NAME & Surname
Professionally Qualified Personal Assistant

Queen’s Secretarial College Diploma with distinction

Impeccable Skills

Confidential and Reliable PA

EXPERIENCE

February 2005 to date  


Company Name 



Location 
Executive Secretary to the Chairman 
· Liaison with international VIPs and Company Directors
· Team leader Support for a team of 10
· Preparation of highly sensitive documents, including PowerPoint slides to tight deadlines
· Account & invoice management 


June 2000 - September 2003

Company Name



Location


 PA to the Group Finance Director


· Extensive diary management, travel organisation and shorthand transcription

· Daily liaison with brokers, advisors, institutional investors and analysts in the City

· Editing and “version control” of draft internal and external communications

· Organisation and attendance at Full and Half Year Results Presentations to the City

· Organisation of Finance Conference for international delegates held in the UK

· Collation of briefing packs, itineraries and relevant documentation for meetings


June 1997 - June 2000


Company Name



Location
Secretary to the Vice President of Sales and Marketing, Director of Reservations and Director of Pricing
· Organisation of Sales & Marketing conferences and team awaydays in the UK

· Team Leader and role model for 3 PAs 

· Preparation of PowerPoint slides for external audiences, often working to tight deadlines

· Review of monthly cost centre ledgers – raising important issues to VP

· Complex diary management and travel itineraries


October 1996 - June 1997
            Company Name



Location

Executive Assistant to the European General Manager

· Diary management and frequently changing travel arrangements in a fast-paced environment

· Preparation of confidential monthly budget and forecast spreadsheets

· Monthly Report production for journalists’ sponsored accounts
October 1995 - October 1996

Company Name 



Location 
Secretary to the Marketing Communications Director and the Marketing Team
· Overall responsibility for corporate stationery supply (proof sign-off etc) 

· Worked closely with the PR Manager to prepare external communications

· Assembled collateral and promoted product at various exhibition stands in London

· Assisted organisation and attended promotional launch evening for journalists in London

· Maintained regular contact with PR, advertising and design agencies 

April 1994 - June 1995


Company Name



Location
Senior Secretary to the Marketing Services Controller and his Direct Reports

· Assisted with organisation of International Marketing Conference held in the UK

· Copy typing and correspondence preparation

· Organised travel bookings for the team
July 1993 - April 1994


Company Name



Location
Assistant Secretary to the Global Marketing Director

· Shorthand and audio transcription 

· Travel bookings and itinerary preparation

· Maintenance of stationery supplies

· Catering and chauffeur bookings for the Director
EDUCATION

October 1992 - July 1993

College/University



Location
· Euro-lingual Executive Secretarial Diploma with Distinction
· Shorthand: 140wpm

· Touch Typing: 90wpm

· French Shorthand: 70wpm

· RSA French Typewriting Skills: Distinction

 School, London

2 A Levels, 9 GCSEs

1994 PY& Associates: 
Written Communications

July 2001 IIR Management Development Course:  

Achieving Exceptional Performance - Essential Skills For Executive Secretaries and PAs
IT/Software packages

Windows XP, Lotus Notes, Word, Excel, PowerPoint, Outlook, Microsoft Schedule 
INTERESTS

Skiing, badminton, yoga 


Travelling
PERSONAL DETAILS

Mobile:

+44(0)

Email: 

name@email.com
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