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About

Experienced Executive Assistant with a de.onstrated history of worIing in the 
research industry- SIilled in Microsoft Word, Ad.inistration, Manage.ent, Oracle 
Financials, and Microsoft OutlooI- Strong ad.inistrative professional studying to'
wards a GachelorRs degree focused in kaw fro. The Open University-

GHA)LS WOHKEL W(TC

)ew bollege, Oxford bats Protection University of Oxford

bAHPE)TEH bATEH()m k(M(TEL Maison Glanc The Car2our Gar

Experience

EA and Events Organiser to the Warden
)ew bollege, Oxford | Apr 030· ' )ow

z�kong hori’on diary planning and predicting what de.ands will 2e put 
on the Wardenqs diary .any .onths in advance-
z�Managing the Wardenqs Cousehold-
z�kine .anager for the Cousehold sta/-
z�Hunning .ultiple events each weeI fro. 2eginning to end-
z�GooIing personal appoint.ents-
z�Keeping the Warden infor.ed on diary changes and preparing a daily 
diary each day-
z�Ensuring continuity in the Wardenqs oJce so that it continues to oper'
ate e/ectively in his a2sence 2y, for exa.ple, referring .atters where 
appropriate to bollege OJcers- 
z       Organising and .aintaining eJcient Dling and data2ase syste.s 
Npaper and electronicB-
z�Hesponding to inco.ing .ail N2y post or electronicallyB-
z�Su2.itting expense clai.s-
z�TaIing dictation and typing up voice .e.os- 
z�Hesearching and preparing 2rieDng papers, preparing and .anaging 
correspondence, reports and docu.ents-
z�Ensuring that the Warden has the correct papers in advance of any 
.eetings-

Events
Plan social, acade.ic and other events in the kodgings, ensuring that 
they are entered into the diary and bollege syste.s in good ti.e and 
that the staJng and support are in place to ensure the success of events- 
This .ay involve the engage.ent of agency sta/ and contract caterers 
as necessary, plus liaising with catering, bollege food services and the 
serving sta/ within the kodgings to ensure the correct ta2le plans, wine 
selections, .enu cards, etc are all in place 2efore the event

The kodgings
Cold 2rieDngs with the kodgings houseIeeping sta/ and the kodgings 
batering & Events Supervisor, go through the Wardenqs diary and give 
instructions relating to the re1uire.ents for the day8weeI8.onth-
 
With the support of the Acco..odation Manager and blerI of WorIs, 
ensure good houseIeeping and that the historic 2uilding is Iept in good 
order-

Travel arrange.ents
z�Ad.inistering travel and acco..odation arrange.ents, 2oth within 
the UK and internationally-
z�Producing detailed travel itineraries-

Treasurer - Oxford & District Branch
bats Protection | 6ul 030; ' )ov 030·

Treasurer, Granch bo..ittee Me.2er, Granch mift Aid OJcer, Volunteer
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Executive OPcer
University of Oxford | 6an 03;j ' Apr 030·

As Executive OJcer supporting the Lirector of the Oxford Transplant 
bentre, and bMO8Founder of a ki.ited bo.pany, ( a. responsi2le for 
the day'to'day running of the oJce-  My .ain duties include arrang'
ing diary co..it.ents to ensure that all clinical duties, appoint.ents, 
.eetings, conferences, and travel are scheduled, arranging internal and 
external .eetings and ensuring all relevant paperworI is prepared and 
circulated in good ti.e, .aIing travel arrange.ents, and co.pleting 
registrations for national and international conferences, and handling 
en1uiries 2y phone, e.ail or letter- The role also re1uires the produc'
tion of docu.ents, reports, and presentations for conDdential .eetings, 
expense and account .anage.ent and ensuring all visiting doctors and 
students to the Oxford Transplant bentre co.plete the re1uired ad.in'
istration in good ti.e for their place.ent with us- ( a. also re1uired 
to Ieep a detailed record of the Dnances for several large research 
grants, .anage spending and distri2ution of funds and ensure pay.ents 
into 2oth personal and professional accounts are dealt with in a ti.ely 
.anner-

lersonaR Assistant and Gesearch mroup AdSinistrator
University of Oxford | Mar 03;5 ' 6an 03;j

