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Curriculum Vitae



Name:
Samantha-Jane Stokes

Nominated Position:
Payroll Assistant

Security Clearance:
SC clearance valid to 27 Feb 2012
Nationality:
British

Availability:
Immediate

PROFILE
PROFILE

A widely accomplished, motivated and professional Administration Manager with over 9 years military experience.  Has extensive knowledge of personal administration and finance.  Excels in high pressure and fast changing environments and enjoys seeing a job through to successful completion.  Possesses enhanced communication skills and is able to deliver articulate and appropriate instruction and training to other.  Enjoys taking on new challenges.

· Effective interpersonal skills able to motivate others using a firm but fair management style.

· Proactive and driven to achieve a seamless working environment.

· Methodical and meticulous to detail

· Compassionate and with a genuine desire to create a fully functioning and happy work place.

· Approachable and trustworthy respective of confidentiality at all times.

· Computer literate:  Accomplished and current office automation skills Windows 98 & NT, Microsoft Office Word, proficient in Excel and PowerPoint, ISAMS (Intranet based Security Administration Management System), TMS (Time Management System), UNICOM and bespoke software.

CAREER AND ACHIEVEMENTS

Management

· Administrative Manager for an independent department, dealing with personnel administration at all levels, and responsible for all human resources including salary and personnel administration for 1300 staff.

· Mentor and Supervisor for 4 new junior clerks conducting appropriate and understandable training sessions on payroll, IT equipment and bespoke software packages.

· Accustomed, to training and working alongside staff from a multi ethnic and multi cultural background, over coming language barriers and analysing training needs.

· Analysis of performance and preparation of appraisals for staff.

Finance/Administration

· Maintaining within a team, over 1300 personnel salaries and personal administration, whilst in arduous conditions (IRAQ) all of different nationalities and cultures. 

· Over seeing monthly payroll for over $20,00000, using Excel data base.

· Invoicing clients on a fortnightly, monthly and annually basis

· Responsible for control of cash flow at HQ and maintenance projects cash book.

· Cash book management and prompt return of receipts for expenditure.

· Preparing cash projection’s of over $500,000 on a fortnightly basis to Head Office in a timely manner.
CAREER SUMMARY

Oct 06 – Present
Administrator and Pay roll Clerk
AEGIS Defence Services Limited

· Responsible for ensuring that, all sub-contractor pay and administration, expense claims are processed and recorded twice monthly. 

· Maintain accurate pay records and taxes for Iraqi nationals, expatriates, and third country nationals.

· Managing the Civil affairs cash flow and maintaining three cash books and collating, records and forwarding all project expenditure receipts to Head office using the Excel spreadsheets and formulas.  

· Prepare and record Nepalese pay advance sheets once a month, whilst carrying out any other tasks in assistance to the contracting and HR Managers. 

Jun 06 – Oct 06
Asst Contracts Manager
MITIE Security
Experienced in invoicing and handling cash on a regular basis, maintaining rotas, discrepancies with wages, maintain the two weekly wages run, adaptable to train on new and current systems whilst carrying out other security duties as required.

1997 – 2006
Military Administrator /Acting Sgt
AGC (SPS), HM Forces

An exemplary and extensive 9 year Army career in Human Resources; including personnel administration, payroll, classified documents of a sensitive nature and a responsibility for large amounts of cash, extensive management skills, experienced in worldwide travel often in arduous conditions including Iraq (Telic 4 in Basra and later in Bagdad), Canada, Bosnia, Kosovo, and Northern Ireland.

QUALIFICATIONS/TRAINING Mil and Civil
SIA Licence
Level 2

Diploma
Administrational Management

Advance
Finance Course (Military)

Military Clerk
Class 1 



Classified Document Handling



Microsoft Office – Word, Excel, PowerPoint

Military Clerk 
Class 2/3

NVQ Level 2
Business and Administration

NVQ Level 2
Business Studies

GCSE’s
Mathematics, English Language, English Literature, Geography, Drama,

French, Double Science and Design & Technology 

LANGUAGES

English mother-tongue
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