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         Work - 0032 (0)65 44 5693
PERSONAL PROFILE
A proactive, self-disciplined and efficient project administrator, with excellent communication and organisational skills who remains calm and responsive when under pressure.  Backed by a sound academic record, and security cleared to work for the MoD since September 1996.
EMPLOYMENT HISTORY
Personal Assistant to Senior Chaplain (UK Support Unit, SHAPE)

Responsible for running the office of the UK Chaplain, incorporated within this role further duties include the administration and organisation of the International Chapel Centre and assisting a further eight Chaplains of varying nationalities.  
· Charity Secretary and coordinator/liaison

· Designing publications and preparing press releases
· Organising various events within the Church

· Minute taking
· Point of contact for national and international members of the SHAPE community

· Maintaining the Church and Charity accounts
Key Achievement:

· Played a key role in the successful completion of the Charitable ‘Share-a-Meal’ project, resulting in the timely provision of food and gifts to 200 local needy families.
Various Temporary Jobs/Voluntary Work
Along with studying for a degree, this period was filled constructively with both paid employment and voluntary work; thus ensuring key workplace skills were kept up to date. 
Key Achievements:

· Effectively balancing the demands of work, study, and home life resulted in the successful graduation from university.

· Approached to guide a younger student through the Open University’s mentoring scheme.  Despite initially struggling with the course syllabus, the student went on to complete her course with the help of this mentoring.  The positive feedback received from the student was instrumental in the continuation of further assisting fellow students.
Assistant Project Manager (MoD Boscombe Down)  
This Civil Service post (Band D/EO grade) entailed project management tasks within a busy multi-million pound (£10.3M) defence project.  This demanding role required a keen eye for detail and the ability to work under pressure and to strict deadlines.
· Setting up and maintaining project files; with classification up to and including secret
· Preparing project documentation, such as Project Initiating Documentation and bids.

· Continually evaluating financial spends to ensure that all work remained within budget; reporting all findings to the senior project manager on a weekly basis. 
· Generating Gantt charts to monitor project milestones
· Accountable for the configuration management of all project documentation
· Organising import and shipping documentation required to move technological equipment over from the USA.
· Liaising with contractors, fellow project team members, senior executives and international customers.
· Collating and preparing information for design reviews; to be presented to various sub-contractors, as well as the customer.
· Organising meetings and conferences throughout various stages of the project
· Maintaining the project diary and dealing with correspondence

Key Achievements:

· Implemented new configuration management infrastructure at the start of the project.  This facilitated controlled access to all documentation, and resulted in the smooth running of the project.

· Based on performance within this role the Department Manager head hunted me to work for both himself and another project manager. 
· Performance related assessments resulted in advancement from administrator to assistant project manager which entailed more responsibility, as well as more involvement in the management of the project.
Business Support Officer (MoD Boscombe Down)    
Supporting a team of 16 project managers, this role demanded flexibility and resourcefulness and provided the scope to undertake further training and career development.
· Interrogating and updating the Management Information System

· Inputting and monitoring staff deployment records

· Providing administrative support 
· Facilitating project managers in the use of Microsoft Office applications

Key Achievements:

· Proposed Request for Change to a company wide form to provide data input clerks with more appropriate information.  This resulted in a more efficient process for handling staff records meaning the time gained could be better utilised.
· Successful application of this role resulted in an internal promotion to the next grade and the chance to take on a more demanding job.

EDUCATION/QUALIFICATIONS
BSc (Hons) 2:1 Social Science with Politics

Diploma in Politics

Diploma in Sociology

Certificate in Humanities

7 GCSEs grades A-C (including Maths, English and French)

NEBS Introductory Certificate in Management

Integrated Business Technology II

Computer Literacy and Information Technology

RSA Typewriting Skills Level 1

OTHER COURSES
MoD Project Management
Oracle SQL End User

MS Excel, Project, Access, Exchange, PowerPoint, Publisher

Internet Web Page design

INTERESTS


Reading, Hitchcock films, camping, sport
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