Providing PA support to the Associate Cead of the MPkS Livision, in'
cluding 2ut not li.ited to– co.plex .anage.ent of a 2usy diary, travel 
arrange.ents Nincluding visa applications and itinerary organisationB, 
.anage.ent of travel expenses, Delding calls and e.ails fro. external 
and internal sources- Also providing ad.inistrative support to the Gio'
.edical (.age Analysis mroup with the (GME, part of the Lepart.ent of 
Engineering Science, including placing orders, arranging travel for Prin'
cipal (nvestigatorqs and Hesearchers, .anaging large pro4ect 2udgets and 
spends, organising .eetings Nincluding organising catering, per.its and 
visitor passesB, assisting in the organisation of conferences, processing 
new students to the group and providing support to existing students- 
The heavy worIload changes on a day'to'day 2asis and re1uires strong 
organi’ational sIills and a high level of co..unicative sIills-

OPce AdSinistrator
University of Oxford | May 03;7 ' Fe2 03;5

WorIing under the Executive Assistant of the Cu.an (..unology Unit at 
the Weatherall (nstitute of Molecular Medicine, providing ad.inistrative 
support to 2oth the Unit Lirector and Principal (nvestigatorsq within the 
unit- Luties including, 2ut not li.ited to 9 accurate record Ieeping and 
diary .anage.ent, organi’ing travel and acco..odation for the de'
part.entqs P(qs and their la2 .e.2ers- Organising various se.inars on a 
weeIly 2asis, including inviting guest speaIers, arranging acco..oda'
tion, catering, internal and external advertising and any other associated 
re1uire.ents- Managing a heavy worIload and prioritising eJciently, 
ensuring all tasIs are co.pleted in a ti.ely .anner-

wteMard
bAHPE)TEH bATEH()m k(M(TEL | Sep 03;  ' May 03;7

Hesponsi2le for the .anage.ent and .aintenance of the Medical Stu'
dentsq blu2house- This includes running a 2usy Iitchen– selecting and 
preparing food, stocI control and ensuring CSE guidelines are followed- 
Managing a 2usy ad.inistrative worIload, including corresponding with 
.e.2ers of OUCT, OU Alu.ni and .e.2ers of the pu2lic- Keeping an 
up to date and accurate diary 2oth online and on paper, organising a 
2usy 2ooIings calendar and ensuring all correspondence is correctly and 
precisely docu.ented- Hegularly worIing to tight deadlines to ensure 
events and teaching groups encounter no pro2le.s- Use of all aspects 
of MS OJce-

Assistant Hanager
Maison Glanc | 6an 03;  ' Aug 03;

Managing the store in the a2sence of the .anager, inputting all order 
receiving, new orders'2oth custo.er and for the shop, and food and 
stocI orders for the Iitchen on a daily 2asis- (t also re1uires close .oni'
toring of all product waste, assuring daily orders are ad4usted as re1uired 



and any trends in sales are recognised on a weeIly 2asis- The role also 
involves daily 2anIing, cashing up, and preparing the till and safe oats 
for the following day- A high level of custo.er focus is also re1uired, as 
is 2eing a2le to .ulti tasI and worI eJciently, 2alancing an often ti.es 
heavy worI load while re.aining level headed and cal.- The .a4ority 
of in'house ordering is done using FM(SPOS, with all third party orders, 
as well as daily sales, P&k, bOS and 2anIing Dgures, are entered using 
Microsoft Excel and forwarded via e.ail to the relevant co.panies-

'ost
The Car2our Gar | Mar 033  ' )ov 03;·

Opening a 2usy tourist 2ar in the .ornings, .aIing and serving drinIs, 
serving custo.ers fro. a wide range of 2acIgrounds, fro. RAll (nclusiveR 
to cele2rities and REuropeanR Hoyals-  

Hesponsi2le for .aIing people s.ile-

Education & Training

; 5 ' 0330 wir Goger HanMood s mraSSar wchooR
A kevels, 


