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PROFESSIONAL PROFILE

A dedicated and enthusiastic professional specialising in the provision of comprehensive administrative and secretarial support.  Possesses excellent interpersonal and communication skills and the ability to develop and maintain productive internal and external relationships.  Able to work well on own initiative whilst demonstrating the organisation and prioritisation required to achieve tight deadlines.  Enjoys being part of a successful and productive team and thrives in a high-pressure, challenging working environment.
· Excellent IT skills in Microsoft Word, PowerPoint, Excel, MS Outlook and the Internet

· Customer focused, being receptive to the requirements of both the clients and employer

· A high level of self-motivation and discipline has led to continued success and career advancement in current role

Career Summary
Sept 05-Date
Legal Secretary
Treanors Solicitors, Sunderland

· Audio Typing (typing speed of approximately 55 words per minute)

· Data Entry – Database – Update client’s details along with the progress of the case

· Dealing with queries from clients on the progress of their case; GP’s for the client’s medical records; Hospitals for x-ray/CT scan results and chest specialists for their opinion on whether the client has a case for compensation

· Reception Cover 

· Diary Management for senior partner of firm

· General admin duties which includes file management

· Manage a spreadsheet responsible for client referrals

· Preparing legal documents

1997-Sept 2005
Her Majesty’s Armed Forces

2003 - Sept 2005
Military Clerk, Directorate of the General Staff
MOD London 

· Managed the electronic diary for the Director to ensure the effective execution of his daily tasks

· Scheduled and booked appointments, arranged meetings and invited visitors including making sure they had clearance to get into the building by registering them with the security department online

· Responsible for the booking of working lunches through a civilian establishment which includes calculating per head the correct budgetary expenditure to be used

· Liaised with senior management to prioritise workloads and commitments to ensure deadlines were met
· Provided comprehensive administrative support for a team of 100 personnel which includes the booking in of documents, copy and audio typing, faxing, photocopying and the general assistance required on a day to day basis

· Responsible for overseeing travel arrangements in the form of booking car rental and train tickets for senior management including civil servants often at short notice

· Handled confidential and sensitive correspondence and documentation

· Ensured that adequate levels of stationery are maintained by ordering and liaising with suppliers

· Sole responsible for distributing the Assistant Chiefs General Staff Newsletter, which is sent out quarterly to over 750 addressees worldwide.  This includes the updating of the distribution lists in Microsoft Word and Access to ensure the correct address is printed on the labels and requested quantity is produced
· Arranged Army Familiarisation Visits for Civil Servants throughout the year by liaising with military and civilian establishments.  To also produce an instruction with all the important information for the attendees including an itinerary of the days events
2000-2003
Military Clerk, 1st Battalion Grenadier Guards
Windsor 

· Managed all administrative duties associated with the documentation for 150 company personnel including the regular updating of records on the internal computer system

· Booked medical and dental appointments for annual checkups including personnel leaving the services 

· Ensured that all personnel receive the required amount of pay on the correct day by checking statements on arrival and dealing with queries from personnel on a day to day basis

· Identified the training requirements of 700 personnel and booked appropriate courses accordingly to their career prospects over a 12-month period by liaising with senior management, education and training centres for availability

· Providing assistance to an executive with the preparation of all his correspondence

· Produced the forecast of events based on the next 3 years of the battalion by collating a list of leave, duties, tours plus other activities and placing them onto an Excel spreadsheet

1997-2000
Military Clerk, 3 Infantry Brigade
Northern Ireland
· Coordinated the movements of upwards of 100 personnel including booking any leave entitlements by liaising with another military establishment to arrange flight and ferry crossing availability

· Carried out all necessary administration on behalf of squadron personnel and dealt with any correspondence 

· Passed a quality control inspection, which entailed keeping up to 150 personnel’s records accurate and up to date by ensuring the individuals computer records were the same as the hard copy documents

EDUCATION & QUALIFICATIONS

Professional: 
European Computer Driving Licence  

Pitman:
Audio Transcription


Basic Book Keeping

NVQ Level II:
Administration

7 GCSEs:
Including English & Mathematics






































































PAGE  
1

