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Personal Profile

A trustworthy, competent and efficient office administrator with twenty years experience of accounts and general office work.  A punctual, reliable and methodical worker who can handle a variety of tasks in an efficient manner. Possessing a strong aptitude for organisation and administration and the ability to work on my own initiative and under pressure.  Committed to professional development and with a proven record of training and updating of skills throughout working life. I have attended many training courses to develop and update my existing skills and have achieved RSA Secretarial Certification Stage 3.
Key Skills
· Excellent keyboard skills – 70 wpm

· Experience of audio typing
· Pitman qualified shorthand
· Extensive knowledge of Microsoft Office

· CLAIT
· Excellent administration skills
· Good interpersonal skills

· Good time management

Achievements
· Employee of the Year (Dobson & Earle)
· RSA Secretarial Certification Stage 3

Key Abilities
General office administration and secretarial work with excellent typing skills, the ability to audio type up to 70 wpm and to accurately take hand written notes up to 50 wpm. Experience of working in a variety of office environments, ranging from large open plan offices for 50 employers to being a personal assistant for a small legal firm. 
Good telephone manner and experience of dealing with a wide range of customers often in difficult circumstances. In my previous employment, duties have included responsibility for documenting accounts, processing invoices, cheques and credit notes and preparation of receipts and also some experience of switchboard operation.  
Employment History
May 2007 - Present


Career break to raise 2 children



March 2001 – May 2007

Dobson & Earle

Nottingham
Personal Secretary
January 1990 – March 2001
Stanhope Leisure Ltd
Nottingham


Office Administrator

January 1985 – January 1990
J.L. Hay & Co. Ltd.

Nottingham
Departmental Secretary
August 1980 – January 1982
Prestwood Plumbing Ltd.
Nottingham
Clerical Assistant
Education & Training
1996 -1997


Nottingham Adult Education Service 

Sage Line 50 Accounting

1993 -1994


Nottingham Adult Education Service





CLAIT
1988 - 1989


Norton Education Centre, Nottingham






Pitman Shorthand Diploma
1982 - 1986


Hope Wood College of F.E. Nottingham






RSA Secretarial Certificate




RSA Stage 2





RSA Stage 3
1975 - 1980


Felton Comprehensive School, Felton, Notts.




4 O levels, 3 C.S.Es including Maths & English
Hobbies/Interests

I enjoy playing badminton and am an active member of the Felton Racquets Club where I am Club Secretary. I am a keen swimmer and like to read, especially the novels of Ian Rankin. 
References – available on request

