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Name:
Susan Rutley
Address: 
38 Nelson Road, Eaton Socon, St Neots, Cambridgeshire PE19 8PX
Home telephone: 

Mobile telephone: 
+44 7923 358 375
Email: 
susan260@hotmail.co.uk
Date of Birth: 

Security Clearance:
DV
Nationality:
British
Current Position: 

PERSONAL PROFILE
A lively, enthusiastic outgoing individual.  Spending 6 years in the British Army specialising in Human Resources and Office Management.  A confident organised character that can always be relied upon.  Dedicated to complete work to a high standard. 
· Maintenance of welfare and administration for over 700 personnel

· Over 6 years experience working within a variety of busy administrative roles

· Resolving financial matters

· Stock control ordering and supplying items upto £20000 per annual

· Management skills co-ordinating large teams

· Developed Vetting security clearance held
Career Summary
Apr 07 – Present 
Temp Contract
Government Procurement Centre

· Using Chorus and Undaunted computer programmes.

· Checking invoices are correct and updating current systems to ensure correct payment within the correct time limits.

· Distributing cheques to various Companies ensuring remittance calculates correctly.

· Checking data is signed and authorised before inputting.

· Working to strict timelines and deadlines.

May 01 – Apr 07
Military Clerk
HM Forces (British Army)

Human Resources  

· Enforce discipline, ensuring rules and regulations are respected and complied with.  Advise 20 staff both seniors and juniors on the process of disciplinary action.

· Advise members of staff with welfare matters, including grievance and equal opportunities. 

· Ensure staff have used the appropriate leave entitlements over a 12 month period and the appropriate paperwork is completed.

· Speaking to personnel with related compassionate cases and giving advice on relevant next of kin structures.

· Working with transfers from different organisations such as movement internal and external trade roles. 

Administration

· Excellent IT skills including Microsoft Office, Excel, Word, Outlook and Power point.  Computer literate. 

· Liaise with contacts and using personal research to book courses both internally and local colleges.

· Efficiency in the process of various travel arrangements, this includes the booking of flights, hire cars, rail and sea.

· Personal Assistant to a highly respected senior member of the team and control of diaries.  

· Assisting in meetings, giving opinions and minute taking.

· Organization of files, keeping them in date.

Finance

· Check monthly pay statements for over 700 personnel.

· The ability to rectify and resolve all problems which may occur.

· Complete claim forms for all occasions such as travel expenditures and accommodation.

· Help to rectify a problem and discussing options with debt.

Stock Control

· Ensure budgets are kept to, and ensure there is no overspend on stationary items and office products.

· Take orders of stock and order items from 12 departments and 20 individual personnel.

· Supply goods to various companies from stock orders using issues and receipts.

· Amend and return any form of stock which is not to the right standard.

Management

· Mentor junior members of staff in all aspects of role, monitoring and evaluating their progress to include training and personal development issues where addressed.

· Guidance and advice to Junior staff for future promotion.

· Give instructions to a large amount of personnel and ensuring they are followed; this includes a variety of briefs and presentations.

· Prioritise work loads and ensuring the team have completed work to deadlines and targets.

EDUCATION & TRAINING

2007
CIPD (CPP)
PASS

2006
European Computer Driving Licence (ECDL)
PASS

2004
Military clerk Class 1
PASS

2003
Military clerk Class 3-2
PASS

2002
Introduction to Micro Computers
PASS

2000
8 GCSE's, Average ‘B’ grade 
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