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About

Ah a dedibated and adaDtaxle guebItive Ahhihtant, m a2 bo22itted to deliverins 
4/7H hIDDort to UNWCm and -.hIite guebItiveh, pitc a diverhe xabksroInd tcat 
hDanh xotc xIhinehh and Derhonal hIDDort rolehy m cave hIbbehhfIllq navisated 
a pide ranse of ad2inihtrative tahkh, addrehhed de2andins reMIehth, 2anased 
varioIh rehDonhixilitieh ransins fro2 refIrxihc2enth to lIuIrq colidaq Dlanninsy m 
a2 Beuixle and readq to travel pitcoIt rehtribtionh pcere m a2 bo22itted to d
eliverins in everq ahDebt of lifehtqle, Derhonal and xIhinehh ahhihtanbey Rq euDerienbe i
n bontrabt roleh cah Drovided 2e pitc a pell.roInded and varied hkill het, allopins 2
e to adaDt to diSerent environ2enthy Nopever, m a2 bIrrentlq heekins a Der2anent r
ole tcat oSerh tce Dotential for lons.ter2 Drofehhional sroptc and develoD2ent, a
lisnins pitc 2q euDerienbey
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Experience

Executive Assistant to Founders 
&ce Toof 5ardenh  – Raq 4(4/ . GeD 4(4/

-Irrentlq hIDDortins tce tpo |oInderh of &ce Toof 5ardenh for all Dri.
vate and xIhinehh.related tahkhy Abtins ah tce 2ain satekeeDer, m bollax.
orate blohelq pitc tce gventh 0 Re2xerhciD tea2 on cisc.DroVle eventhy m 
boordinate pitc euternal bontrabtorh, interior dehisnerh, and art sallerieh, 
attend blient 2eetinsh, liaihe pitc artihth, and birbIlate 2inIteh for all 
peeklq 2eetinshy

Private Family Assistant
 – )an 4(4/ . Raq 4(4/

GIrreq . Fnhite )anIarq 4(4/ ' Raq 4(4/, . &e2Dorarq Dohition dIe to 
fa2ilq relobation overheah 
m Drovided bo2Drecenhive 4/7H hIDDort for Derhonal and coIhecold 
2anase2ent, inblIdins diarq orsanihation, boordinatins a tea2 of htaS 
jbcefh, driverh, and sardener3, and 2anasins a blotcins inventorq aDDy 
m alho overhap tce bcildren1h eutrabIrribIlar abtivitieh, hIbc ah Latin, 
corhe.ridins, and xad2intony Rq role enbo2Dahhed orsanihins freMIent 
fa2ilq dinnerh, hoIrbins sifth, and arransins international travel pitc 
detailed itinerarieh for bitq xreakh and fahtins retreathy mn addition to 
event Dlannins and Derhonal hcoDDins, m 2anased tce fa2ilq1h lifehtqle 
needh, inblIdins xeaItq, pell.xeins, and fahcion, and arransed resIlar 
dos palkins, sroo2ins, and vet bcebkh for Dethy m alho candled inhIranbe 
Dolibq renepalh, Drobehhed blai2h, and 2aintained all fa2ilq dobI2en.
tation, inblIdins DahhDorth, vihah, and libenhehy m resIlarlq boordinated 
pitc varioIh htakecolderh, inblIdins bontrabtorh for a DroDertq renova.
tion DroYebt in GIrreqy &cih involved liaihins pitc tce DroYebt 2anaser, 
candlins 2aintenanbe ihhIeh, 2anasins xillh, and keeDins rebordh for 
artpork and fIrnitIrey m alho fabilitated tce fa2ilq1h relobation to Ginsa.
Dore, pcibc 2arked tce end of 2q roley &e2Dorarq ad2inihtrative roleh 
inblIdins an UNWC RIhib DrodIber ahhihtins pitc tce relobation Drobehh 
fro2 &cailand to Londony

