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About

g a7 a driven, self 7otivated, and 7ethodical individual with y Cears experience 
providinN executive support and project 7anaNe7ent at -bLevel. 

g have a clear, loNical 7ind and a practical approach to proRle7bsolvinN, thrive in 
fast paced environ7ents, and never shC fro7 a challenNe.

BWAmkS OTWKEk OgHG

AHTM FWTUP Gttpool KelIoo Froup haCs7acintCre

BmP PariRas Weal Estate KniNht 2ranI 2ranI Garris & -o

2uller, S7ith & Hurner

Experience

Project Business Partner & Executive Assistant to CEO
AHTM FWTUP | MaC 0304 b AuN 0301

b :q: support for the -ET.
b Extensive diarC and e7ail 7anaNe7ent, successfullC coordinatinN 
worIloads and 7anaNinN priorities.
b Private support for the -ET (errands, appoint7ents, planninN for
fa7ilC occasions and purchases) 
b ManaNe7ent and oversiNht of IeC operational and strateNic projects for 
the -ET and wider senior leadership tea7.
b OorIinN with the -ET and senior tea7 to ensure the co7panC
and e7ploCees are reachinN set tarNets.
b -o7pilinN project Rriefs, includinN detailed re'uire7ent speciDcations, 
oRjectives, KPg+s and fra7eworI.
b HracIinN of project outco7es and expectations.
b AttendinN all 7eetinNs with or on Rehalf of the -ET, recordinN all
notes and actions, and runninN point on anC outco7es.
b -oordination of 'uarterlC Board 7eetinNs, includinN 7inute taIinN 
and 7anaNe7ent of actions.
b Endbtobend 7anaNe7ent of co7panC wide events with 1335 attendees 
(su77er, -hrist7as, and Galloween). Hhis included coordination of a 
tea7, acco77odation, ziNhts, venue, caterinN, ReveraNes, and activib
ties.
b PlanninN and execution of tea7 daC events, activities, traininN, and trade 
shows for k0- and B0B (J3b:33).
b ExecutinN new content tea7 strateNC and processes, includinN strea7b
lininN allocation, reDninN SET needs, traininN on Ag features, use of freeb
lance writers, and auto7ation.
b g7prove7ents in GW protocols, addressinN holidaC sche7es, 
i7ple7entinN cross tea7 traininN and reva7pinN e7ploCer RrandinN.
b SearchinN and neNotiatinN a London -ET o9ce location.

Editor & Executive Assistant to CEO
Gttpool | Tct 0303 b MaC 0304

b :q: Rusiness and private support to -ET, includinN extensive e7ail and 
diarC 7anaNe7ent across 7ultiple ti7e 8ones, travel, NateIeepinN, and 
strateNC planninN.
b OorIinN closelC with the -ET and providinN support on various
initiatives, Rusiness ac'uisitions, pitches, projects, and operational 
needs.
b AttendinN 7eetinNs on Rehalf of the -ET.
b -oordination of sixb7onthlC 7anaNe7ent 7eetinNs, with J35 attendees 
(fro7 7ultiple locations) for 4bJ daCs.
b g proNressed to the additional role of ManaNinN Editor in TctoRer 030:, 
with
direct line 7anaNe7ent of 1 copCwriters, and 'ualitC control
7anaNe7ent across PW, co77unications, social 7edia, and
7arIetinN for Gttpool, Aleph, and adkCna7o (all co7panies
under one u7Rrella).

https://www.dweet.com/
https://www.dweet.com/consultants/cKPuFNY0L
https://www.linkedin.com/in/sarina-louise-shanley-589250132


b -opC editinN for anC and all outNoinNs fro7 Gttpool.
b SourcinN and arranNinN o9ce spaces, 7anaNinN all onRoardinN proceb
dures, and e'uip7ent procure7ent for UK hires.
b Halent ac'uisitions, interviews, and contract coordination.
b UK AuthorisinN T9cer.

FTC EA to CEO and OMce ganaler
KelIoo Froup | 6an 0303 b 6ul 0303

FTC Partner Assistant
haCs7acintCre | 6ul 03:  b 6an 0303

FTC PersonaS Assistant
BmP PariRas Weal Estate | 6an 03:  b 6ul 03:

FTC PersonaS Assistant
KniNht 2ranI | mov 03:  b 6an 03:

PersonaS Assistant and OMce ganaler
2ranI Garris & -o | Apr 03:y b mov 03:

Events Coordinator
2uller, S7ith & Hurner | 6an 03:  b 2eR 03:y

Education & Traininl

03:: b 03:J yt gar’Us ,niversit’w Tkichenma
Bachelor of Applied Science (B.A.Sc.), 


