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Personal Profile  
I am a motivated, hardworking and punctual individual with a strong and positive work ethic. I have over 20 
years-experience working in the administration sector, primarily as Personal Assistants to senior managers. I 
am highly organised, with a keen eye for detail and have exceptional multitasking skills. I am able to act with 
discretion, tact, diplomacy and professionalism at all times, and can build strong working relationships with all 
colleagues, including directors and senior managers. I have been developing my professional skills during a 
recent break and am now looking to get back in to the work place and seek out a new career. I have enrolled 
on the Digital CV project to allow me to showcase the skills I have. I am looking for a role in the administration 
sector that will allow me to both build on my existing skill set and also allow me to continue to learn new skills. 
 
Key Skills 

● Computer literate 
● Excellent communication and interpersonal skills 
● Flexible and adaptable 
● Friendly and approachable nature 
● Dedicated, organised and ability to multitask 
●  

Please click to view my Digital Video CV: https://vimeo.com/247689177/2a1542b1fd  
 
Employment History 
 
Full-time parent –  January 2016 / Present 
During this period of time I have been taking care of my son. I was responsible for planning, budgeting and 
preparing balanced and nutritious family meals. My duties also included all the housekeeping duties from 
washing and ironing to keeping up to date with all the family finances. I also completed tasks regarding the 
upkeep and maintenance of the house to enable me to provide a safe and clean environment. I would also 
provide educational support, and help with reading and homework and encouraging learning within the home. 
Leading by example was a large part of being a full-time parent and this required me to demonstrate strong 
family values and exercise independent judgement and initiative. I would also need to think and act quickly and 
use my initiative before taking action. During this time, I have also been working on additional qualifications to 
continue my professional development.  
 
Waitrose, Operations Audit – October 2013 / December 2015 
I had a number of responsibilities in this role including stock rotation and managing goods in. I also took care of 
stock reductions and various other stock management tasks. I was also responsible for auditing stock within 
the store, including prices, tickets and completion of checklists to confirm tasks had been completed. I would 
also carry out due diligence on the shelf and counter tickets and would distribute new ones as required. I was 
responsible for changing stock during promotional periods and working with the team to ensure a smooth 
transition and professional manner within the store. I was chosen to be an employee mentor and would work 
closely with new members of staff during their first 3 months and would be a guide and point of reference for 
them. During my time here, I was also identified as a top ‘partner’ and was mentored and developed as part of 
a future leaders’ programme.  



 
Full-time parent – September 2008 / October 2013 
Responsibilities as those mentioned above.  
 
British Telecom, Personal Assistant – October 1999 / August 2008 
After joining BT in 1999 as a Personal Assistant to the Chief Financial Officer for BT Retail, I was responsible 
for organising and maintaining meetings and events and ensuring diaries were planned to a high standard. I 
would handle telephone calls and take enquiries where applicable. I created presentations, reports and other 
documents as required using graphics and office software. I would complete preparation for any meetings or 
seminars and ensure my manager was up to date with all items. In periods of absence, I would also make 
decisions and allocate staff accordingly. This role required excellent interpersonal skills as I liaised with other 
colleagues, teams and customers.  
In 2004, I was promoted to be the Personal Assistant for the Chief Executive Officer of BT Enterprises. This 
was a huge achievement and allowed me to develop further and take on more responsibility. I devised and 
maintained a number of office systems including data management and filing, and also dealt with and 
responded to incoming emails and post. I would also make travel and visa arrangements and book 
accommodation as necessary. I produced briefing papers, and other confidential documents and also attended 
meetings and product launches with the CEO, ensuring preparation was completed to a high standard.  
 
British Sky Broadcasting, Personal Assistant – July 1998 / October 1999 
Walt Disney Company, Personal Assistant – August 1995 / November 1997 
 
Education & Training 
 
Greenford High School – 1980 / 1984 
I completed my education at Greenford High School, where I obtained O Levels in: 

• English Language & Literature 
• Biology 
• Chemistry 
• Maths 
• Home Economics 

I also completed RSA 1 – Pitmans Elementary, Intermediate and Advanced 
 
Uxbridge Technical College – 1986 / 1987 

• O Level – Accountancy  
 
Other Qualifications  

• City & Guilds Level 1 – Customer Service 
• City & Guilds Level 1 & 2 – Business & Administration 
• BCS Level 2 EDCL Certificate in IT User Skills 

 
Hobbies and Interests 
In my spare time, I enjoy spending time with my family and cooking. I also like to travel and keep fit. 
 

References available on request 