Private Assistant
Rarlin Napk – AIs 4(44 . AIs 4(4z

j8 qear 8 2ontc3 Rarlin Napk, -cief guebItive |ir2 . London 7 EIxai 7 
Wep 9ork . Nqxrid 
Eedibated to Drovidins 4/7H bo2Drecenhive hIDDort to tce |oInder 
0 guebItive -cair2an, m eubelled in 2anasins bo2Dleu diarieh abrohh 
2IltiDle ti2e 6oneh and herved ah tce 2ain satekeeDer for all borre.
hDondenbe, fohterins htrons blient relationhciDhy Rq role inblIded or.
bcehtratins sloxal eventh, hIbc ah a Partner &riD in tce UAg, pcere m 
2anased international Bisct xookinsh, abbo22odation, dinnerh, qabct e
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uDerienbeh, detailed itinerarieh, travel losihtibh, and xIdsetinsy Oeqond t
ravel boordination, m abtivelq ensased in Dlannins varioIh fa2ilq eventh a
nd overheeins tce lifehtqle and DroDertieh of tce i22ediate fa2ilq in x
otc tce UK and UAgy &cih 2Iltifabeted Dohition involved bondIbtins h
ebIritq bcebkh, 2anasins 2aintenanbe tahkh, overheeins coIhecold x
illh, and hbcedIlins coIhekeeDins and sardeninsy m liaihed pitc ehtate a
senth for DroDertq viepinsh, bo2Dleted bar DIrbcaheh, and hebIred i
nhIranbey Additionallq, m 2anased UK and UAg 2e2xerhciDh, arransed i
nternational deliverieh, and candled all Derhonal errandh for tce f
a2ilqy m Drovided hIDDort for tce PrinbiDal1h bcildren, 2anasins tceir h
bcool balendarh, hbcool feeh, hI22er Drosra2h, 2edibal losihtibh, and t
ranhDortation boordination, inblIdins euDenhe 2anase2ent and bahc B
op for coIhecold htaSy |Irtcer2ore, m boordinated tce hciD2ent of fa
2ilq corheh fro2 London to EIxai, enhIrins a h2ootc relobation Drobehh pi
tc eMIehtrian hervibeh, tcoroIsc vet bcebkh, and inhIranbe boverasey �
Tg|gTgW-gG 
UDon reMIehty Private PA to an UNWC A2eriban |a2ilq jWEA3 . |a2ilq of 
z 
London . Nqxrid )anIarq 4(48 ' )Ilq 4(44 . j8  2ontc bontrabt3 
Providins bo2Drecenhive 4/7H Derhonal and xIhinehh hIDDort to an 
A2eriban UNWCm, m 2anased a pide ranse of rehDonhixilitieh, inblIdins 
ahhihtins euternal fa2ilq 2e2xerh, rInnins Derhonal errandh, hoIrbins 
soodh, and boordinatins freMIent international travely Rq role involved 
2etibIloIh event Dlannins, coIhekeeDins 2anase2ent, and overheeins 
bcef hervibeh, inblIdins tce cirins Drobehhy m liaihed resIlarlq pitc lIuIrq 
bonbierse hervibeh to enhIre tce |a2ilq lifehtqle Dreferenbeh, inblIdins 
abtivitieh hIbc ah hbIxa divins, hkiins, hcootins, and corhe.ridinsy m can.
dled international and Drivate Yet travel, 2anasins detailed itinerarieh 
and overheeins DroDertq 2anase2ent, inblIdins resIlar 2aintenanbe, 
hebIritq bcebkh, and inventorq 2anase2ent for coIhecold fIrnitIre and 
artporky Additionallq, m Drobehhed dental and 2edibal inhIranbe blai2h, 
enhIrins orsanihed rebord.keeDins for all fa2ilq 2atterhy m abted ah tce 
satekeeDer for euternal blienth and bontrabtorh, liaihed freMIentlq pitc 
tce driver, nannq, and bcef, and 2aintained a htandard of It2oht dih.
bretion and bonVdentialitq in all ahDebthy

PA / Team Assistant
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j8 qear3 
Abtins ah tce &ea2 Ahhihtant ah pell ah tce Vrht Doint of bontabt, In.
dertakins ehhential ad2inihtrative and oDerational rehDonhixilitiehy &cih 
inblIded 2anasins Dcone ballh, e2ailh, and o be hIDDlieh ah pell ah 
DreDaration of 2eetins roo2h, PoperPoint Drehentationh and w-1h for 
all 2eetinshy Rq Dri2arq fobIh involved Drovidins hIDDort to tpo keq 
Dartnerh of tce Vr2, enbo2Dahhins varioIh xIhinehh.related tahkh and 
boordinatins travel arranse2enthy Additionallq, m abtivelq bontrixIted to 
tce hIbbehh of bo2Danq hobial eventh, hIbc ah tce bo2Danq annIal Gki 
&riDy

Front of House PA
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j8 qear z 2ontch3 
Abtins ah tce Vrht Doint of bontabt 2aintainins a cisc htandard of blient 
raDDort, Drehentins a Drofehhional borDorate i2asey Nandlins all inter.
national Doht, o be hIDDlieh, 2anasins tce hpitbc xoard ah pell ah 
ahhihtins tce gA1h pitc anq ad cob dItieh, internal and euternal eventh, 
inblIdins dailq Derhonal errandh for tce -gFy

Education & Training

4(8z The Hammond School
Wational EiDlo2a Level  in Profehhional RIhibal &ceatre 0 Eanbe, 


