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PERSONAL STATEMENT

Personal assistant with 4+ years of experience in handling administrative needs for senior management. Well versed in implementing procedures and developing strategies to meet operational requirements of executives. Strong ability to collaborate with colleagues to develop a productive work culture and help [Company Name] thrive.




Work Experience

RED RIBBON ASSET MANAGEMENT, Manchester 
Personal Assistant, December 2022–Present

0. Provide secretarial support to senior executive and effectively manage day-to-day administrative tasks
0. Manage all office communications and handle correspondence with internal departments and external stakeholders
0. Maintain calendar and diary that covers 4 departments’ operations, send reminders, and ensure executive attends all appointments
0. Organise senior executive's domestic and international travel, including managing all boarding and lodging arrangements


TECHQUARTERS, Manchester 
Administrative Assistant, May 2018–November 2022

0. Supported office manager to effectively manage all office operations and maintain workplace efficiency
0. Coordinated with internal departments and maintained open communication channels to increase productivity
0. Monitored operational performance of office and prepared monthly reports for senior management
0. Aided in migrating 100+ manual records to computerised system to ensure instant access to all files and documents



Education

UNIVERSITY OF MANCHESTER (2014–2018) 
1. BA (Hons) Business Management, upper second-class honours (2:1)

RELEVANT MODULES 
1. Interpreting Management, Organisation Studies, Leaders and Leadership, Multinational Organisation, Cultural Environments

KING DAVID SCHOOL, MANCHESTER (2007–2014)
1. A-Levels: Maths (A), French (A), English Literature (A)
1. GCSEs: 10 A*–C including Maths, English, Combined Science, and ICT




	Key Skills

· Communication
· Interpersonal relations
· Organisation
· Analytical thinking
· Administrative support
· Office management
	 HOBBIES & INTERESTS

· Football
· Swimming
· Calligraphy
· Morris dancing
· Reading fantasty novels
· Whiff-whaff
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