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About

Multilingual with a BA degree, C-Suite Executive Assistant & Project Coordinator 
with strong interest and passion in Human Resources – Undertaking CIPD L5 People 
& Management.

BRA)DS yTRKED yIfH

Aomrc – AcademO oG Medical RoOal Colleges Avon Cosmetics JK) Automotive

bohnson & bohnson Md&d Rogers Stirk Har+our | Partners

fhe Coca-Cola CompanO

Experience

(C-Suite) EA to Chief Human Resources & HR Project 
Management
JK) Automotive 2 Sep 010• - )ow

’�Provided EA support to the ChieG Human Resources TQcer, including 
Gull in+ox and diarO management, expenses, travel arrangements, visas, 
leasing with EA/s & Stakeholders glo+allO.
’�HR Projects Management such as Values & Behaviours and the Under-
graduate Programme.
’�fransGerring all emploOees into Tracle Learning with fraining Sessions, 
F&A sessions, and email support.
’�Trganised Jlo+al HR Meetings, providing oQce announcements, sta7 
updates Gor the CHRT, holidaO approvals, timesheets, sicknessza+sence 
management and companO-wide events NChristmas parties, awaO daOs 
etcW.
’�Managed and control Jlo+al HR +udget monthlO with the HR Leader-
ship teams and qinance.
’�TQce management duties Gor the London HF including Gacilities, 
Health & SaGetO, and suppliers.

(C-Suite) EA to the COO & Marketing Project Manage-
ment to Innovation
Avon Cosmetics 2 Tct 01•6 - bul 010•

EA Responsi+ilities
’�In+ox and complex diarO management across di7erent time “ones and 
Board meeting preparation. 
’�Arranged international travels including Gull logistics and +ooking oG 
transport, accommodation, visas application.
’�Management oG SAP and Concur platGorms to process expenses and 
PT/s. 
’�Supporting the CTT with event planning, project management and 
taking ownership oG keO initiatives.
’�Attended keO meetings and track Gollow ups and delivera+les Gor the 
CTT.
Marketing & Sustaina+ilitO Project Management
’�Managed Avon/s products displaO in the London Corporate oQce.
’�SuccessGullO completed the internal Digital fransGormation fool 
course. NManagement oG all Avon Digital foolsW.
’�Sustaina+ilitO Champion support to gain B-Corp certi(cation. Carried 
out ad-hoc research, companO surveOs and internal awareness cam-
paigns which assisted Avon to reach this goal.
HR Responsi+ilities
’�Management oG highlO con(dential HR recruitment processes.
’�Tn+oarding new sta7 NIf e”uipment, premises guidance, relocation 
processW, Health & SaGetO policies.
’�Coordinated and maintained records oG the Jlo+al CTT/s direct reports 
annual leave.

https://www.dweet.com/
https://www.dweet.com/consultants/qlm3zyTH3
https://www.linkedin.com/in/bibiq10/


(C-Suite) EA & Lead for "The Design Machine" Marketing 
Platform
fhe Coca-Cola CompanO 2 ban 01•; - Tct 01•6

EA Responsi+ilities
’�Assisted three E-Commerce Directors with complex diarO and travel 
management across di7erent time “ones. 
’�Trganised the Coca-Cola EU e-commerce market visit in Berlin Gor 51 
international guests including arrangement oG venues, accommodation, 
hospitalitO, and 3ights as well as liaising with all EU oQces.
’�Handled highlO con(dential documents and correspondence.
’�Coordinated glo+al meetings, team +udget and prepare +oard docu-
mentation.
’�Supported external senior mem+ers when visiting London.
’�As a mem+er oG the 9Jreat Place to york: social events Committee, 
assisted the planning oG corporate events including Christmas, Summer 
parties and the companO •51th AnniversarO. 
Marketing Project Management
’�Liaised with Marketing departments, keeping the feam updated on 
projectszcampaigns and ensuring alignment. 
’�franslated marketing materials on an ad-hoc +asis NSpanish – EnglishW, 
saving companies/ costs and time. 
’�ActivelO sought and successGullO took on the lead oG the marketing plat-
Gorm the 9Design Machine: Gor the yestern Europe Business Unit com-
prising oG •0 countries. Managed the marketing assets oG all Coca-Cola 
+rands contained in this platGorm and provided +rand managers with 
content relevant to re”uirements. Delivered training to new sta7 and 
marketing agencies which ensured accurate usage oG the platGorm/s 
Gunctionalities and content.
HR Responsi+ilities
’�yelcomed and set up new team starters with If e”uipment, welcome 
packs, personalised detailed agendas Gor the daOzweek, ensuring a time-
lO, organised on+oarding process, Gacilitating associates start.

Senior Creative Partner & Architectural Project Coordi-
nator
Rogers Stirk Har+our | Partners 2 ban 01•5 - ban 01•;

’�As a Project Coordinator and EA to a Creative Design Partner, con-
tri+uted to (ve major international projects at di7erent stages oG de-
velopment and kept regularlO updated architects and clients through 
di7erent means, including management oG internet-+ased Architectural 
platGorms to maintain records oG projects. 
’�Challenged with a di7erent waO oG working and new technical termi-
nologies speci(c to the industrO  proactivelO sought training Grom the 
architects and gained an understanding oG the Gunctioning, stages and 
complex processes involved in architectural projects. 
’�SuccessGullO coordinated international clients and consultant teams 
dailO, demonstrated signi(cant interpersonal skills and natural interest 
in the architecture z design world, plus worked under pressure and com-
plied with strict projects deadline. fhis +uilt strong +usiness relationships 
with internal and external stakeholders and developed signi(cant project 
and process management skills.
HR Responsi+ilities
’�Contri+uted to the oQce move in London +O archiving architectural 
material, coordinating all teams, assisting with logistics and third-partO 
+ookings. Tn+oarding new Architects, holidaOs & sickness tracker.

(C-Suite) EA to Chairman & Marketing /Project Coordina-
tor
Aomrc – AcademO oG Medical RoOal Colleges 2 ban 01•  - ban 01•5

EA to Finance Director (LATAM) & Marketing/Project Co-
ordinator
bohnson & bohnson Md&d 2 ban 0116 - ban 01•0



Education & Training

•  - • University Jorge Tadeo Lozano
BA NHons 0 •W,  Advertising & Marketing  Postgraduate Diploma in Mar-
keting

•  - • Universidad Jorge Tadeo Lozano
BA , Advertising & Marketing


