard to produce the best that I am capable of. I am a perfectionist and will spend long hours (often late into the night) to ensure that everything I do is finished to perfection and on time. Many hours of writing without supervision has honed me into someone who perseveres against the odds, is self-motivated and self-disciplined. For me, work is a pleasure, not something to be endured in order to collect a pay cheque at the end of the month.
I believe that my work ethic is what sets me apart from the average individual. Without a partner or children to distract me from my duties, I put in the necessary hours to complete my tasks to the best of my ability. I take personal interest and pride in my work as I derive great satisfaction in producing quality work, delivered on time.

The words ‘working hours’ are not in my vocabulary as, having worked for an independent businessman and being on call for rig personnel twenty-four hours a day, I understand the necessity to be available whenever necessary to ‘get the job done’.
I have worked in a number of industries, viz. Logistics, Finance and Fashion. This grounding proved to me that excellent secretarial (and, at times where necessary, managerial) are transferable skills and experience that ensure the smooth running of an office, whatever the industry or environment. 
I am extremely excited at the prospect of working in the UAE and look forward to making a contribution to a company that has realized the enormous potential and growth that region offers.
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